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REQUEST FOR OVERTIME  
(Staff/Faculty)
Form DTR 4
   
Date of Filing: ________________



           Office: ________________
	No.
	Name
	Purpose
	Status of Employment
	Rate
	Charged to:
	Date / Time of Rendition
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	Note: In the exigency of service, employees may be required to render services beyond regular work hours with the following conditions:
· No CSU Personnel shall render overtime service without prior approval of overtime request, otherwise, service rendered will not be credited as with pay. In the instances wherein rendition of overtime is an emergency or very urgent and without such will prejudice the concerned office and/or University. In this case, request shall be made within three (3) days from the actual rendition of the service with attached justification and documentation. 
· The rendition of overtime services shall be authorized only when extremely necessary and the nature of work is/are not part of the personnel’s daily works nor be taken to cope up with the regular task/s left out due to absenteeism and/or tardiness.
· One-hour breaks shall be observed for breakfast, lunch, or supper and rest, and every 3 hours of continuous overtime service, or as may be necessary.
· As per CSC and DBM Joint Circular No. 1 s.2015 (10.6), the total overtime pay of an employee in a year shall not exceed 50% of his/her total basic salary for the year.
· An employee can only earn a maximum of 40 hours of COC per month but the unused/unexpected balance of the employee can in no case exceed 120 hours.


Requested by:





 
Noted by:
      
__________________________



    
JENNY MAE F. BERSABAL, RPm
                   College/Office/Project



            
               Director, HRMS
    
Allotment availability:  




              Recommending approval:
 
 MA. VICTORIA M. LABISTO, CPA 


              ARMIE LEILA M. MORDENO, DPA, CSEE
                                Director, FMS


                                           Vice President for Administration and Finance







                                and Chief Administrative Officer
                  Approved by:
     ANTHONY M. PENASO, Ph.D.
                 University President
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