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MEMORANDUM  CIRCULAR
T0 : THE DEFUTY ADMINISTRATOR/ ASSISTAMT ADMINISTRATORS/

DEPARTMENT /REGIONAL AND FROJECT MANAGERS/IRRIGATION
SUPERINTENDENTS/PROVINCIAL IRRIGATION OFFICERS AND
All other“ roncetned ’

SUBJECT : GUIDELTNES ON_THE RENDITION OF QOVERTIME SERVICES

For the “information and guidance of all concerned,

heveunder are the guidelines and procedures on Lhe vendition

of

overtime sevvices with pay in the NIA puvsuant to the

provisions of Budget Civcular No. 10 dated Maveh 29, 1996:

1.0 Policy

Overtime work should be avoided by ihe adequate

planning of work activities. It should not bs resorted to in

the

performanne of regular routine work and activities,
except

in cases when unfoveseen events and MY Gency

zitualbions wlll result in any of the following:

-

1.1. causae fTinancial loss to the govarnment or
ite jnstyumentalities: :

1.2, embarrass the government due to 1Ls
inakbility to meet its commitments orv;

1.3, egate the purposes for which the work or
chLivity was conceived.
2. Specific activities for which necessary overtime

with compensatbion may be authorized include the
following:

2.1. compleltion of infrastyructure and ot har
projects with set deadlines when due to
unforeseen event/s the deadline cannot e
mal without resorting to overtime wvork;




relief, rehabilitation, reconstruction and
other related work or services during
calamities disasters;

seasonal work such as Luydget preparation

ancd rendition of annual reports to meel

scheduled deadlines;

prepavation of special Financial ./
accountablility reporis required occasionally
by central nmonitoring agencies like the
Congress of the Philippines, Office of the
President,Conmission on Audit, Department of
Budget and Managament, National Economic
Development AuthoribLy;

the provision of essential services during

emergency situations, such as power and
energy, water distvibution and control of
basic staples, communication and

Lransportation, medical and health services,
peace and order and sescurity;

Implementation of special program /projecls

embodiad in presidential directives anicl
authorizations, and with specific dates Lo
complete which arée in “the nakure of
additional work of personnel with ol her
vegular dutles; and ‘

3.0 Coverage

.1,

Incumbents of positions of chief of division
and below under permanent, tempovary or
casual status, and contractual personnel
whose eniplovment: is in the nature of a
regular employee. '

Incumbents of positions of chief of division
and below who are designated to a position in
the Career Executive Service (CES).

Drivers. and oLher .immediate  staff of
officials authorized to  have such staff
support when Lhey are required to keep the

same working hours as thely superior.



4.0 Exemplion

o

¢/

The following government personnel are not
covered by this Civcular:

Acdministrator _
Deputy Administrator
Assistant Administraters
Department/Regional /Projact Mannagers
Ivicumbents of intermediate positions which
have been allowed and created in-beltween Lhs
above enumerated positions in the existing
organizaktional structure/skaffing palbLtern of
government agencies, SUCs, LGUs, GOCCs and
GFIs;
4.6 Other appointive officials whose equivalent
“rank is higher than a chief of division: and
4.7 Officials/employees on assignment wibth
apecial projects and are paid honovaria,
allowances ancd other forms of compensation
are also barred from receiving overtime
compensation. All such honoraria, allowances
and othey Torms of compensation shall be
considered as their full compensation in leiu
of overtime pay. -

R S N A §
T H W R

Overtime Services shall include : .

a. those rendered beyond eight (8) work
yaurs of a regular work days

~ b. thoge rendeved on rest days , such as
Saturdays and Sundays; and

c. those rendered on holidays or non-
working days. - '

