BY ORDER OF THE COMMANDER AIR FORCE RESERVE COMMAND
AIR FORCE RESERVE COMMAND HEADQUARTERS OPERATING
INSTRUCTION 36-802

27 APRIL 2004
Personnel

OVERTIME WORK

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

NOTICE: This publication is available digitally on the AFDPO WWW site at:
http://www.e-publishing.af.mil.

OPR: HQ AFRC/DPCE (Meg B. Keith) Certified by: HQ AFRC/DP
(Col Michael Cleveland)
Supersedes AFRCHOI 36-802, 29 March 1996 Pages: 11

Distribution: F

This operating instruction implements AFPD 36-8, Employee Benefits and Entitlements, and establishes
the responsibility and procedures for overtime work of civilian employees within the headquarters.

SUMMARY OF REVISIONS

This document is substantially revised and must be completely reviewed.

This revision generally updates the procedures for approving overtime work.

1. Responsibility:

1.1. Commanders hold overtime work by civilian employees to a minimum consistent with essential
operations and emergency peak workloads of a temporary nature.

1.2. Directors and heads of special staff offices are responsible for determining the need for overtime
work for activities under their jurisdiction, and whether or not an emergency workload exists to a
point where overtime work is justified. They may approve requests for overtime work when compen-
satory time off will be granted in lieu of premium pay. If premium pay for overtime work is required,
approval must be obtained from the AFRC Assistant Vice Commander.

1.3. To the extent possible, supervisors plan their activities in a manner to preclude overtime work.

2. Overtime Requests. Request and justify overtime work in writing. Approval must be in advance
unless an emergency prevents such action. Approval is then obtained by the end of the 1st workday fol-
lowing the performance of overtime work, or as soon as possible thereafter.

2.1. Management officials or supervisors who consider overtime work essential:
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2.1.1. Consolidate requests for their activity on AF Form 428, Request for Overtime, Holiday,
Premium Pay, and Compensatory Time.

2.1.2. Prepare a separate AF Form 428 for each pay period involved and include a separate reason
for each period of overtime in each applicable function.

2.1.3. Sign the completed AF Form 428 and forward it to HQ AFRC/FMAPH for certification of
funds availability.

2.1.4. HQ AFRC/FMAPH will attach a year-to-date overtime total for the individual(s) listed on
the AF Form 428 and forward all documentation to the approving official for signature.

2.2. The approving official will:
2.2.1. Send the request, if approved, through the requester to the appropriate timekeeper.
2.2.2. Return the request to the requester if disapproved.

2.3. Timekeepers verify the approval of all paid overtime before entering hours on timekeeping form.
Forward the approved AF Form 428 to the requester who retains it for a period of 6 years, according
to AFMAN 37-139, Records Disposition Schedule, for audit purposes after recording the overtime.

3. Compensatory Time. Subject to the provision of the Fair Labor Standards Act (FLSA) and 5 CFR,
Part 551, Pay Administration Under the Fair Labor Standards Act, supervisors may grant compensatory
time off to compensate employees for overtime work performed. Compensatory time off cannot be man-
dated for Federal Wage System (FWS) employees or General Schedule (GS) employees who are
non-exempt from the FLSA. Non-exempt FWS and GS employees must be given premium pay for over-
time work unless the employee requests compensatory time off.

4. Paid Overtime:

4.1. Subject to provisions of the FLSA, and 5 CFR, Part 551, employees are paid for overtime worked
when it is not practical or possible to authorize compensatory time off for overtime work.

4.2. Employees are paid for overtime work when, because of immediate need of their services, autho-
rized compensatory time off could not be taken by the close of the 26th pay period following the
period in which overtime work was performed. Supervisors should make every attempt to schedule
compensatory time off to prevent it from accumulating for an employee. If premium pay must be paid
for compensatory time, as soon as the payment becomes imminent, justification must be routed
through HQ AFRC/FMAPH so that year-to-date totals can be annotated and then presented to the
AFRC Assistant Vice Commander for approval.

4.2.1. Compensatory time off must be used prior to the use of annual leave except when annual
leave would otherwise be forfeited. Supervisors will make every effort to schedule use or lose
annual leave so that compensatory time off is not paid out unless absolutely necessary.

