
OVERTIME AND CALL 
BACK HOURS REPORT N    E

NAME (First) (Middle Initial) (Last) EMPLOYEE ID NUMBER FRS ACCOUNT	 DEPARTMENT(S) OVERTIME WORKED

PAY PERIOD o Multiple  o Irregular  o REVISION
MONTH YEAR  Positions  Schedule  
      (Flex)

TIME BASE FLSA
FT,   IH   or

SHIFT DIFFERENTIAL

S

M

T

W

T

F

S

Mo/Date 	 IN 	 OUT 	 IN 	 OUT 	 IN 	 OUT

Call
Back
Hours

Total
Hours

Leave
Credits
Used

a)
Total Hours for this Work Week (include holidays & leave credit usage)
a) Subtract Your Time Base Hours and Enter Balance Here

CB/ID

To the best of my knowledge and belief, the figures are accurate and in full compliance with legal 
requirements, current Bargaining Unit Contracts and/or CSU Policies.

Employee's Signature Date Campus Phone No.

I certify that written documentation pre-authorizing the above overtime hours is on file in the         
department, the hours recorded are correct and sufficient funds are available if overtime is for pay.

Supervisor's Signature Date Campus Phone No.

CHARGE PAID OVERTIME HOURS TO
AGENCY/UNIT CODE(S) SHOWN BELOW:

 __________  _________  __________  

 __________  _________  __________  

                   10/12 Pay Plan
                   11/12 Pay Plan

(Replaces ALL 
previous reports for 
this pay period)

Fund Dept No. Hours

Fund Dept No. Hours

FIRST WORK WEEK - Regular Time Base Hours 

PR - 32   rev. 7/04

TOTAL OF LINES a,b,c,d, and e: ___________
CALL BACK WORK - INDICATE NUMBER OF:
 Premium Hours for Pay  _ __________
 Premium Hours for CTO CTO8_ __________
 Straight Hours for Pay _ __________
 Straight Hours for CTO CTO6_ __________
NON-CALL BACK WORK - INDICATE NUMBER OF:	
 Premium Hours for Pay _ __________
 Premium Hours for CTO CTO8_ __________
 Straight Hours for Pay _ __________
 Straight Hours for CTO CTO6_ __________

PAYROLL USE ONLY

Reviewed   	 Keyed   	 Posted 

time base fraction

YES 	 If yes 	 EVENING SHIFT
NO 	 Indicate 	 NIGHT SHIFT

S

M

T

W

T

F

S

Mo/Date 	 IN 	 OUT 	 IN 	 OUT 	 IN 	 OUT

Call
Back
Hours

Total
Hours

Leave
Credits
Used

b)
Total Hours for this Work Week (include holidays & leave credit usage)
b) Subtract Your Time Base Hours and Enter Balance Here

SECOND WORK WEEK - Regular Time Base Hours 

S

M

T

W

T

F

S

Mo/Date 	 IN 	 OUT 	 IN 	 OUT 	 IN 	 OUT

Call
Back
Hours

Total
Hours

Leave
Credits
Used

c)
Total Hours for this Work Week (include holidays & leave credit usage)
c) Subtract Your Time Base Hours and Enter Balance Here

THIRD WORK WEEK - Regular Time Base Hours 

S

M

T

W

T

F

S

Mo/Date 	 IN 	 OUT 	 IN 	 OUT 	 IN 	 OUT

Call
Back
Hours

Total
Hours

Leave
Credits
Used

d)
Total Hours for this Work Week (include holidays & leave credit usage)
d) Subtract Your Time Base Hours and Enter Balance Here

FOURTH WORK WEEK - Regular Time Base Hours 

S

M

T

W

T

F

S

Mo/Date 	 IN 	 OUT 	 IN 	 OUT 	 IN 	 OUT

Call
Back
Hours

Total
Hours

Leave
Credits
Used

e)
Total Hours for this Work Week (include holidays & leave credit usage)
e) Subtract Your Time Base Hours and Enter Balance Here

FIFTH WORK WEEK - Regular Time Base Hours 

Refer to instructions on reverse to complete this report

CMS CHART	 ACCT:	 FUND:	 DEPT:	 PROGRAM	 CLASS:	 PROJECT:	 ACCT. CODE:
FIELD STRING
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