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Pursuant to Sections & and 7 of Chapter 2, Boob IV of
Executive Order No. 292, And Section 10, Rule XVII of the Civil
7 ¥
Service Commission Omnibus Rules, the rendition and payment of
overtime services in this Qupar*men %Gr Calendar Year 1974 are
hereb authorized sub jec to the +ollowin conditions and

3

guidelines.

e GENERAL GUIDELINES
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be accomplished within the regular working hours and
which will require the rendition of overtime service.

4. QOvertime service must be in accordance with a program of
work identified by the Division Chief and approved by
the Project Manager/Regional Director/Bureau Director/
Department Service. Chief concerned.

I1. SPECIFIC GUIDELINES
1. Rendition of Overtime Service may be authorized where:

1.1 The work or activity has to be completed on a fixed
date and the scheduled date of completion cannot be
met within thg regular work days and hours:

1.2 Although there is no fixed date of completion,  the
prolonged delay in, or non—completion of, the work
or activity will:s '

1.2.1 Cause financial loss toc the government or its
instrumentalities;
¥

2.2 Embarass the government due to its inability
to meet local or international commitments:
or '

1.2.3 Negate the purpose for which the work or
activity was conceived.

1.3 The work is classified under specitic activities
which include:

1.3.1 Completion of infrastructure and other
projects with set deadline;

1.3.2 Emergency and urgent work during calamities
and disasterss

1.3.3 Budget oreparation o mest scheduled
deadlins; and

1.3.4 Annual closing of books of accounts and
preparation of +financial statements and
reports.

i.4 The work involves a special project to be caﬁpleted
within a specifisd time.

2. Who are Authorized toc Colliect Overtime Péy
In view of funding constraints and the limitation
imposed under 'Section 4.0 of NCC 410 dated April £8,

1989, only permanent,; temporary, casual and contractual
employees of the Deparitment whose salary grades rangs



from Grades 1 — 24, and regular officials and employees
of other governmen+ agencies on detail to DPWH who are
holding positions in the first and second levels of the
carser service, are authorized to collect overtime pay.

I1I. GUIDELINES ON PAYMENT OF OVERTIME PAY BY THE HOUR

e

Overtime Pay by the hour iz duthorized to be given to
regular and contractual employees whose salary grades
range from Grade 1 — 5. :

Overtime rate shall be based on the monthly basic salary
of the employees concerned. As used herein, the term
monthly basic salary refers to the salary for- the
position as prescribed in the Fosition Allocation Lis
(PAL) including authorized salary step increments. for
permansnt employees, and the regular monthly rates less
20% for contractual employees.

The haufly rate shall be computed by using the follawing
formula:s

Monthly Basic Salary
S ——— = Hourly Rate
1746 hours

‘Hourly rate X No. of overtime hours within the month =

Overtime Compensation for the month.

IY. GUIDELINES ON PAYMENT OF HONORARIA IN LIEU OF OVERTIME PAY

e

Subject +to the provisions of Section I - (2.2} hersof
and provided a minimum of thirty (30) overtime hours per
month is rendered, payment of honoraria in lieu of

overtime pay shall be based on the basic salary of
monthly/permanent employees and on the regular monthly
rates less 20% for contractual employses, in  accordance
with the following rates:

MONTHLY
GRADE BASIC SALARY PEREEHT GE HONORARIA
& P 2,473 S50 F B865.355
7 2,404 "IN 869. 45
8 g 31.8% i
g 2,217 30.2% 879.9&
10 siakey 28. 4% 885.79
11 50 mle) - 26.9% 871.59
12 3,540 a6 594.80
73 3,800 R T F01.44
14 4,091 ey 204.57
15 4,418 POeS% 205, 69
i 4.78& 18.9% 204,07
7 5,201 10-3% 2738.42
18 5,670 e T 288. 30
1 &,199 14.1% . 871.30




844.85

2 : - 7,478 ' 10.8% 810.12

22 . = Sl T ‘ 60283

2 =Bl T.b6% 6F4.97

24 Lo S 5.0% 608. 10
' The abhove—indicated monthly honoraria are subject to
adijustment/increasse depending o0 the actual salary of the
emplayee—beneficiary " at the time the overtime service is

- 20 - 6,778 12.4%

rendered.

V.

VI.

