[image: has_BERKlog_PMS286]HAAS SCHOOL OF BUSINESS
OVERTIME REQUEST FORM
	Employee Name
(Last, First):
	Click here to enter text.	[bookmark: _GoBack]Today’s Date:
	Click here to enter text.
	Supervisor Name
(Last, First):
	Click here to enter text.
	Haas Unit:
	Click here to enter text.
	Month in which Overtime will Occur:
	Month:
	Choose	Year:
	Choose	

	Estimated Number of Hours to be Worked (to nearest ¼-hour):
	Click here to enter text.	

	Reason for Overtime:
	Click here to enter text.
	Employee Signature
	
	Date
	

	Chart String (if not Employee’s regular chart string):
	

	Fund Code
(required):
	Click here to enter text.	

	Org Code
(required):
	Click here to enter text.	

	Project Code
 (if applicable):
	Click here to enter text.	

	Flex Code
(if applicable):
	Click here to enter text.	

	Supervisor Signature
	
	Date
	

	Chart String Mgr Signature
(if other than Supervisor)
	
	Date
	



Submit completed form to Haas Human Resources Payroll Analyst, Room S546 Haas
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