C-17 (5/12) 

Michigan Department of Licensing and Regulatory Affairs
Office of Human Resources

OVERTIME REQUEST

INSTRUCTIONS:  All requests for overtime must have approval of the supervisor and bureau director prior to submission of this Overtime Request form by the Personnel Liaison via the NEOGOV requisition process. 
1) Bureau approval signatures on this form are not required but may be used for internal control by the bureau, if desired.
2) This form must be attached to the NEOGOV requisition, when submitted.

3) If a signed form is not submitted, the liaison must include the following statement in the ‘Comments’ box on the NEOGOV requisition form:  “This request has the approval of program management.” 
4)  An automated e-mail to the Personnel Liaison will provide notification of approval of this request.
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	Justification (Required)

	

	Approvals (Optional)

	Supervisor’s Signature: (Optional)
	Date

	
	

	Bureau Director’s Signature: (Optional)
	Date

	
	


