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Directions: This statement is to be submitted to the Office of the Provost when Chicago State University employees are requesting override compensation for work performed that exceeds 20% of their base annual salary or to document that the work is performed outside of the employee’s normal work hours. It is to be completed by the supervisor and signed by both the supervisor and the employee.
I attest that by my signature, __________________________, in the _____________________________________ Department/Unit/Program is eligible to receive an override to perform the described activity on the Override Request Encumbrance Form. In addition, one or more of the following conditions apply [check all that apply:
· Such activity is not part of his/her normal Chicago State University duties and responsibilities. 
· The work or activity will not be performed during his/her normal work hours.
· The work or activity is in addition to his/her normal duties and responsibilities.
· There are no other employees available to perform these duties and responsibilities.
· The employee is teaching a credit course and will make up the time lost by an approved method for which a copy is attached.
· Through the employee’s signature, he/she acknowledges that an override request is being submitted and that he/she will comply with any conditions checked in the above list.
· This individual is requesting an override that exceeds 20% of the employee’s annual base salary for the fiscal year. See attached rational for why the override exceeds the 20% limitation.

The undersigned individuals know that approval to perform the activity or work requires the signatures of the supervisor, dean (as appropriate), provost, divisional vice president (as appropriate) and the president prior the work being performed, and compensation being awarded. Failure to comply with the policies and procedures regarding overrides can be considered grounds for sanctions up to and including immediate termination for cause.

Supervisor (department chair or director)					Date


Override Recipient								Date
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