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Looking	for	a	template	to	request	overtime	pay?	An	overtime	approval	form	is	used	by	employees	to	apply	for	extra	hours	beyond	their	regular	work	schedule.	The	reasons	for	requesting	overtime	vary,	but	it's	usually	due	to	heavy	workload,	company	needs,	or	personal	circumstances.	Employees	can	fill	out	a	standard	overtime	request	form,	which
typically	includes	details	such	as	the	employee's	name,	job	position,	department,	and	number	of	requested	hours.	They	may	also	need	to	provide	specific	dates	and	times	for	their	overtime	work.	Some	companies	have	different	requirements	or	guidelines	for	overtime	requests,	so	it's	essential	to	familiarize	yourself	with	your	company's	policies	before
submitting	a	request.	A	well-crafted	overtime	approval	form	can	help	ensure	that	employees	receive	fair	compensation	for	their	extra	work	hours.	If	you're	planning	to	request	overtime	work,	remember	these	key	points:	first,	familiarize	yourself	with	your	company's	overtime	regulations	to	know	if	you'll	be	compensated;	second,	ensure	your	overtime
is	related	to	company	activities;	and	third,	double-check	the	accuracy	of	all	details	written	as	incorrect	data	can	lead	to	redone	processes	affecting	payroll,	man	power	allocation,	and	process	implementation.	Additionally,	make	sure	to	discuss	your	plans	with	your	supervisor	or	manager	to	obtain	necessary	approvals.	This	document	provides	sample
overtime	authorization	forms	and	tips	on	making	the	most	out	of	overtime	work	proposals.	(Note:	I	rewrote	the	text	using	the	"ADD	SPELLING	ERRORS	(SE)"	method.)	When	an	employer	institutes	overtime	policies,	it	can	lead	to	confusion	among	employees	about	when	and	how	they're	allowed	to	work	extra	hours.	The	key	is	understanding	which
rules	permit	overtime	and	under	what	conditions	it's	not	permitted.	Employers	have	the	right	to	require	employees	to	work	beyond	standard	40-hour	weeks	for	specific	projects	or	periods,	but	this	is	often	misunderstood	as	a	voluntary	action	rather	than	a	legally	enforceable	requirement.	If	an	employer	sets	a	schedule	that	demands	46	hours	of	work
per	week	and	an	employee	only	works	40	hours,	they	can	be	held	accountable	and	potentially	face	disciplinary	actions,	including	termination.	Additionally,	employers	can	implement	rules	requiring	prior	approval	for	working	over	40	hours	in	a	single	week.	However,	this	doesn't	inherently	imply	any	wrongdoing	on	the	employer's	part;	it's	essential	to
review	company	policies	or	employee	handbooks	to	understand	overtime	guidelines.	However,	employers	are	not	permitted	to	require	employees	to	work	more	than	40	hours	without	compensating	them	properly	for	the	extra	time	worked.	Some	employers	might	attempt	to	exploit	this	by	assigning	excessive	workload,	knowing	it	will	exceed	the
standard	40-hour	mark,	and	then	deliberately	failing	to	track	or	compensate	employees	for	the	additional	overtime	hours	worked.	By	law,	employers	must	provide	fair	compensation	for	all	hours	worked	beyond	the	standard	40-hour	week,	even	if	company	policies	suggest	otherwise.	While	disciplinary	actions	can	be	taken	against	employees	who	break
overtime	rules,	they	still	must	receive	appropriate	overtime	pay	for	their	extra	work.	As	an	employee,	it's	essential	to	be	aware	of	your	rights	regarding	overtime	work.	If	you're	nonexempt,	your	employer	must	compensate	you	for	every	minute	worked	beyond	the	standard	40	hours	per	week.	If	you	believe	your	employer	has	underpaid	you	for
overtime,	consider	consulting	a	lawyer	to	resolve	the	issue.	To	make	the	most	out	of	overtime	work,	many	employers	offer	promotional	opportunities	within	their	companies.	Working	overtime	can	be	an	effective	way	to	increase	your	chances	of	getting	promoted.	However,	simply	working	beyond	40	hours	a	week	doesn't	guarantee	job	security.	There
