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Republic of the  Philippines

DEPARTMENT OF PUBLIC WORKS AND  HIGHWAYS
OFFICE OF THE SECRETARY

Bonifacio  Drive,  Port Area  Manila

DEPARTMENT ORDER
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SUBJECT :   Guidelines  on  the Rendition and
Payment of Overtime Services by .  .
the Hour

seriesof2°24cw`\to|tt

Pursuant to  Section  CSC-DBM  Joint Circular  No.  1,  dated  November 25,  2015,  agency heads
are granted  the flexibility to authorize  rendition  overtime  services and  the  payment thereof,
either through  Compensatory Time Off (CTO)  or Overtime  Pay,  subject to cert:ain  conditions
and  limitations.

In  view thereof,  the following  guidelines on  the rendition  and  payment of overtime  services
by the hour are hereby prescribed  in this Department:

I.   GENERAL GUIDELINES

1.   The  rendition  of overtime  services with  pay  may be  authorized  beyond  8 work hours
of regular  work  days  and  during  rest  days  and  special  non-working  holidays  for the
following activities only:

t. 1   iTeps'i:Tnetl:it:?r:ct:jesspw::|a:p::jfipcrja°:iBs opfr:8rma#:tjoaT;d   Projects   embodied   in

1.2   Completion  of infrastructure  and  other  projects with  set deadlines when  due to
unforeseen events the deadline cannot be met without resorting to overtime work;

1.3   Essential public services during emergency or critical situations that would require
immediate or quick response:

1.4   Relief,  rehabilitation,  reconstruction, and other work or services during calamities
and disasters;

1.5   Seasonal  work,  such  as  but  not  limited  to,  preparation  of  budgets  and  annual
reports,  in order to meet scheduled deadlines;

1.6   Preparation of financial  and  accountability reports required  by oversight agencies
like  Congress  of the  Philippines,  Office  of the  President,  Commission  on  Audit,
Department    of    Budget    and     Management,    and     National     Economic    and
Development Authority;

1.7   Deployment,    maintenance    and    other    related    activities    pertaining    to    the
management of the Information and Communication Technology (Icl) that must

i:#nmeenatTer°fficehourslnordernottodisrupttheoperations£
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1.8   Services rendered by drivers and other immediate staff of officials when they are
required to keep the same working  hours as these officials;  and

1-

1.9   Such  other activities as  needed  to  meet  performance targets  or deliver services
to the public as may be determined by the agency head.

2.   Subject   to   availability   of   funds,   the   following   personnel   may   be   paid   overtime.
services as authorized:

2.1   Personnel  of this  Department  holding  permanent,  temporary,  CTO,  Cl1,  whose
Salary Grades range from  1 to 25.

2,2   Regular   employees   of    other   government   agencies   on  detail to the DPWH at
the rates herein authorized for DPWH.

3.    In case funds are not enough,  low ranking employees with  salary grades  1-6 shall  be
given priority in payment of their overtime services.

4,   Overtime     services     rendered     by     the     employees     who     are     on     temporary
reassignment/detail    shall    be    paid    by    the    offices    where    they    are    presently
reassigned/detailed.

5.    Employees shall  not be allowed to  render overtime services without their supervisors
(at least Section Chief) who are likewise tasked to monitor their works/activities.

6.    Employees   under   work-from-home   are   not   entitled   to   Compensatory   Overtime
Credit/Overtime Pay.

®

7.    Employees who are not late on regular working days are allowed to render no less than
the  prescribed  two  (2)  hours of overtime  services with  pay  per day.  Only authorized
official  drivers  and  maintenance  personnel  may  be  paid  more than  2  hours overtime
services per day, subject to limitation prescribed under Section Ill.4 hereof.

8.    Employees who are absent during  Fridays,  shall  not be authorized to  render overtime
services  on  Saturdays  immediately  following  said  Fridays.  Likewise,  employees  who
incurred accumulated absences, tardiness and undertimes for at least three (3) times
in  a week shall  not be authorized to render OT services on the immediately following
Saturday.  This  is  to  ensure  that  employees  are  not  rendering  OT  services  for  the
primary reason to finish their backlog  due to their absences, tardiness or undertimes
on  regular days.

9.    Only  a  minimum  of  four  (4)  hours  and  a  maximum  of  eight  (8)  hours  of  overtime
services  on   a   rest  day  and   non-working   holidays  shall   be  compensated   through
Overtime  Pay.  Any  excess  of the  8  hours  shall  be  compensated  through  CTO,  The
period  12:00  noon  to  1:00  p.in.  is  considered  non-working  hour  for the  purpose  of
payment of OT. For Central Office and other Metro Manila-based offices observing 7:00
a.in.  to 4:00 p.in.  office  hours, the  non-working  hour is  11:00 a.in. to  12:00 noon.

10. Finance Service (for Central Office) and Finance Division (for Regional Offices) shall  be
responsible for monitoring/ensuring that total overtime pay does not exceed 50/o of the
totalannualpersonnelservlces(PS)budgetofco/ROsAnnualReportono#
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Services with  Pay shall  likewise  be  prepared  by the  FS/FD  and  shall  be submitted to
the  DBM/Regional  DBM  on or before the 31St of March.

