OFFICE OF THE VICE PRESIDENT FOR
ADMINISTRATION AND FINANCE
2/F Administration Building

Visca, Baybay City, Leyte, PHILIPPINES

STATE UNIVERSITY Telefax: +63 053 653 7108; Local 1002

Email: ovpaf@vsu.edu.ph
Website: www.vsu.edu.ph

May 16, 2022
Date

REQUEST TO RENDER OVERTIME

The President

Thru: The Vice President for Administration and Finance

This is to request for overtime of the following personnel:

Job(s) to be Accomplished per
Employee

e To work on the info and training
materials needed for the ITEEM 24"
founding anniversary activities

May 17-31, 2022 - :
1. GORRE, Elvira B. o, Ml e (Ganceptusiane. [ayoia, pitale-

works, refer HRIS) posts);
¢ To work on the ITEEM 2021 annual

report (consolidates, layouts, prints);
e To do other urgent tasks;

Name of Employee(s) Date(s)

Requested by: Approved by:

_ [ Iwithpay [ ]without pay
ELIZA D/ESPINOSA

I\{ame D

Director
Position
DANIEL LESLIE S. TAN
ITEEM Vice President for Administration and Finance
Office
£
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Vision: A globally competitive university for science, technology, and environmental conservation.
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