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Request Authorization and Report of Overtime
Kang
11.0.0.20130303.1.892433
THRU
(
If applicable
)
TO
(
Approving Officer
)
FROM
(
Unit
              or Separate Activity
) 
Office or Division , Branch, Section
INSTRUCTIONS
1.  Two copies for each pay period in which over time is to be worked will be prepared. One copy will be retained until the approved or disapproved copy is 
returned. 
2.  Enter the name of employee, account number, grade and step, tour of duty days and hours, date work is to be performed, clock hours when work is to be 
performed, and number of overtime hours to be worked by each employee. 
3.  The requesting official(s) shall sign the form and submit to the appropriate authorizing official. If the authorizing official concurs, he/she shall sign the form 
and return a copy to the requesting office. The completed form will be maintained in the originating office for a period of 3 years for audit and review 
purposes. 
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For use of this form, see Eighth Army Overtime Policy and USFK Reg 690-1;  the proponent agency is DHRM, 8A.
PAY PERIOD ENDING DATE
AUTHORIZATION REQUEST FOR KOREAN NATIONAL OVERTIME
DATE PREPARED
USFK FORM 690-E, MAR 2016 
USFK FORM 690-E, MAR 2016 
NATURE OF DUTIES AND JUSTIFICATION FOR OVERTIME
(Enter a descriptio
n of the work to be performed an
d the reason why it must be 
performed by overtime, outside of normal tour of duty days and hours)
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REQUESTING OFFICIAL
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REVIEWING OFFICIAL, if applicable
(Signature)
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AUTHORIZING OFFICIAL
(Signature)
DATE
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