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	BETHLEHEM UNIVERSITY

Office of the Vice President for 
Human Resources 
P.O. Box 9 Bethlehem – Palestine

Tel: + 972-2-2741241

Fax: + 972-2-2744440
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Extra Working Hours Request Form
Department: 







Date: 
Name of the Immediate Supervisor:

To be filled for all staff under your supervision and to HR Personnel Manager: 
Month:



Year:

	#
	Employee’s Name
	Date
	No. of Actual Extra Working Hours
	Reason for Extra Working Hours

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note: Time worked beyond the Official University Working Hours, Weekends and Official Holidays will be earned at time and a half to be added to the Employee’s Vacation Balance by HR Personnel Manager for Administrative Staff, for Service Staff the Finance Office will be notified for remuneration by the time and a half. 
Immediate Supervisor: _______________________________________ 

Approved by the VP for Human Resources: _________________________

Date: _________________________
