
 

 

FLSA Overtime / Comp Time Questionnaire 
 
Background Questions 
 
Full name: __________________________________________________  
 
Business phone number: ______________________________________ 
 
Business address:____________________________________________ 
 
What Agency do you work for? 

___ HUD 
___ OPM 
___ ED 
___ NIH 

 
Job Title: ___________________________________________________ 
 
Job series: __________________________________________________ 
 
Current grade: _______________________________________________ 
 
The best time and day of the week to reach you is:________________________ 
 
 
Briefly list and describe all positions, titles, grades and job series that you have 
held, including detailed dates you have held with the Federal government. 
 
 
 
 
 
 
 
List your major and minor job duties (indicate which are major, which are minor) at 
each job you have held (and AT EACH GS LEVEL) since January 2001, estimating 
the amount of time you perform each duty (daily, weekly, monthly, etc.).  (Minor 
duties may include activities not included in position description that you find 
yourself performing on a frequent basis.)   
 
 
 
 
 



 

 

 
 
 
State if your job duties have changed since January 2001 and if so, how? 
 
 
 
 
 
Do you supervise or lead the work of any other employee?  If so, how many?  If so, 
describe how you supervise the other employee(s), state their grade and job 
series, and estimate the amount of time you spend supervising them.   
 
 
 
 
To qualify for your position, is it required, to the best of your knowledge, to have a 
4-year degree or any other specialized prolonged course of institutional 
instruction, training, or study? 
 
 
 
 
 
Do you use guidelines in your work?  If so, describe the guidelines and how 
detailed they are.   
 
 
 
 
 
 
Are you allowed to deviate from the guidelines?  Do you need to get approval from 
a higher up to do so? 
 
 
 
 
 
 
Describe how your work goals are set.  Does your supervisor give you 
assignments?   
 



 

 

 
 
Is your work reviewed by your team leader or supervisor?  How closely? 
 
 
 
 
 
 
Do you have any autonomy in your work? 
 
 
 
 
 
 
 
How much paid overtime do you estimate you have worked since January 2001? 
 
 
 
 
Have you worked any compensatory time (Acomp time@) since January 2001?  If 
so, describe the circumstances surrounding such work, such as other options 
available to you to perform such work. 
 
 
 
 
Have you come in to work early or left work late since January 2001, without 
getting compensation (ie, without getting paid overtime, comp time, credit hours, 
religious comp, etc.)?  Describe the type of work you have performed and estimate 
the amount of hours you have worked without overtime or other compensation. 
 
 
 
 
Have you performed other unpaid overtime since January 2001, such as activities 
not performed during work hours but necessary for the job such as cleaning 
tools, changing uniforms, responding to beeper/cell phone calls, voluntarily 
coming in early and staying late, or answering phones during break 
time(Asuffered and permitted@ overtime)?  Describe the type of work you have 



 

 

performed and estimate the amount of hours you have worked without overtime or 
other compensation. 
 
 
 
Are there any other employees who do the same work that you do, are the same 
grade, job series, etc.? 
 
 
 
 
Is there any other information you think is relevant to this case?  Be as detailed as 
you can be. 


