




[image: ]OVERTIME WORK AUTHORIZATION

	Name of Employee
	Department

	
	Position

	Filing Date
	 Date of Overtime Work
	Time in: 
	O Ordinary Day
O Rest Day
O Special NW Holiday O Legal Holiday

	
	
	Time out: 
	

	Purpose of Overtime Work

	Recommended by:



Department Manager
	Authorized by:



Management Authorized Representative

	Notes:
[image: ]	All items must properly fill out
[image: ]	Overtime must be recommended by the Department Manager and approved by the top management
3. Overtime without recommendation from the Department Manager shall be automatically considered unauthorized
4. Overtime with recommendation from the Department Manager but without prior authorization from the top management shall be
charged to the Department Manager
5 Employees without overtime authorization will not be allowed to stay within the company premises after the regular office hours
6 Overtime authorization shall be submitted to thru Finance Department for recording purposes not later than the last day of the
payroll period cut-off.
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