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This claim is subject to the provisions outlined in the applicable Industrial Instrument.
	EMPLOYEE DETAILS
	
	ACCOUNT CODE DETAILS

	Employee ID

(essential)
	
	
	Account Code:

	Family Name
	
	
	

	Given Names
	
	
	AD/PG/SR/TN/PD __ __ - __ __ - __ __ __ __ __ __- __ __ __ __

                              (                                   (   PD Only  )                                   (    Item      )

	School/Unit/Institute
	
	
	

	Fraction
	
	
	Overtime to be paid at: (if different from sub rate)

	Substantive

Classification Level
	
	Step
	
	
	Overtime

Classification Level
	
	Step
	


	OVERTIME CLAIM

	Date
	Day of week
	Overtime Start time    (am / pm)
	Overtime 
Finish time 
(am / pm)
	Record all

Breaks in 
Hours / Mins
	Net Overtime claimed in Hours / Mins
	Meal Allowances Payable 
(eg: 1x Lunch)
(eg: 1 x Tea)
	Central Payroll
use Only

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	AUTHORISATIONS

IMPORTANT  To meet auditing requirements, only forms with an authorisation signature can be processed

	Authorising Officer Name 
as per VC authorisation
(please print name)
	

	Authorising Officer Position
	

	Authorising Officer Signature 
	

	Local HR Officer Name
	

	Local HR Officer Signature
	

	Local HR Officer Contact Number
	

	Date
	


Authorisations

Authorising Officer Name as per VC authorisations  VC Authorisations can be found on the UniSA website at http://www-i.unisa.edu.au/cha/protocol&authrstn/default.asp
Please print both the name and position of the authorised officer in the areas provided.  The authorised officer is then requested to sign this form indicating approval of the overtime and the dates and hours claimed for overtime payments are accurate.
Local HR Officer signature, name and contact number  By signing this document the Local HR Officer is agreeing that the appropriate VC authorisation for the overtime has been sought.

IMPORTANT  In order to meet auditing requirements, only forms with an authorisation signature can be processed.
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