5.1. Computation of Overtime Services :

.L.1. Pevsonnel rendevring overtime services
shall be entitled toé overtime pay by the
hour whiech shall be based on his/her
actual holUvly vate, computed '

n

Actual Hourly Rate (H.R.)= Actual Salary per monkth

22 X 8



~ -

A. For ordinary working days : Plus 25% of the
hourly rate (0.25 x H.R.).

~Overtime Pay=1.25 x H.R.x No. of hours rendered

B. For rest days and holidays: Plus 50% of the
hourly rate (0.50 x H.R.)

Overtime Pay= 1.50 x M.R.Xx No. of hours rendered

5.2 The total overtime pay of the employee for the
year shall not exceed fifty percent( 50%) of his
annual basic salary.

5.3 Overtime pay for contractual personnel shall be
based on the rate exclusive of the 20 % premuim.

5.4 Overtime period shall not exceed three(3)
continuous months unless the need is styongl:
Justified ;3 in which case, a break of fifteen (15
calendar days shall be observed before resumptio.
of overtime.

6.0 Conformance with CSC Rules

Authority to render overtime service shall be
subject to Civil Service Commission (CSC) Rules
particularly “Section 9,and 10 of Rule XVII on
government office hours which states that " Off-
setting of tardiness or absences by working for an
equivalent number of minutes /hours by which an
employee has been tardy or absent ,beyond the
regular or approved working hours of the employees
concerned shall not be allowed. "and " When the
interest of the service so requires, the daily
hours of work for officers and employees may be
extendéd by the head of the Agency XXX . ."

It is understood that an employee who renders
overtime services must have rendered the . full
eight (8) 'hours work for the day; otherwise it
will negate the purpose for which overtime services
were requested. Likewise, employees who will
render overtime work on Saturdays, Sundays, and
holidays must have rendered in full the forty (40)
hours work requirement for the week

7.0 OFFICIALS AUTHORIZED TO APPROVE RENDITION OF
OVERTIME SERVICES:

7-1. ADMINISTRATIOR - all overtime service for
move than 15 days; all OT service of his
staff.




7-2. anuLx._ﬁdminiﬁLLﬁLQLAﬁ_gigtant Adminis-

- personnel under their

feépeétive sectors but not beyond 15

days. (Extension of overtime services

w  Which will result to more than 15 days

' contipusus service shall require the
approval of the administrator.)

7-3. - personnel ‘under their
jUriediction for a duration not exceeding
15 days; provided there is no increase in
the amount of POW and no funds are
reguested from Cetitral Office.

8.0 Meal Allowance as a form of payment of overtime
services shall no longer be allowed.

9.0 Funding Source- Agencies are hereby authorized
to pay overtime services out of the following:

9.1 The amounts specifically appropriated in the
agency budyget for overtime pay;

9.2. Savings from released allotments for current
operating expenditures subject to the
folloWing limitations:

9.2.1.A11 authorized mandatory expenses have
- bééh paid first j;and

9.2.2 Total overtime payments in a given
- c&léndar year shall not exceed five
péreent (8%) of the total salaries
of authorized positions of the agency.

9.3. Agencies 4are hereby authorized to use
savingd from reledaded allotments for
currént operatng eéxpenditures for the
paymént of overtime gervices without need
for prior authority from the Department of
Budget and Management ,provided, that the
cohditiong set under Section 8 .2 B hereof
ard fully satisfied.

9.4. 1In the ¢case of government -owned and ror
controlled corporations, including govern-
mént financlal institutions,local government
units, and project personnel funding shall
bé @ourced from their respective corporate,
local and project funds.
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10.0 Resolqtlon of I@@ge§

3

Issues and . cgnfli9§@;;arising from the

implementatiaon = of thisjBirculaer . and cases

not covered hy the.pravigjens herein shall be
submitted to the PBM fgw resqluthn.

11.0 Repealing Claugg o .?

Provision(s) a’ of exiﬁting - circulars,
guidelines ~and:ether igsuances inconsistent
herewith are hereby rescinded /repealed and/
or madified agcordingly,

11,0 Effectivity |

.

This circular shall take effeghk Aeril 1, 199.

Adm n;strator

September 13 1996



