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SUBJECT: REVISED GUIDELINES ON RENDITION
AND PAYMENT OF OVERTIME SERVICES

Pursuant to MemcJr~andLlfn Order No~ 228 dated March 29, 1989 o·f
t~\e President, as implemented by NBC No~ 410 dated April 28,
1989, ttle rerldition and payment of overtime ser'vices ~II t~lis
I)epar·tment, wi,ic:h had been allthorized ill Der)artment Or'c1er NOn 96,
s. 1990, are hereby reauthorized, subject to the following
r'evised cc)nditic)ns, rll1es and guidelj.l,eSn

I. GENERAL GUIDELINES
-t
L • In general~ all officials arld enlplc)yees

Departtnerlt may be 2l1thoF·ized to rell(jer overtime
in the interest of public ser'vice~
only tt,e 'followirlg empl(Jyees of the Department
paid overtime services;~

HDlrJeVE~r' ~

in ~~,../ !:::I E~

1." :!.
whose salary grades r~ange 'fr(~m Grades

1" :;;~
(] CJ \1f::~r' Y"£ rn (='2n t;
jl~ i t. i"'j / d f,:.! t; Ei. i 1.

agencies orl s~)ecial assignment
to DPW~~ whc) are holdirlg pCJsitiof1S In

t:hf:? first and SeCC)fld levels of the

2~ S{lt:)ject to availability of 'fLlf'lds, ttle follc)wirlg c:}Vertinle
compellsation s~lall be paid tel the 'followj,ng employees
wtlO have rerldered overtj.nle services as authcJrized:

2nl (]ver,time Pay By the hour' - for employees whose
salary grades r~ange frc:)m Gr~acjes -t

.r,

r",: ,.-\

.~::. I; .:::. l.ieu of fJvertifne F~ay
sal,ary grades; 6 -

21:3 ~1onorar'ia if1 Ij.Stl of ()ver·tj,fne Pay for regl~lar~
officials ar,d en1IJlc:)yees of ott'lsr goverl"lnlerlt
agencies on detail to DPWH who al~e holdiflg
positions in the first and second levels of the
career- service at 't~,e r~ates herein BlJttlorized
for I)PW~~ persor,nel~ (:)f~ as may be deterr[lirled by
t; h F:~ :3:::::cil"· et ....~-3.II"'-..,l"

3~ Divi,s;ic:)f} Cl,iefs shall cC)ntirlually jr'eview 2f}d evaluate
~ne functj,ons 311d work ~)rior~ities (Jf their' respective
Divisions, arld to identify the wor'~: activi't:ies
whic~ Canl'C)t be ac(:omplisl,ed witt}in the r~glllar wor~~i!'g
hDur~ and Wilic:h will r~eql,1ilr'e tl,e l~enditiorl of over·tinle
.~:. i:::':: r-' \,/ i c: t?' :I

4~ Overtime service nlust be if'} acc:or'dance with a pr'ogranl c)f
work iderlti'fied by tile Div:isj,OI'l Chief ar,d apPl'~oved b)f~

1 J<!.IJ C I~
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II. SPECIFIC GUIDELINES

III.

1. Rendition of Overtime Services 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 the regular work days and
hour's:

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

1.2.1 Cause financial loss to the government or
its instrumentalities;

1.2.2 Embarass the government
inability to meet local or
commi tments; or'

due to it~.;
inter·na.ti onal

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

1.3 The work is classified under specific activities
which include:

1.3.1 Completion of infrastructure and
project with set deadlines;

1.3.2 Emergency and urgent work during calamities
and disaster's;

1.3.3 Budget preparation to
deadlines; and

meet schE"~c!ul€':ld

Annual closinq
pr-eparat; i on of
r-€':lpor- t.s.

of books of accounts
financial stat.ements

2\nd
and

1.4 The work involves a special project to
completed within a specified time.

be

2. Who are Author"ized to Collect Overtime Pay

In view of funding const.raints and the limitation
under Section 4.0 of NCC 410 dated April 28, 1989, only
permanent, temporary, casual and contractual employees
of the Department. whose salary grades range from Grades
1 24, and regular officials and employees of other
government agencies on detail to DPWH who are holding
positions in the first and second levels of t.he career
service, are authorized to collect overtime pay.

GUIDELINES ON PAYMENT OF OVERTIME PAY BY THE HOUR

1. Overtime Pay by the hour is authorized to be given to
regular and contractual employees whose salary grades
range from Grade 1 - 5.

2. 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 position Allocation List
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(PAL) for permanent employees and the regular monthly
rates less 20% for contractual employees.

3. The hourly rate shall be computed by using the
following formula:

Monthly Basic Salary
--------------------- Hour'Iy F:':ate

176 hour's

Hourly Rate X No. of overtime hours within the month _
Overtime Compensation for the month.

