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II. SPFECIFIC BUIDELINES

1. Rendition of Overtime Services may be authorized where:

1o il The work or activity has to be completed on  a
fived date and the scheduled date of completion
cannob be met within the regular work days  and

o s s ;
o Al though there is no fixed date of completion, the

prolonged delay in, or non-completion of, the work
or activity will: i

1.2.1 Cause Financial loss to the government o
its instrumentalities;

1.2.2 Embarass the government dus to ite
inability to mest local or international
comnitments: or

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

i The work is classified under specific activities
which includes:

1.3.1 Completion of infrastructure and oihher
project with set deadlines:

1.3.2 Emergency and urgent work during calamities
and disasters:

1.3.3  Budget preparation to meaet schedul ed
deadl ines: and

1.3.4 Annuwal closing of books of accounts  and
praparation of Financial shtatements and
reEnnrts.

; . . . :
1a4d The work  involves a @ special projsct  to by ;
me. i

2. Who are Authorized to Collect Overtime Fay

Im wview of funding constraints and the limitation
under Section 4.0 of NCC 410 dated April 28, 198%, only
permanaent, temporary, casual and contractual emplovess
of the Department whose salary grades range from Grades
o= E4, and regular officials and emplovess of obther
government agencies on detail fto DPFUH who are holding
positions  in bthe first and sescond levels of the carser
service, are authorized to collect overtime pay.

ITI. GUIDELINES ON FAYMENT OF OVERTIME FAY RBY THE HOUR

1. fOvertime Fay by the how is authorized fto be given to
regular and contractual emplovees whose salary grads
ranges from Geads 1 - 5,

2. Overtime rate shall be based on the monthly basic
salary of the emplovees concerned. As used herein, bthe
term monthly basic salary refers te the salary for  the

position as presceibed in the position Allocation List
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(FALY  for permanent employees and the regular monthly
rates less 20% for contractual enployess.

B he hourly rate shall be computed by using the
following formula:

Monthly Basic Salary
TTT T e e = Hourly Rate
176 hours

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 FAY

i Subject to the provisions of Section 1 - 2. & hereot and
provided a minimum of thirty (30) overtime hours e
month is rendered, payment of honoraria  in lisu of
overtime pay shall be based on the basic salary of
parmnanent emplovees and on the regutlar  monthly rates
less 20% for contractual employess, in accordance with
the following rates:

MONMTHLY
SALARY GRADE BAGSIC SALARY FERCENTAGE HONORARTA

& B 2,473 35.0% =R
7 2,604 33, 4% 869,45
2 Al T 31.8% 874,532
& 2,917 30.2% Breo94
10 Ei il 28. &% 885, 79
i1 B3 E0S e A EREAL  E
12 3,540 - R BT 894, 8O
S 3,800 23.7% FOL.44
14 4,091 22.1% U4 BT
15 4,418 ' 20.5% 205 6
1& 4,786 18.9% 04,032
1 ¥ i BERA 17.3% a298. 63
18 Sy HTO 15. 7% 888. 30
19 iy AT 14.1% Sl e
20 b, 789 1E. 4% 8544.85
i T, 478 10.8% =ERE
2 8,250 9. 2% e USRI
IS Sl Tub% 64,97
24 st &ao 0% &HO8. 10

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

2.1 The term basic salary refers to  the amount of
salary under the standardized Salary Rates (FAL)
as prescribed under NCC No. S5&.

2.2 In all cases, employess holding the same position
irrespective of status of appointmant Cuhathear

permanent, temporary or contractual) shall receive
the same amount of honoraria.

2.3 The total compensation {(salary plus honoraria
granted herein) shall in no case evcesd the total
compensation  of the immediate superior of the
emploves concernsd.
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2.4 Absence of more than five (%) days within the
month subject to overtime compensation shall be
deducted and the amount of honoraria shall be
proportionately reduced.

(o

L4

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

GUIDEL.INES ON FAYMENT OF OVERTIME FAY FOR CABUAL/DAILY  WAGE
EMEROYEES

Casual /daily wage employvees 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.

QDDITIDNQL GUIDELINES ON FAYMENT OF OVERTIME SERVICES

i o In no case shall the total overtime compensation of a
monthly employee for a given calendar yaar excesd S50% of
the total aggregate sum of his basic sala&ry per annum.

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

] The computation of the number of hours of overtims
service rendered by an employes for a given month
shall start at the first day of the calendar month
and ends on the last day of such month.

B R Overtime services may be rendered by a monthly
employse 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 Holidavs,
it authorized, shall be from B:00 a.m. -~ S:00 B

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

R Overtime servioses raenderad during weekdays
provided the employvee did not incur any undertims
on the day he rendered his overtime serviee,

L198 Overtime services rendered during Saturdays and
Holidays provided he was not absent during the
immediately preceeding WO b day and the

immadiately following work cday.
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 thats

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

L The overtime pay being collected by the employee
is in accordance with the prescribed rate and that
the employee has rendered the reguired number  of
overtime hours.

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

UTHORITY TO RENMDER OVERTIME SERVICE

«» No employee shall be allowed to collect payment for
overtime service without being authorized to render
ovartims services.

« 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 uwrgency
and necessity of the overtime service and +the adverse
consequances  that may arise if nat approved. The

progeram of work shall be prepared by the Division Chisf
concernead.

« . The authority to render overtime service shall state the
specitic 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 reneswed for like or
shorber par i o and provided, further, that the
authorization for the overtime service shall in no case

xtend beyond the end of the calendar year during which
the same was granted.

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

FUNDING SO0URCE

F'":

Employvess assigned to special projects shall collect
their overtime pay from the said projiects.

~

REFEALLING CLALSE AND EFFECTIVITY

anmt of

ALl axishing authorizations +for the o &
re hershy

honoraria/overtime pay inconsistent herewith  a
modified accordingly.

This Department Order supersedes Department Order  No.
Q& dated OE May 1990, and shall be retroactive as of
i

“January 1, 1991.
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