
Date:

To:  
Payroll


NAME (Employee)
RE:
OVERTIME CALCULATION – TERM/YEAR
The overtime is a reflection of the enrollment/audit report, which was run on DATE.

.001    X    Annual salary    X    ##   (overtime hours/week)       X    7   (number of weeks)


.001    X    Annual salary    X    ##   (overtime hours/week)       X    7   (number of weeks)


Thank you,

__________________________________      _____________________________
Associate Dean’s Signature


Associate Dean’s Name (printed)
__________________________________
Associate Dean’s Title
CC:

Human Resources



Union


Director of Department
