CALIFORNIA STATE UNIVERSITY, CHICO
OVERTIME AND HOLIDAY WORK TIME

Authorization, Certification, and Approval
Please review instructions
	Name:
	Bargaining Unit (Check box) ;    (2     (4     (5     (6     (7     (8    (9

	Chico State ID:
	Dept:
	Pay Plan (Check box):          (10/12                (11/12

	Work Schedule:
	Pay Period (MM/YY):  

	Date
	PRE-AUTHORIZATION
	CERTIFICATION / APPROVAL
	DESCRIBE DUTIES PERFORMED

	MM/DD
	Time of Day
	Hours Authorized
	Time of Day
	Hours Worked
	Call Back Y or N
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	To
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	To
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	TOTAL HOURS AUTHORIZED:
	
	TOTAL WORKED:
	
	
	


	PRE-AUTHORIZATION FOR OVERTIME
	CERTIFICATION OF TIME WORKED
	TOTALS

	You are hereby authorized to work overtime, if required, as indicated above.
	
	Overtime has been worked as indicated above.
	
	
	
	Non Call Back Totals
	
	Call Back Totals
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Premium Hours for Pay:
	OTPR
	
	
	
	

	
	Authorized Signature
	
	
	Employee’s Signature                                   Date
	
	
	Straight Hours for Pay:
	OTST
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Premium Hours for CTO:
	CT07
	
	
	
	

	
	Date
	
	
	Supervisor’s Signature                                  Date
	
	
	Straight Hours for CTO:
	CT06
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


INSTRUCTIONS FOR COMPLETING OVERTIME AND HOLIDAY WORK TIME, AND EXTRA HOURS FORMS FOR ELIGIBLE EMPLOYEES
OVERTIME: For overtime purposes, a standard Monday through Friday workweek begins at 12:01 a.m. on Sunday and ends at 12:00 midnight the following Saturday.  For employees assigned a 9/80 work schedule, a workweek begins at 12:01 p.m. on Friday and ending 12:00 p.m. (noon) on the following Friday.  Refer to the appropriate bargaining agreement for other workweek schedules.

PRE-AUTHORIZATION.  Overtime and time worked on a holiday, must be approved in writing by your supervisor before the hours are worked.

INSTRUCTIONS:  Complete the following items in ink or felt-tipped pen and submit the form at the end of the pay period as instructed by your department.  If a pay period ends in the middle of a workweek, submit the overtime form the following Monday.  Cash payments are issued by the State Controller’s Office within five to ten days after the forms are submitted to the Payroll Office by your department.  Incomplete or erroneous forms may result in late pay and/or incorrect CTO balances.

· NAME: Print full name

· CHICO STATE ID: complete 9 digit number, including leading zeroes
· DEPARTMENT: complete department name
· BARGAINING UNIT: Bargaining Unit.   Check the box next to the bargaining unit which covers your position:  Unit 2 = Health Care Support; Unit 4 = Academic Support;  Unit 5 = Operations Support; Unit 6 = Skilled Crafts; Unit 7 = Clerical/Administrative Support Services; Unit 8 = Public Safety; and Unit 9 = Technical Support Services
· Work Schedule:  Please indicate weekly work schedule ( Mon – Fri, 8-5)
· PAY PLAN: If you are on the 10/12 or 11/12 pay plan, check the box next to the applicable plan

CERTIFICATION/ APPROVAL

· TIME OF DAY (from/to):
· Complete for overtime work and time worked on a holiday:  Enter the time the hours were worked.  Do not include meal periods or breaks.

· HOURS WORKED:  Complete for overtime worked and work performed on a holiday.  Round UP to the nearest quarter hour if working more than 7 ½ minutes within the quarter; round DOWN to the nearest quarter hour if working less than 7 ½ minutes within the quarter hour.  Do not convert hours to time and one-half.

· CALL BACK Y OR N.  If eligible, complete for overtime work and work performed on a holiday.

· TOTAL WORKED:  Enter the total hours reported in the “Hours Worked” column.

· DESCRIBE DUTIES PERFORMED.  Be brief but specific.  Examples:  track meet cleanup;  repair lock in Kendall Hall;  clerical work for graduation preparation.

· CERTIFICATION OF TIME WORKED.  Sign and date as of or after last day worked the Overtime and Holiday Time form and obtain the supervisor’s signature.

· TOTALS.  This section must be completed by you or your department.  Check with your department for proper procedures.
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