
HRH – All Employees 
1/12/23 
Subject: Required Overtime Comments  
 

Good Afternoon, 
 

Please know effective immediately, in order to capture required information for those working overtime 

shifts, all employees are required to include specific Comments when requesting overtime and when entering 

a time block for actual overtime worked (paid and/or comp). Comments are to include: Shift (specific time) 

and Short Description (specific task/work performed) information; see the following example:  

 Shift:  ex. 4p-6p 

 Short Description: ex. Single Audit (specific task/work performed) 

NOTE: The Comment section is in addition to the general Overtime Reason. And, missing comments will 

prevent employees from submitting their Time Entry/Timesheet and a red error will explain why.  

Need Additional Guidance? Please reach out to your Manager and/or Payroll Representative if you require 
additional information about the Comments field. A Job Aid under Time Entry is also available – to access click 
the following link: Training & Resources. 

The following is how to request and enter actual Overtime worked with Comments: 

 

https://hrms.suffolkcountyny.gov/Training-Resources


 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