-

11.   REQUEST FOR AUTHORITY TO RENDER OVERTIME SERVICES

1.   As  a  general  rule,  authority  to  render  overtime  services  shall  be  requested  on  a
monthly basis by the supervisors concerned (at least Section Chief),  recommended by
the  Division  Chiefs/District  Engineers  and  approved  by  higher  authority  specified  in
the  Item  11-3  of this  D,O.  In  no  instance  shall  an  employee  request  or  demand  to
render  overl=ime  service  for  the  purpose  of  augmenting   his  take-home  pay  or  to
compensate for and anticipated absence.

2.    Requests  for  authority  to  render  overtime  services  shall  indicate  the  names  of the
personnel    involved,    the    expected    output    indicator,    actual    output    and    the
corresponding   justification   (see   attached   forms),   and   subject   to   the   following
conditions:

2.1    Authority to  render OT services  shall  be  requested  prior to  the  period  the  OT
services  will   be   rendered.   Overtime  services   rendered  without  an   approved
authority shall not be paid or be credited for compensatory time-off.

2.2     In no case shall the tasks to be accomplished overlap with those assigned to Job
Order employees.

2,3    Two (2) original  Daily lime Records (DTRs) shall be accomplished and submitted
at the end of every month,  i.e.,  one (1) for the  Regular Payroll  and One  (1) for
the Overtime Payroll, indicating the total  number of hours rendered for overtime
work.                                                                a

2.4     Requests for Authority to  Render OT Services  for the  following  month  shall  be
supported  by the  Actual  Output  Report for overtime  services  rendered  on  the
immediately preceding  month  before the same can be acted  upon.

3.   The said  requests shall  be approved  by the following:

3,1     Director  concerned  (i.e.,  Service  Director,  Bureau  Director,  Project  Director  or
Assistant  Regional  Director)  for  overtime  services  to  be  rendered  after  official
working  hours;  and

3.2     Assistant  Secretary/Regional   Director  concerned  for  overtime  services  to  be
rendered  during  rest days  and/or  non-working  holidays.  Rendition  of overtime
services on these days shall  be strictly authorized only on extreme cases.

4.    The   approving   officials  concerned   shall   be   held   responsible   for  any   payment  of
overtime  services  rendered  by the  employees  not  in  accordance  vyith  the  prescribed
guidelines.

Ill.   COMPUTATION OF OVERTIME SERVICES WITH PAY

1.    Paymentof overtimeservices     shall     cover     those     rendered     beyond     8     work
hours of a  regular day; and those rendered on rest days and  non-working holidays.

i-ii:
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2.    Personnel  rendering  overtime  services  shall  be  entitled  to  overtime  pay  by the  hour
which shall  be  based on  his/her actual  hourly rate,  computed as follows:

Actua/  Hour/y Rate (H.R.) --  AIctjiial S;aliHny per Nlf ymNh  I 2:2. /  8

3.   Overtime pay shall  be computed  as follows:

3.1   For ordinary working days:  Plus 250/o of the hourly rate.

Overf7.me Pay =  1.25 x H.R. x No. of hours rendered

3.2   For rest days and  non-working  holidays:  Plus 50°/o of the hourly rate.

Overft.me Pay =  1.50 x H.R. x No. of hours rendered

4.    For  employees  with  Salary  Grades  1-6,  the  total  overtime  compensation  for  a  given
month shall  not exceed fifty percent (50°/o) of their respective monthly basic salaries.
For  employees  with  Salary  Grades  ranging  from  7-25,  total  overtime  pay  per  month
shall  be  limited  to  the  percentage  rates as  agreed  upon  by the  DPWH  Management
Committee  (MANCOM) as follows:

SALARY GRADE PERCENTAGE (%)

7 48
8 46
9 44
10 42
11 40
12 38
13 36
14 34
15 32
16 30

SALARY GRADE PERCENTAGE (%)

17 28
18 26
19 24
20 22
21 20
22 18
23 16
24 14
25

12
(Division  Chief)

5.    Subject to availability of funds, the MANCOM is hereby authorized to review and  make
corresponding    percentage    rates    adjustments,    if    necessary.    Percentage    rates
adjustments shall, however, be subject to the condition that the overall take home pay
of a supervisor shall not exceed the overall take home pay of the next higher supervisor
(e.g.  Section Chief against DMsion Chief;  Division Chief against Director),

6.    Vouchers/payrolls  covering  the  payment of overtime  pay  shall  be  supported  by  duly
approved  Request for Authority to Render Overtime Services,  Daily lime Records and
Monthly Actual Output Reports. They shall  include certifications signed  by the Division
Chiefs concerned to the effect that:

6.1        Cumulative  overtime  pay  being  received  by the  employees  concerned  do  not
exceed the limitations prescribed under Section Ill.4 above;  and

6 2       The conditions undersection Il 1 (11) hereof have been compliedg
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IV.  FUNDING SOURCE

LuaTf[se:oarn:te&pu8E:::3hpa:I.ab[:n:haErxgpeedn%sai:#ot3E):a:|ndgsE:r:iTe::irnsgon:lf#:Fs:.:E:v):
Overhead  (EAO) for Central,  Regional  and  District Engineering Offices,

v.   REPEALING cLAuSE AND EFFECTlvlrv

This  Order  shall   supersede   Department  Order  No.   06,   s.   2023   and   other  issuances
inconsistent herewith,  and  shall take effect on January  1,  2024 and  shall  remain  in force
until  modified or revoked.

10.1.1  KPD/ZFF/MSV

Departnient Of Publlc Works and  HIghways
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© Website: https://www.dpwh.gov.ph

ng Tel.  No(s).: 53o4-3ooo / (o2)  165-o2
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