DEPARTMENT OF ELECTRICAL ENGINEERING
Instructions for Completing EE Form 2500 Request for Leave / Overtime

Purpose

In Accordance With (IAW) University Policy, all leave must be accounted for and as practicable approved in advance of the employee taking leave.   If an individual takes sick leave and is unable to complete the form and obtain approval in advance of the leave; the form shall be completed immediately upon return to duty.  Authorization for overtime compensation must also be approved prior to the commencement of the individual working beyond the standard duty hours.  The employee’s direct supervisor shall approve the EE Form 2500 and the form shall be attached to the individual’s Time Record, UPAY 100R (R05/95) “Time Sheet”.  The employee shall complete one form per request.  The EE Form 2500 is an auditable item and an official record and shall be retained with the Time Record as prescribed by University Policy (Currently 5 year retention period).
Procedure

The individual obtains an electronic or hardcopy version of the form(s).  After completion of the form(s), the employee routes the form(s) to their supervisor for disposition and signature; upon return to the employee from the supervisor; the employee attaches the form(s) to their time sheet.  The Department Timekeeper (Payroll/Personnel administrative staff person) will review the form(s) and reconcile the approved time against the recorded time on the individual’s time sheet.  

Instruction

A. Employee Information

EID No.: This is the nine digit Employee Identification Number, you can find this on the center section at the top of the time sheet; if your time sheet is unavailable you can contact the Department Timekeeper or Department Manager to obtain your EID.

Submission Date: This is the date you complete the form, the form should be completed at least one day prior to leave/overtime request as practicable.  The date fields are populated via drop down data lists.

1. Employee Name: Print or type your Last Name and First Name

2. Payroll Title: Print or type your official payroll title

3. Step:  Print or type your pay step; this field is populated via drop down data lists

4. Supervisor Name: Print or type your supervisor’s First Name and Last Name

5. Supervisor Signature

B. Request for Leave

1a.
Type of Leave Requested: Print or type the leave type you wish to take; this field is populated via drop down data lists.
1b.
Other Description (As Needed): Use this field if you select “Other – O” in field 1a.  Enter data to describe leave if no descriptor is available in field 1a.

2a.
Duration of Leave (Hours): Enter number of hours of leave; data is numeric and should be entered as a decimal in 15 minute increments, e.g., One Hour (1.00); One Hour and 15 minutes (1.25); One Hour and 30 minutes (1.50); One Hour and 45 minutes (1.75), etc.

2b.
Duration of Leave (Days): Enter number of days of leave; data is numeric and should be entered in terms of whole or half days in decimal form, e.g., One and one-half day (1.50), etc.

3.
DOS Code: For timekeeper use only

4.
Supervisor Disposition: The individual’s supervisor will select “Approved”, “Conditional”, “Denied”, or “Other” via drop down data list.

5a.
Leave Begin Day/Date: Print or type the day and date of the start of your leave.  Electronic versions of the form can complete this field via the drop down data lists for this section.

5b.
Leave End Day/Date: Print or type the day and date of the end of your leave.  Electronic versions of the form can complete this field via the drop down data lists for this section.

6. Employee Narrative (As Needed): Print or type in this section if additional explanation/justification is needed to obtain approval of leave.

7. Supervisor’s Comments: For individual’s supervisor to print or type conditional, denial or other reasoning as selected in field 4.

C. Request for Overtime

1a.
Type of Overtime Requested: Print or type the type overtime you are eligible for; this field is populated via drop down data lists.  Consult with the timekeeper regarding proper type of overtime to request.

1b.
Other Description (As Needed): Use this field if you select “Other – O” in field 1a.  Enter data to describe overtime if no descriptor is available in field 1a.

2a.
Duration of Overtime (Hours): Enter number of hours of overtime; data is numeric and should be entered as a decimal in 15 minute increments, e.g., One Hour (1.00); One Hour and 15 minutes (1.25); One Hour and 30 minutes (1.50); One Hour and 45 minutes (1.75), etc.

2b.
Duration of OT (Days): Enter number of days of overtime; data is numeric and should be entered in terms of whole or half days in decimal form, e.g., One and one-half day (1.50), etc.

3.
DOS Code: For timekeeper use only

4.
Supervisor Disposition: The individual’s supervisor will select “Approved”, “Conditional”, “Denied”, or “Other” via drop down data list.

5a.
Overtime Begin Day/Date: Print or type the day and date of the start of overtime.  Electronic versions of the form can complete this field via the drop down data lists for this section.

5b.
Overtime End Day/Date: Print or type the day and date of the end of overtime.  Electronic versions of the form can complete this field via the drop down data lists for this section.

6. Employee Narrative (Required): Print or type in this section describe why overtime is needed, what tasks will be performed and how/when you intend to take compensatory time off.

7. Supervisor’s Comments: For individual’s supervisor to print or type conditional, denial or other reasoning as selected in field 4.

D. PPS Data

This section is for Department Timekeeper to complete.