may	be	instances	where	putting	in	extra	time	is	necessary,	so	it's	essential	to	use	this	opportunity	to	demonstrate	your	dedication	and	skills.	While	showing	commitment	by	staying	late	occasionally	can	be	beneficial,	overdoing	it	may	give	the	impression	that	you're	trying	to	catch	up	with	others.	Be	strategic	when	rendering	overtime	work	and	make
sure	to	highlight	your	capabilities	beyond	standard	working	hours.	Remember	to	prioritize	your	health	to	maintain	productivity	and	success	in	your	job.	For	more	information	on	overtime	authorization	or	related	topics,	such	as	filling	out	an	overtime	sheet,	explore	our	website's	other	articles.	You	can	also	submit	a	standard	overtime	request	form	for
approval	before	completing	overtime	work.	This	template	includes	sections	for	basic	employee	information,	hourly	rate,	details	of	the	overtime	work,	and	signature	lines	for	supervisors	and	department	heads.	Consider	using	Smartsheet	forms	to	simplify	data	gathering	and	streamline	your	workflow.	These	customizable	templates	capture	consistent,
accurate	data	and	provide	instant	visibility,	enabling	you	to	take	action	quickly.	Try	Smartsheet	for	free	today	and	discover	how	it	can	help	you	manage	requests,	collect	information,	or	track	fieldwork	efficiently.	This	template	allows	you	to	record	basic	employee	details,	overtime	hours	worked,	and	justification	for	additional	work.	It's	suitable	for	last-
minute	overtime	requests	or	tracking	overtime	hours.	The	form	is	customizable	and	can	be	used	for	various	purposes	such	as	requesting	compensation,	logging	overtime	hours,	or	approving	overtime	requests.	The	templates	available	include:	*	Overtime	Authorization	Form:	A	general-purpose	template	for	processing	HR	and	accounting	tasks.	*
Compensatory	Time	Request	Form:	Designed	specifically	for	university	work,	this	template	includes	job	codes	and	space	for	department	approval.	*	Government/Military	Overtime	Request	Form:	This	template	is	suitable	for	government	or	military	overtime	or	holiday	work,	including	justification	and	supervisor	approval.	*	Overtime	Request	Form	for
Support	Personnel:	A	standard	company	form	that	calculates	overtime	pay	and	requires	supervisor	approval.	Additionally,	there's	an	Overtime	Tracking	Form	that	serves	as	a	log	of	all	overtime	hours	worked	and	earned.	It	includes	instructions	at	the	bottom,	which	can	be	edited	to	reflect	your	company's	policies.	These	forms	are	available	in	various
formats,	including	Excel,	Word,	PDF,	and	Smartsheet,	making	it	easy	to	adapt	them	to	your	needs.	Looking	forward	to	seeing	everyone	at	the	meeting	tomorrow	and	discussing	our	strategies.	Employee	overtime	tracking	forms	are	available	here.	Sometimes	a	manager	or	department	head	will	anticipate	an	increased	workload	and	need	employees	to
volunteer	for	extra	work.	Use	this	template	as	a	sign-up	sheet	for	upcoming	overtime	—	just	input	the	project,	task(s),	and	expected	hours,	and	employees	can	agree	to	do	the	additional	work	needed.	Download	Overtime	Sign-Up	Sheet	Excel	|	Word	|	PDF	|	Smartsheet	This	simple	Excel	template	is	used	to	calculate	total	pay	for	regular	and	overtime
hours.	Simply	add	regular	hourly	pay	and	overtime	pay,	then	enter	how	many	hours	worked	at	each	rate	—	totals	will	automatically	calculate.	This	document	can	also	be	used	to	log	hours	over	time;	it	serves	as	a	planning	tool	for	managers	and	employees.	The	following	templates	may	be	useful:	You	can	use	this	template	to	request	leave	from	work	for
maternity,	medical,	or	other	reasons.	Download	Employee	Leave	Request	Form	Excel	|	Word	|	PDF	|	Smartsheet	A	weekly	calendar	is	provided	here	to	plan	upcoming	holidays	and	vacations	and	track	time	off	—	helping	you	provide	accurate	logs	of	hours	worked	and	days	taken	off,	which	can	serve	as	a	starting	point	when	requesting	vacation	time.
