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Annex B
REQUEST FOR OVERTIME SERVICES

As the institutional guidelines for the non-monetary remuneration for overtime services rendered among faculty and staff of the College indicates, employees should not work/render overtime services without the prior endorsement by the Office Head and approval by the College President. When overtime is unavoidable, it must be approved in advance and should be managed as efficiently as possible.
(This form must be used for each week in which overtime is requested)
	Employee’s Name
	1. 
2. 

	Date of Request
	

	Date (s) to work requested overtime
	

	Amount of Overtime (in number of hours)
	

	Reason for requested overtime/Task to be completed:
	

	

Reason tasks cannot be completed during regular working hours:


	



Endorsed and recommended for Approval:

[IMMEDIATE HEAD ONLY FOR MAIN CAMPUS; 
BD WITH IMMEDIATE HEAD’S COUNTERSIGNATURE FOR BRANCHES]
[Position/Designation]

Submit the signed document in a long bond paper to HR Main Campus or thru email, johnmark.patigayon@ddosc.edu.ph

Recommending Approval:	


[ALL EMPLOYEES - CAF FOR NON-TEACHING / VPAA FOR FACULTY]
[Position/Designation]


Approved by:					

LILYBETH M. MATUNHAY		
SUC President I					
__________________________
Date Approved
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Republic of the Philippines
Dabao de Oro State College

Poblacion, Compostela, Davao de Oro Province

The Cradle of Golden Opportunities

VISION: A proactive academic pillar of development in the ASEAN Region. MISSION: DDOSC shall provide golden opp ities to its stakeholders towards “
producing globally competent graduates, relevant and responsive research, extension, and production services anchored on good governance.
GOALS: Quality Instruction « Relevant and Responsive Research, Extension and Production Services « Effective and Efficient Resource Management
CORE VALUES: DDOSC is a trailblazer of learned individuals that values the culture of FXCELLENCE, INTEGRITY, and SOLIDARITY





