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(Period Covered)

	NAME OF EMPLOYEE
	TIME AUTHORIZED
	DATE/S AUTHORIZED
	ASSIGNED TASKS/ DELIVERABLES 
	EMPLOYEE’S SIGNATURE

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	REASONS/PURPOSE: 








	REQUESTED BY: 
	RECOMMENDED BY: 
	APPROVED BY: 

	 
	 
	 

	
	
	

	
	
	

	Unit Head/Director/Dean
(Signature over printed name/Date)
	Director/Dean/VPA/VPREQA/VPSSSS
(Signature over printed name/Date)
	VPFA/EDP
(Signature over printed name/Date)






In the signatories’ field, the following should be followed:

· Under Requested by: 

For PNU Manila, the Head of Office makes the request. In cases where there are certain units under the offices, the Head of Unit countersigns under the name of the Head of Office. For the Faculties, the Associate Dean countersigns under the name of the Dean. 

For the PNU Campuses, the Immediate Head makes the request.

In the case of administrative staff working directly under the Office of the Vice President (OVP), Office of the Director for Finance and Administration (Campus), and Office of the Dean for Academics (Campus), this field will be left blank.

· Under Recommended by: 

For PNU Manila, the Vice President of the respective domain signs in this field. 

For the PNU Campuses, the Director for Finance and Administration or the Dean for Academics signs in this field.

In the case of administrative staff working directly under the Office of the Vice President for Finance and Administration (OVPFA) or the Office of the Executive Director and Provost, this field will be left blank.

· Under Approved by: 

For PNU Manila, the Vice President for Finance and Administration (VPFA) approves the request.

For the PNU Campuses, the Executive Director and Provost (EDP) approves the request. 
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