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PRIVACY ACT STATEMENT
AUTHORITY: Executive Order 9397; 5 USC Section 6311; and 31 USC Section 7701.
PURPOSE: A standardized management record of request, authorization, and reporting of compensatory time, travel compensatory time, holiday premium and overtime earned for National Guard (NG) Title 32 Dual Status and Title 5 Civilians. Used as the substantiating document for entering of compensatory time holiday premium and overtime earned in the civilian pay system.
ROUTINE USES: None.
DISCLOSURE: Voluntary; However, failure to furnish requested information may result in delayed, impeded, or erroneous posting of compensatory time / overtime earned.
DATE REQUESTED
TYPE HOUR CODE
HOURS  REQUESTED
DATE  WORKED
HOURS  FROM:
HOURS  TO:
TOTAL HOURS WORKED
EMPLOYEE SIGNATURE
TOTAL HOURS REQUESTED  
 TOTAL HOURS WORKED
The proponent agency is NGB-ARC-F. The prescribing directive is NGR (AR) 37-105
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A supervisor, section chief, manager, or director will initiate and sign the NGB-46-14 when requesting Compensatory Time, Travel Compensatory Time, Holiday Premium, or Overtime as follows:
 
         a.   EMPLOYEE NAME. 
         b.   EMPLOYEE DoD ID NUMBER (Back of Common Access Card (CAC).
         c.   CIVILIAN GRADE (GS/WG and Step).
         d.   FROM (Requester's Office Symbol).
         e.   THRU (Intermediate Level Office Symbol if applicable).
         f.    TO (Approving Official Office Symbol).
         g.   UIC / ORGANIZATION CODE (Paragraph Number).
         h.   PAY PERIOD ENDING (Payroll Office format = mm dd yy).
         i.    DATE REQUESTED (Calendar date = yyyy mm dd).
         j.    TYPE HOUR CODE (See Note 2 below).
         k.   HOURS REQUESTED.
         j.    DATE WORKED (Calendar date = yyyy mm dd).
         k.   HOURS FROM: (24 Hour Format).
         l.    HOURS TO: (24 Hour Format).
         m.  TOTAL HOURS WORKED (DCPS fractional = 25, 50, 75 / ATAAPS fractional = 15, 30, 45).
         n.   EMPLOYEE SIGNATURE (CAC - signs after Compensatory Time, Travel Compensatory Time, Holiday Premium, Overtime hours worked).
         o.   TOTAL HOURS REQUESTED and TOTAL HOURS WORKED (Sum Total Automatically).
         p.   NATURE OF DUTIES AND JUSTIFICATION WHY WORK CANNOT BE ACCOMPLISHED DURING NORMAL DUTY HOURS (Clear description of what the hours worked is for.
               Why is it required? Why it cannot be done during normal work day hours. What mission impact occurs if not worked).
          q.   DATE OF REQUEST (Calendar Date = yyyy mm dd).
         r.    NAME, GRADE, AND TITLE OF REQUESTER (Supervisor, Section Chief, Manager, Director).
         s.   SIGNATURE OF REQUESTER (CAC - signs before Compensatory Time, Travel Compensatory Time, Holiday Premium, Overtime hours worked).
         t.    DATE OF APPROVAL DISAPPROVAL (Check appropriate block).
         u.   NAME, GRADE, AND TITLE OF APPROVING OFFICIAL (HRO approval policy for Holiday Premium and Overtime).
         v.   SIGNATURE OF APPROVING OFFICIAL (CAC - signs before Compensatory Time, Travel Compensatory Time, Holiday Premium, Overtime hours worked).
 
 
NOTE 1: A completed and signed NGB-46-14 is the substantiating document to input those hours worked into the following systems:
 
         DCPS  - The Timekeeper inputs those hours worked into the employees Time and Attendance (T&A) report.
 
         ATAAPS  - The employee inputs those hours worked into the Premium Request, approved by the Certifier, then inputs into their Labor record.
 
 
NOTE 2: Payroll Office Type Hours Codes: CE  - Compensatory Time Earned, CB  - Travel Compensatory Time Earned, HG  - Holiday Work (Graded), HF  - Holiday Work (First Shift), HS  - Holiday Work (Second Shift), HT  - Holiday Work (Third Shift), OS  - Overtime Scheduled. 
 
INSTRUCTIONS
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