APPROVAL PROCEDURE FOR (‘ ANUKA

OVERTIME/COMPENSATORY TIME “wmm TECHNICAL COLLEGE

Assignment of overtime and/or compensatory hours shall be in accordance with the applicable collective
bargaining agreement or personnel plan. Advance approval is required for non-exempt staff to receive
overtime and compensatory hours. The overtime/comp. time request form should be completed and
submitted to the appropriate supervisor for authorization. Following supervisory approval, the form
should be submitted with time sheet to the payroll department.