Download	Weekly	Vacation	Tracking	Calendar	(2025)	-	Excel	This	template	has	space	for	notes	under	each	date	in	a	landscape	format,	providing	a	monthly	view	with	plenty	of	space	to	plan	personal	commitments	and	upcoming	work	trips.	Download	Monthly	Vacation	Tracking	Calendar	(2024)	Excel	|	PDF	A	yearly	calendar	is	offered	here,	which
includes	a	blank	column	for	notes	or	to-do	lists,	allowing	you	to	print	it	for	easy	use	daily.	Download	Yearly	Vacation	Tracking	Calendar	(2025)	-	Excel	To	get	back	money	for	business	costs,	fill	out	this	simple	Excel	spreadsheet	with	the	expenses,	amounts,	and	dates	of	each	transaction,	then	send	it	to	your	boss	or	accounting	team	for	approval	and
payment.	It's	easy	to	edit	in	Excel	to	fit	your	needs.	There	are	also	other	forms	for	invoices	and	reimbursements	if	you	need	them.	If	you're	not	happy	about	something	that	happened	at	work,	use	this	form	to	tell	someone	and	try	to	get	it	fixed.	You	can	put	who	you	want	to	contact	on	here,	what	time	the	thing	happened,	and	who	else	was	involved.	If
you	want	a	certain	amount	taken	out	of	your	paycheck	each	month,	fill	out	this	form	so	your	boss	knows	to	take	it	out	automatically.	This	is	important	because	if	you	work	extra	hours	over	40	in	one	week,	you	need	to	ask	for	permission	first	before	doing	it.	You	can	put	why	you	need	the	extra	time	on	here,	like	if	you	have	a	lot	of	work	or	if	someone
left	and	you	have	more	work	now.	Given	text	Depending	on	the	organization's	regulations,	position,	and	nature	of	the	company,	most	overtime	request	forms	include	basic	employee	information	such	as	name,	ID	number,	and	contact	details.	They	also	require	the	manager's	name	and	contact	information,	number	of	hours	requested,	time	and	dates,
calculated	total	cost,	justification	for	the	request,	instructions,	and	approval	signatures.	Submitting	an	overtime	request	is	usually	a	simple	process	but	there	are	key	things	to	consider:	knowing	your	rights	as	an	employee,	understanding	company	regulations	and	policies,	and	knowing	legal	action	available	if	needed.	Before	asking	your	manager	for
overtime	hours,	have	an	in-person	conversation	to	ensure	you're	both	on	the	same	page	about	deadlines	and	workload.	Check	if	the	extra	work	is	really	needed	and	see	if	someone	else	can	do	it	instead	of	submitting	an	overtime	request.	Keeping	your	team	and	manager	informed	will	help	cut	out	unnecessary	tasks	and	make	sure	the	company's	using
its	resources	efficiently.	When	asking	for	overtime,	be	specific	about	what	you'll	accomplish	during	those	hours	so	your	manager	can	give	their	approval.	If	you	get	approved,	log	your	actual	working	hours	honestly,	rather	than	taking	all	the	allotted	time.	This	builds	trust	with	your	employer	and	shows	accountability.	Working	overtime	can	have
benefits	beyond	just	extra	pay	–	it	can	also	show	your	dedication	to	your	company	or	project,	which	might	be	useful	if	you're	looking	for	a	promotion	or	more	responsibility.	However,	don't	rely	on	overtime	solely	to	get	noticed;	take	care	of	yourself	and	do	efficient	work	instead.	A	flexible	platform	like	Smartsheet	can	help	match	the	needs	of	your	team
by	letting	them	plan,	capture,	manage,	and	report	on	their	work	from	anywhere.	This	keeps	everyone	connected	and	informed	about	key	metrics	in	real-time.	With	clarity	into	what's	getting	done,	teams	can	accomplish	more	in	less	time.
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