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Financial Administration
HOLIDAY, C OMPENSATORY, AND OVERTIME APPROVAL

                                                                                                                                                                                                    

SUPPLEMENTATION .   Local supplementation of this regulation is prohibited except upon approval of AFZF-RM-FI.

SUGGESTED IMPROVEMENTS. The proponent of this regulation is Directorate of Resource Management.  Users are
invited to send comments and suggested improvements to Commander, III Corps and Fort Hood,  ATTN:  AFZF-RM-FI,
Fort Hood, Texas  76544-5056.
                                                                                                                                                                                                    

OVERVIEW
                                                                                                                                                              1

Purpose This regulation informs officials, supervisors, and employees of the responsibilities, policies, and
basic procedures governing the approval and control of paid overtime, compensatory time, or holiday
hours worked for civilian personnel paid from appropriated funds.
                                                                                                                                                             1a

Scope This regulation applies to Fort Hood part-time, full-time and intermittent employees paid from
appropriated funds.
                                                                                                                                                            1b

Approval Authority   to  order  and  approve  overtime,   holiday  hours worked  is  vested  with  the
installation
Authority commander.  This authority is delegated as follows:

SECTION APPROVAL AUTHORITY
Command Section Chief of Staff

Garrison Commander
Corps and Garrison Staff Directors

Major Subordinate
Commands (MSC)

Commanders

Tenant Units IAW MACOM Guidance

This authority may be redelegated, e.g., deputy directors, MSC comptrollers etc.

Redelegation will be in writing, and a copy provided to the appropriate program director-resource
management office.
                                                                                                                                                             1c

Related FH Pam 690-32 (Guide to Civilian Personnel Management)  contains policies pertaining to
Publications

• overtime
• compensatory time, and
• holiday hours worked.

AR 570-4 (Manpower Management) requires all activities to control and manage overtime.
                                                                                                                                                            1d

_______________
This regulation supersedes FH Reg 37-5, dated 14 August 1987.
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PROCEDURES
                                                                                                                                                              2

Certification The individual certifying the time and attendance (TA) report makes sure that premium hours have
been approved and worked.
                                                                                                                                                             2a

Completion of Requesting officials for the activity will prepare request for  overtime,  compensatory time  or
holiday
FHT Overprint hours
37-X1

• in quadruplicate

• using FHT Overprint 37-X1 (Request, Authorization and Report of Overtime)  (see appendix A).

Signatures of the requesting official and the approving/authorizing official (Block 1c, above) are
required in the appropriate blocks of the forms.

Once approved forward three copies of the request to the appropriate program director-resource
management office for fund certification in the remarks section of the FHT Overprint 37-X1.

Distribution of the completed request will be as follows:

• original copy - approving official
• second copy - requesting official
• third copy - program director.
                                                                                                                                                            2b

Approval Date Overtime, compensatory time or holiday hours can be orally approved in advance of hours worked.
When this occurs, the FHT Overprint 37-X1 will contain the following statement:  ‘Oral approval of
overtime was received on                                           .’

                                                                                           (date)
The FHT Overprint 37-X1 will be approved in writing before the

• overtime,
• compensatory time, or
• holiday hours worked

• are posted to DA Form 4385 (Time and Attendance Report).

Exceptions will be emergencies performed on the weekend before the end of the pay period.  Follow-
up paperwork is to be initiated the next working day and approved as soon as possible.
                                                                                                                                                             2c

FOR THE COMMANDER:

OSCAR  N.  WHITE,  JR.
LTC,  SC

PAUL T. WEYRAUCH
Brigadier General, GS
Chief of Staff
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1 Appendix
A – Sample FHT Overprint 37-X1

DISTRIBUTION:
IAW FH Form 1853, D
Plus:    IM - AO  (2)
            IM - ARL (1)
           IM - PUBS  (100)
           RM-FI  (25)
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Appendix  A
SAMPLE FHT OVERPRINT  37-X1

5(48(67� $87+25,=$7,21� $1' 5(3257 2) 29(57,0(

)RU XVH RI WKLV IRUP� VHH $5 ������� WKH SURSRQHQW DJHQF\ LV 86$)$&�

3$< 3(5,2' (1',1* '$7( '$7( 35(3$5('

7+58 �,I DSSOLFDEOH� 72 �$SSURYLQJ 2IILFHU� )520 �2IILFH RU 'LYLVLRQ� %UDQFK� 6HFWLRQ� 8QLW RU 6HSDUDWH
$FWLYLW\�

  7KHVH LQVWUXFWLRQV '2 127 $33/< WR )RUW +RRG� ,16758&7,216 )RUW +RRG LQVWUXFWLRQV DUH SULQWHG DORQJ ULJKW HGJH RI IRUP�

�� $ VHSDUDWH UHTXHVW IRU RYHUWLPH VKDOO EH SUHSDUHG LQ DQ RULJLQDO DQG WZR FRSLHV IRU HDFK SD\ SHULRG LQ ZKLFK RYHUWLPH LV WR EH ZRUNHG� 2QH FRS\ ZLOO EH UHWDLQHG

XQWLO WKH DSSURYHG�GLVDSSURYHG FRS\ LV UHWXUQHG�

�� (QWHU WKH QDPH RI HPSOR\HHV� VRFLDO VHFXULW\ QXPEHU� JUDGH DQG VWHS� GDWH ZRUN LV WR EH SHUIRUPHG� WKH FORFN KRXUV RI GXW\� QXPEHU RI RYHUWLPH KRXUV WR EH

ZRUNHG E\ HDFK HPSOR\HH�

�� �� 7KH UHTXHVWLQJ RIILFLDO VKDOO VLJQ WKH UHTXHVW DQG VXEPLW WR WKH DSSURSULDWH DXWKRUL]LQJ RIILFLDO� ,I WKH DXWKRUL]LQJ RIILFLDO FRQFXUV KH�VKH VKDOO VLJQ WKH IRUP

DQG UHWXUQ D FRS\ WR WKH UHTXHVWLQJ RIILFH� 7KH RULJLQDO ZLOO EH IRUZDUGHG WR WKH &LYLOLDQ 3D\UROO 2IILFH�

  7KHVH LQVWUXFWLRQV '2 127 $33/< WR )RUW +RRG� )RUW +RRG LQVWUXFWLRQV DUH SULQWHG DORQJ ULJKW HGJH RI IRUP�

$XWKRULW\ LV KHUHE\ UHTXHVWHG IRU WKH SHUIRUPDQFH RI WKH RYHUWLPH GHVFULEHG EHORZ ZKLFK LV EH\RQG WKH UHJXODUO\ HVWDEOLVKHG ��KRXU GD\

RU ���KRXU ZHHN�
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1$785( 2) '87,(6 $1' -867,),&$7,21 )25 29(57,0( �(QWHU D VKRUW GHVFULSWLRQ RI WKH ZRUN WR EH SHUIRUPHG DQG WKH UHDVRQ ZK\

LW PXVW EH SHUIRUPHG E\ RYHUWLPH��

sample
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7<3(' 1$0( $1' 7,7/( $87+25,=(' %< �6LJQDWXUH� '$7(

5(0$5.6

       Reverse of DA Form 5172-R
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