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be accomplished within the ragular working hours  and
which will require the rendition of overtime service.

Dvertime service must be in accordance with a program of
work identified by the Division Chief and approved by
the Froject Manager /Regional Director/Bureauy Director/
Department Bervices Chief concerned.

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

1.1l The work o activity has to be completed on a + 4 s el
date and scheduled date of conpletion cannot be met
within the regular worlk days and hourss

1.2 Although there is no fived 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
inﬁtrumentaliti@$;

L.2.2 Embarass the government due +o its  inability
to meet local or international commitments:
o

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

1.3 The work is classified under specific activities
which includes:

1.3.1 Completion of  infrastructure an ofher
projects with set deadline;

i)

e

3.2 Emergency and wrgent work during calamities

and disasters;

1.3.3 Budget preparation to meaat schedul ed
deadline; and

1.3.4 aAnnual closing of books of a
preparation of Financial statements AN
renortes,

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

Who are fAuthorized to Collect Overtime Fay
In view of funding constraints and +he limitation
imposed under Section 4.0 of NCC 410 dated April 28, 1

permanent, temporary, casual and contractual emplovees
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of the Department whose salary grades range from Grades
I -~ 24, and regular officials and emplovees of obher
government agencies on detail to DRPWH who are holding
positions in the first and second levels of the career
service, arse authorized fto collect overtime pay.

II1I. GUIDELINES ON PAYHMENT OF GQVERTIHE PAY BY THE HOUR
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Overtime Fay by the howur is authorized to be given to
regular  and contractual emplovess whose salary grades
range from Grade 1 - 5.

Overtime rate shall be based on the monthly basic salary
af the emplovess concerned. Ae used hersin, the ferm
monthly basic salary refers to the salary Ffor  the
position as prescribed in the Fosition Allocation List
(FALY including authorized salary step  increments  for

paermanent employees, and the regular monthly rates less
20% for contractual semploveess.

The hourly rate shall be computed by using the following
formul az
Monthly Basic SBalary
SR s e e A H oy (] AR e e
174 hours

Hourly rate X Mo. of overtime bhours within the month =
Overtims Compesnsation for the month.

ELINES ON PAYNMENT OF HONORARIA IN LIEY OF QVERTIHME PAY

Subisct  to the provisions of Section [ - (2.3 heresof
and provided a minimum of thirty (30) overtime hours par
month  i1s rendersed, payment of honoraria in lieu of
overtime pay shall be based on the basic salary of
monthly/permanent  employess and on the regular  monthly
rates less 20% for contractual esmplovess, in  accordancos
with the following rates:

MONTHLY

GRADE EABID Salaky FERCENTAGE HONDRARIA
& BE AR 25. 0% EEIBE T S
T 2,604 33.4% 869045
g B TR Bl iehy 874,52
4 LR 0, 2% HEGU9sL
1 B dER 28. 6% HE SN
il J 3059 26.9% skl o 2
D 3,540 e B B4, 80
13 3,800 RALS T F0L.44
14 4,091 221 Qo4 ET
15 4,418 20.5% AR i
16 4,784 18.9% Qo GE
17 i 17« 3% BY8. 462
18 | iy () [ i S8E. 30



19 by 1 9G 14.1% S0
20 &b, 778 12. 4% 8244, 85
21 TL,ATE 10. 8% 21001
22 8,254 P.2% THO.83
Sa Sl LB Tob% HGa. 97
2 1, 135 O 3% 6H08. 10

Thyes above-indicated monthly honoraria are subiect o]
adiustment/increase depending on  the actual salary of the
enployee-beneticlary at the time the overtime service i
rancdered,

2. For purposes of computing the honoraria to be el ved
by an employee, the following rules shall be obhserveds:

2.1 In all cases, employees holding the same/similar
position irrespective of status of appointmnsnt
(whether permanent, temporary or contractual? @mhval l
receive the same amount of honoraria.

2.2 The total compensation (salary plus honoraria
granted herein? shall in no case sxcead the Ltotal
compansation {malary plus  honorarial et e
immediate superior of the employes concerned.

2.3 Absence of more than five (85) days within the mexrrt by
subject to overtime compensation shall be deducted
and the amount of honoraria shall be proportionately
recduoed.

i

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

NS GUIDELINES ON PAYMENT OF OVERTIHME PAY FOR CASUAL/DAILY HAGE
EMPLOYEES

Casual /daily wage employeess may be authorized to collect
overtime pay for overtime services rendered on Saturdays and
non-working Holidays, except for Sscurity Guards, Drivers
and Maintenance personnel, who may be authorized to collect
overtime pay for overtime services renderced during workdays,
Saturdays and Holidays, based on their daily rates.

VI. ADDITIONAL GUIDELINES ON PAYMENT OF OVERTIHE SERVICES

1 In no case shall the total overtime compensation of  an
E L Yy e for  a given calendar year exceed HiafEY
percent (50%) of the total aggregate sum of his basic
sal ary per annum.

P, For purposes of determining the number of hours of
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overtime service rendered by an employees, the following
rules shall be observed:

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 ends on the last day of such month.

2.2 Overtime services may be rendered by an employves for
not more than two hours a day after regular working
Mo s acept 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.

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

a. Overtime services rendered during weekdays provided
he did not incur any undertime on  the day he
rendered his overtime service.

b. Overtime services rendersed during Saturdays and
Holidays provided he was not absent during the
immediately preceeding Wi b clay arc the
immediately following work day.

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

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

4.3 The overtime pay being collected by the employes is
in accordance with the prescribed rate and that +he
amployee has rendersed the required number of
overtime hours.

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

%

page 2.

AUTHORITY TO RENDER OVERTIME SERVICE

ibe

No  employse shall be allowed to collect payment for
overtime service without being authorized to render
overtims ssrvices,

The authority to render overtime service must be based
on  a program of work activities to be done by the
employess during overtims. It shall show the urgency
and necessity of the overtime service and the @ adverse
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conseguences  that may arise 1if not  approved. Thigs
program  of work shall be prepared by the Division Chied
concernad,

2. The asuthority to render overtimse service shall state the
gpecific period within which such service is to  be
parformed, provided that no sauthorization in any  singls
instance shall be made for a period longse  than 3
months, whioch @ may, howsver, be renswed for like o
shorber ey i o and  provided, further, that the
authorization for the overtime service shall in no case
exbtend bevond the end of the calendar vear during which
the same was granbed.

4. Regussts for  awthority to render overbime servics
pursuant to this Depactment Ocder shall be approved by
the Undersecrstary concerned in the Central OFfice,
Bursaus  and  Prodect  Management ffices, and by  the
Fegional Directors in the Regional  and obther Field
fFfices.

VIT. FUNDING SOQURCE

Emplovess assigned to special projescts  shall oollescotb
thelir overtime pay from the said projects.

VITI. REPEALING CLAUSE AND EFFECTIVITY

AL e dating avthorizations Fo e grant o
honoraria/overtime pay inconsistent  herewith e hereby

supsrasded.

This Department Order shall be retroactive as of January

1y 1293, and shall have force and effect until Decembesr 321,
1993, unless soonse revobed o supsrseded,

R by —

JPSE P. JESUS

“wvrh LAY
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