5. Recording Overtime. Overtime work is recorded on the timekeeping form in quarter-hour incre-
ments.

6. Audits. HQ AFRC/FMAPH will conduct quarterly audits to ensure compliance of this HOI's provi-
sions. Audits will be random and consist of reviewing three timekeepers' records per quarter.
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7. Civilian Pay Time Card Checklist. This checklist, provided as Attachment 1 , will serve as an orga-
nizational Self Inspection Checklist to ensure compliance with AFI 36-802, Chapter 3, and DoD FMR
Volume 8 as it pertains to overtime and compensatory time off requirements.

8. Reports. Management reports are provided on a bi-weekly basis to assist supervisor in managing the
Civilian Pay program as it relates to leave and premium pay. Sample reports are provided in Attachment
2 through Attachment 8 .

JAMES E. SHERRARD III, Lt General, USAF
Commander
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Attachment 1

CIVILIAN PAY TIME CARD CHECKLIST

HQ AFRC
Self Inspection Checklist for Overtime/Comp Time

1. Director
NOTE: All references pertain to AFI 36-802, Chapter 3 and DOD FMR Vol. 8.

YES | NO [ MN/A
1.1 | # | Does the Director contimually ensure that overtime work X
occurs only pursuant to mission negds? |
12 | # | Does the Director receive and review a summary of Defense | X
Civilian Pay System (DCPS) reports: P660ZR0M,
Overtime/Compensatory Time Review; PO60ZR0S,
Owertime/Compensatory Time Usage Report; and PA60SROL,
Control of Hours Report, provided by FM, o identify trends in
exgessive overtime usage?

13 | # | Does the Director appoint someone 1o perform a self- X
inspection of evertime and compensatory lime usage and
documentation

2. Supervisors
NOTE: All references pertain to AFI 36-802, Chapter 3 and DOD FMR Vol 8.
2.1 | # | Does the Supervisor establish tours of duty which require the | X
payment of premium pay rates { for example, night work,
Sunday work, overtime, holiday and so forth) only when the
mission requires this work for efficient operations?
22 | # | Does the Supervisor obiain approval from their overtine X
authorizing official before ordering overtime (AF Form 428,
Request for Overtime, Holiday Premium Pay, and
Compensatory Time)? EXCEFTION: Inan emergency, the
supervisor may order overlime without muthorization but must
document the over-time no latcr than the following workday. ,
23 | 8 | Dees the Supervisor schedule temporary duty (TDY) travel X
within an employee's regularly scheduled tour of duty to the
maximum extent possible (o avoid paying overtime?
24 | # | Does the Supervisor record approved travel-related overtime | X
on the aendance records and AF Form 4282
2.5 | # | Does the Supervisor prepare and process corrected time and X
attendance records when regquirgd?
6 | # | Do employees receive a copy of T&A record when requested? X
27 | & | 15 documentation for overtime provided to the Timekeeper for | X
| antachment 1o the tmecard of record?
28 |4 | Are officials certifying time and attendance, or their X
designees, maintaining required documentation to support the
automated time and attendance record?
"29 | # | Are officials certifying overtime and compensatory time X
requests (AF Form 428, Request for Overtime, Holiday
Premium Pay, and Compensatory Time)?

3. Timekeepers
NOTE: All references pertain to AFI 36-802, Chapter 3 and DOD FMR Vol 8.

3.1 | # | Do employees receive overtime pay for work which a X
| _=_supenrim1r did not properly authorize and approve?
3.2 | # | Doemployees properly record the actual overtime or X

| ¢ompensatory time earned versus what was requested?

Individual completing this inspection: Marge Blitzfitz  Date: 3/25/04

POC:; HO AFRC/FMEQ, 7-1469 1 Revision Date: 9 October 2003
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Attachment 2

LEAVE AVAILABILITY REPORT
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Attachment 3

CONTINUATION OF PAY AVAILABILITY REPORT
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Attachment 4

OVERTIME/COMPENSATORY TIME OFF REVIEW
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Attachment 5

OVERTIME/COMPENSATORY USAGE REPORT
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Attachment 6

COMPENSATORY TIME OFF AGING REPORT
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Attachment 7

OUTSTANDING LEAVE DOCUMENTATION REPORT
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Attachment 8

FAMILY LEAVE REPORT
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