Letter Requesting Details of Additional Working Time
[date]
[Employee’s name]
[Employee’s address]
Dear [NAME OF EMPLOYEE]

Notification of Additional Working Time
The Working Time Regulations 1998 provide that unless a worker has signed an opt-out, they shall not work in excess of an average of 48 hours per week. This includes all working time carried out for one or more employers.
If you have other employment, we [require you] [OR ][request you*] to notify us of the additional hours you work over and above your working hours with us (including overtime).  Please send details in writing to [NAME OF MANAGER].

If your total working hours are more than an average of 48 hours and you wish to exceed this limit you must sign an opt-out form which you can obtain from [NAME/DEPARTMENT].

Yours sincerely
[name]
[DEPARTMENT]
cc file
* if there is no contractual obligation
