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ADMINISTRATIVE SERVICES UNIT


AUTHORITY TO RENDER OVERTIME SERVICES

Date:	                                                                                                       with pay
					     						
                                                                                                                                                                       CTO
	service credit

This is to authorize Mr./Mrs./Miss:   

College/Unit:  

Position:  

To render overtime services on:  
				
	Specific job to be done
	Expected Output

	


	





Requested by:							Concurred:	


Immediate Supervisor                                                        Employee

Funds Available: (Php_______)				Checked:				
	

								
Director, Finance						Head, Administrative Services Unit			

Recommending Approval:
		



VPAA/VPAF/VPILEA/VPRES


[bookmark: _GoBack]Approved:
	



Vice President for Administration and Finance
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