DEPARTMENT OF THE AIR FORCE	RL REGULATION 177-3


Rome Laboratory (AFMC)	


Griffiss Air Force Base New York 13441	14 August 1978





Accounting and Finance





AF FORM 428, REQUEST FOR OVERTIME, HOLIDAY


PREMIUM PAY, AND COMPENSATORY TIME





This regulation establishes procedures and responsibilities pertaining to overtime requirements within Rome Laboratory and the borrowing of civilian personnel from other GAFB activities.





1. General.  Prepare AF Form 428 to comply with data reflected on attachment 1 in sufficient time to assure that certification of funds and approving authority signature have been obtained before starting overtime work.  To preclude delays, it may be necessary to hand-carry forms to respective offices.





2.Procedures and Responsibilities:





    a.   Division/staff offices send a letter to the Rome Laboratory Branch reflecting names, grades, and signatures of overtime approving officials.  Send revisions immediately, as required.





    b.   For normal overtime, the following procedures will be followed:





	(1)   The requesting official prepares AF Form 428 in tow copies and send to the Rome Laboratory Pay and Travel Section for certification and fund availability.





	(2)   The Pay and Travel Section sends funded requests to the appropriate approving officials or returns forms to initiators when funds are not available.





	(3)   Approving officials return approved or disapproved requests to the originating office.





	(4)   The time and attendance (T&A) certifying official uses the original copy of the approved request to verify approved overtime hours actually worked, and will maintain the original request for three payroll years.  The second copy of approved requests is sent to the Rome Laboratory Accounting Branch for internal management.
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     c.   When overtime is borrowed from a Rome Laboratory RL/CC other than where the employee is assigned or when the services of other Command personnel are required within Rome Laboratory, the following procedures will be followed:





	(1)   The lending organization prepares AF Form 428 in four copies and sends to the Rome Laboratory Pay and Travel Section for certification of funds.





	(2)   The Pay and Travel Section sends funded requests to the appropriate Rome Laboratory approving authority.





	(3)   After approval is received, an original and one copy is sent to the T&A official of the borrowed employees.  One copy is sent to the Rome Laboratory Pay and Travel Section and one copy is retained by the borrowing organization.





	(4)   The lending organization prepares AF Form 896, “Personnel


Loaned and Borrowed by Cost Center,” when services of other Command personnel are required by Rome Laboratory.  Prepare in four copies, showing actual overtime worked.





	(5)   The borrowing organization verifies AF Form 896, maintains one copy and sends the original and one copy to the T&A official of the borrowed employees, and one copy to the Rome Laboratory Accounting Branch.





	(6)   The T&A official of the borrowed employees:





	    (a)   Uses the completed AF Form 428 and AF Form 896 to verify and record approved overtime hours actually worked.





	    (b)   Sends the original AF Form 896 and one copy of the AF Form


428 to the Civilian Pay Section, 416 BMW/FMFV, with the time cards to which they apply.





	    (c)   Maintains the original AF Form 428 for three payroll years.





    d.   Emergency Overtime. If last minute emergencies develop that require overtime and there is unsufficient time to prepare and process an AF Form 428, the initiator:





	(1)   Coordinates with the Rome Laboratory Pay and Travel Section for verbal certification and with the respective approving authority when the emergency happens during normal working hours.





	(2)   Annotates this data in the Justification block, with full particulars, including names of individuals contacted for certification and approvals.





	(3) Prepares  AF  Form 428 and hand-carries to all offices immediately upon reporting for duty on the next normal work day.
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	(4) Prepares  and  hand-carries AF Form 428 to all offices immediately upon reporting for duty on the next normal work day when the emergency happens after normal duty hours.  Includes full particulars in the Justification block.





    e.   The Pay and Travel Section:





	(1)   Assures that the AF Form 428 and all copies are complete and properly prepared.





	(2)   Obtains Comptroller approval for overtime requests pertaining to employees GS-10 and above. Assures that evidence of this approval appears on all copies.





	(3)   Reviews file copies of completed AF Forms 428 and AF Form 896 in conjunction with Accounts Receivable personnel to assure proper billing


is  accomplished against Incoming Procurement Authorization Documents


(IPADs).





	(4)   Requests copies of missing requests when sequential numbering system is broken (note Request Number block).





3.  Unauthorized After-the-Fact Overtime.  Overtime expended, which does not meet criteria established in this regulation, will require a letter signed  at  division/staff office level giving full particulars for non-compliance and procedure implemented to preclude future occurrences.  Send after-the-fact AF Form 428 and letter to the Rome Laboratory Comptroller for appropriate action.





4.  Documentation Disposition.  See AFM 12-50 to dispose of documentation prescribed by this directive.





5.  Forms Implemented:





    a.   AF Form 428





    b.   AF Form 896








FOR THE COMMANDER











JAMES J.  CATANZARO	1 Attachment


Chief of Administration				Sample AF Form 428








SUMMARY OF REVISED, DELETED, OR ADDED MATERIAL


AF Form 896 will not be prepared when overtime is borrowed from a Rome Laboratory RL/CC other than where the employee is assigned (para 2c(4)).
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Please see hard copy for Attachment 1; it will be put on the www at a later date.