2. For purposes of computing the honoraria to be received
by an employee, the following rules shall be observed:

2.1 In all CaseSs, employees holding the same/similar

' position irrespective of status of appointment
{whether parmanent, temporary oOF contractual) shall
raceive the same amount of honoraria.

P Zaine total compensation (salary plus honoraria
granted herein) chall in no case exceed the total
compensation {salary plus honorarial of the
immediate superior of the smployes concernad-

2.3 Ahsence of more than five (5) days within the month
subject  to overtime compensation shall be deducted
and the amount of honoraria shall be pﬁbporticﬁately
reduced.

. Honoraria in -lieu of overtime pay may be granted to
. pregul ar afficials and employees o7 ther government
agencies on detail to DFWH who ars holding positions in
the first and second levels of the career service, at
‘the rates heresin _prescribed for DEWH officials and
employses, OF a5 may Le determined by the Secretarys
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GUIDELINES ON PAYMENT OF OVERTIME PAY FOR CASUAL/DAILY HAGE
EMPLOYEES ‘ '

£

Casual/daily wage employess may he authorized to coll
ovartime pay for aovertime services rendered on Saturdays
non—-working Holidays, except for Security Guards, Driv
and Maintenance personnel who may be authorized to coll
overtime pay for overtime cervices rendered during wor-kday
Saturdays and Holidays, based on their daily ratess

i
o

1
i

W
E

m

m
i

=
(s
=

%

ADDITIONAL GUIDELINES ON PAYMENT OF OVERTIME SERVICES

4

18 in no case shall the +total overtime compensation of an
smployes for- a given calendar year exceed A E R R

i

percent (50%) af the total aggregate sum of his basic.

salary per annum.

2. For purposes of determining the number of .hours Ot
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'Dvertime service rendered‘by-an employes, the following

rules shall be ohserved:

2.1 The computation of the number of hours of overtime
services rendered by an employee for a given month
shall start at the first day of the calendar month

and end on the last day of such month.

3
I

Overtime services may be rendered by an employee for
not more than two hours a day after regular working
hours ®cept as may be authorized by the Secretary
or the Undersecretary concerned. Overtime services
during Saturdays and holidays, if authorized, shall

—

be from 8:00 a.m. — S5:00 p.m.

Only the following overtime services rendered by an
employee shall be considered in computing the number of
compensable overtime hours:

a. Overtime services rendered during weeskdays
he did not incur any undertims i th
rendered his overtime service.

b. Overtime services rendered during Saturdays and
Holidays provided he was not absent during the
immediately precesding work day and the

immediately following work day.

Vouchers/payrolls covering the payment of honoraria in
liew of overtime pay shall include a certification
signed by the Division Chief concerned to the effect

that:

4.1 Cumulative overtime pay being received by the
employee does not exceed 50% of his basic salarys
and

4.2 The overtime pay being collected by the employee is

' in accordance with the prescribed rate and that the
employes has rendersd the required number of
overtime hours.

4.3 Approved program of work as provided in No. 4 of

—

pags 2.

AUTHORITY TO RENDER OVERTIME SERVICE

No employse shall be allowed to coll }
overtime service without being authorized to render
overtime services.

The authority to render overtime service mus

on & program of work activities to be done by the
the @ urgency
i

he adverse

employeses during overtims. It shall show
and necessity of the overtime ssrvice and
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. Consequences that. may arise if the same is not
2 authorized. The program of WDPP shall be prepared by the
Division Chief
concerned.

3. The authority to render overtime 'service shall state the
specific period within which such service is to be
performed, provided that no authorization in any single
instance shall be made for a period longer than 3
months, which 'may, however, be renewed for like ' or
shorter period and provided, further, that the
avuthorization for the overtime service shall in no case

extend beyond the end of the calendar vear during which
the same was granted. '

4. Requests for authority to render overtime services
| : pursuant to this Department Order shall be approved by
the Undersecretary concerned in the Central Office,
Bureaus and Project Management Offices, and by the
Regional Directors in the Regional and other Fisld
Offices.

VII. FUNDING SOURCE

| Employess assigned to

= ial projects shall collect
thelir overtime pay from the s

ec
id projects.
VIII. REPEALING CLAUSE AND EFFECTIVITY

All existing authorizations for the grant of
honoraria/overtime pay inconsistent herewith are nereby
supaerseded.

This Depa.tment Order shall be retroactive as of January
1, 1994, and shall have force and effect until December 556
1994, unless sooner revoked or supsrsede
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