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

1. Subject to the provisions of Section 1 - 2.2 hereof 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
permanent employees and on the regular monthly rates
less 20% for contractual employees, in accordance with
the following rates:

SALARY GR('~DE

6
7'
8
9

10
1 1

13
14
10=-
.• ~J

16
17
18
19
20
21
22
23
24

"'.'.r: ..•

MONTHL.Y
BASIC SALARY PEF~CENT ('~GE HONORARIA
P 2,47'3 35.0% p 865.55

2,604 33.4% 869.45
2,752 31.B% 874.52
2,917 30.2% B79.96
":l' 102 28.6% 885. ('9•••• 1 ,

3,309 26.9% 891.59
3, ~540 25113% 896.80
3,800 2:3 II "('% 901.44
4,091 :22 .. 1% 904. ~57'
4,418 20. !.5% 905.69
4, ('86 18. 9~~ 904.02
5,201 17.3% 898.62
5,670 1 c:- --1-11/ E388. ~30~. ...J. { In

6, 199 14. 1% 87'1.30
6,7'89 12.4% 844.85
7,478 10.8% 810. .~,

J. .a::'

8,250 9.2% 760.83
9,131 7.6% 694.97

10,135 6.0% 608. 10

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

2. i The term basic salary refers to the amount of
salary under the standardized Salary Rates (PAL.)
as prescribed under NCC No. 56.

2.2 In all cases, employees holding the same position
irrespective of status of appointment (whether
permanent, temporary or contractual) shall receive
the same amount of honoraria.

2.3 The total compensation (salary plus hOfloraria
granted herein) shall in no case exceed the total
cornp en sat; ion . of the imrned i ate sUf.:lf::)t"·10r·o·f the
employee concerned.
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2.4 Absence of mor'e than five (5) days ~·Jith in
month subject to overtime compensation shall
deducted and the amount of honoraria shall
proportionately reduced.

the
be
be

3. Honoraria in lieu of overtime pay may be granted to
regular officials and employees of other government
agencies on detail to DPWH who are holding positions
in the first and second levels of the career service,
at the rates herein prescribed for DPWH officials and
employees, or as may be determined by the Secretary.

V. GUIDELINES ON PAYMENT OF OVERTIME PAY FOR CASUAL/DAILY WAGE
EMPLOYEES

Casual/daily wage employees may be authorized to collect
overtime pay for overtime services rendered on Saturdays and
none-working Holidays, except for Security Guards and
Maintenance personnel who may be authorized to collect
overtime pay for overtime services rendered during workdays,
Saturdays and Holidays, based on their daily rates.

VI. ADDITIONAL GUIDELINES ON PAYMENT OF OVERTIME SERVICES

1. In no case shall the total overtime compensation of a
monthly employee for a given calendar year exceed 50% of
the total aggregate sum of his basic salary per annum.
For purposes of determining the number
overtime service rendered by an employee,
rules shall be observed:

of
the

hour's o·f
f o Ll ow.i ng

2. 1 The computation of the number of hours of overtime
service rendered by an employee for a given month
shall start at the first day of the calendar month
and ends on the last day of such month. .,
Overtime services may be rendered by a monthly
employee for not more than two hours a day after
regular working hours, except 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. - 5:00 p.m.

I•.
"

3. 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 weekdays
provided the employee did not incur any undertime
on the day he rendered his overtime service.

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

and
the
the

4. Vouchers/payrolls covering the payment of honoraria in
lieu of overtime pay shall include a certification signed
by the Division Chief concerned to the effect that:

4.1 Cumulative overtime pay bein~ received by the
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employee does not exceed 50% of his basic salary;
and

4.2 The overtime pay being collected by the employee
is in accordance with the prescribed rate and that
the employee has rendered the required number of
ovart; ime hour's.

4.2 Approved program of work as provided in No.4 of
page 2.

VII. AUTHORITY TO RENDER OVERTIME SERVICE
1. No employee shall be allowed to

overtime service without being
overtime services.

collect payment for
authorized to render

2. The authority to render overtime service must be based
on a program of work activities to be done by the
employees during overtime. It shall show the urgency
and necessity of the overtime service and the adverse
consequ~nces that may arise if not approved. The
program of work shall be prepared by the Division Chief
c on c er-riesd ,

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
authorization for the overtime service shall in no case
extend beyond the end of the calendar year during which
the same was granted.

4. Request for authority to render overtime service may be
approved by the Undersecretary concerned in the Central
Office, and Regional Directors in the Regional and
District Offices.

I'
Ir..

VIII. FUNDING SOUI~CE

Employees assigned to special projects shall
their overtime pay from the said projects.

collect

IX. REPEALING CLAUSE AND EFFECTIVITY

All existing authorizations for the
honoraria/overtime pay inconsistent herewith
modified accordingly.

qrant; o'f
ar'e h€~t-'E?by

This
96 dated

. c) ariuary 1,

Department Order supersedes Department Order
02 May 1990, and shall be retroactive as
1991 .

No.
of

l..~J., \r__
,-}1:,E P. DE CltESUS

SI'2cr'·et.ar'y

r.:-
,.J
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