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| ‘SUBJECT: OVERTIME SERVICES WITH PAY OF GOVERNMENT PERSONNEL

1.0

2.0

- 58

. This memorandum is issued to h:ghhght the provisions of DBM Budget
Circular No. 10 dated 29 March 1996 which prescribes and updates the guidelines
and procedures on thc payment of authorized overtime services of government
personnel. :

Policy on Overtime

. Overhmc work should be avoided by adequatc p]ammg of work acttvmes It ‘
should be resorte the

; exceptmcaseswhcnmforseenevents and emcrgencymmauonsmllresultmanyof

the following: cause financial loss to the government or its instrumentalities;
embarassthcgovexmncntductoxtsmabﬂnytomcetusconmnuncms or negate the
pmpose for which the work or actMty was conceived.

Coverage and Exemption

3.1 The Circular shall cover incumbents of positions of chief of division and below
under permanent, temporary or casual status, and contractual personnel whose
employment is in the nature of a regular employee.

3.2 The fo]lowing are not covered by this Circular:

© Department Secrctanes Undersecretaries, and Assistant Secretaries;
© Bureau Directors and Regional Directors;
‘o Assistant Bureau Directors and Assistant Regional Dnccto:s
~ *© Department Service Chiefs and Assistant Department Service Chncfs
© Positions of equivalent category as those above-mentioned in SUCs;
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o Incumbents of intermediate positions which have been allowed and created
in-between the above enumerated positions in the existing
 organizational/staffing pattern of SUCs; : :
o Elective officials and other -appointive officials whose cquxvalcnt rank is
higher than a chief of division.

Computation of Overtime Services With Pay

4.1 Overtime services shall include those rendered beyond eight (8) work hours of a
regular work day; those rendered on rest days such as Saturdays and Sundays,
and those rendered on holidays or non-working days.

4.2 Overetime services shall be paid by the hom' based on the actual hourly rate
computed as follows:

Actual Salary Per Month
2

* Actual Hourly Rate (HR) =
4.3 Overtime pay shall be computed as follows:

o For ordinary working days.; Plus 25% of the hourly rate

Overtime Pay = 1.25 x HR x No. of Hoprs Rendered

° For rest daysland h.olidays:. Plus 5 0% of the hourly rate

Overtime Pay = 1. 50 x HR x No. of Hours Rendered

4.4 Overtime pay for contractual personncl shall be based on the rate exclusive of
the 20% premium.

Funding Source

In addition to the amounts spectﬁcally appropriated in the budget for overtime
pay, agencies are authorized to use savings from released allotments for current
operating expenditures: without need for prior authority from the DBM, provided,
that all mandatory expenses shall have been paid first and total overtime payments
shall not exceed five percent (5%) of the total salaries of authorized positions of the

agency.

6.0 Conformance with CSC Rules

Authority to render overtime service shall be subject to the Civil Service
Commission rules, particulary on Rule XVII. Government Office Hours.
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7.0 'Applicablé Rules and Regulaﬁons

An employee who has not rendered the minimum working hours of forty (40)
hours per week is not allowed to claim overtime pay unless he has sufficient
leave credits. Breaktime is not required when overtime does not exceed three
(3) hours. (COA Cir. 85-55A, cited in Scc. 285(c) GAAM, Vol. I)

Disallowance of overtime payment in excess of forty (40) hours per month
except as may be authorized by the agency head concerned pursuant to Memo
Order No. 228, s. of 1989. (MO No. 24, Office of the President, May 17,
1990)

Internal Policies

8.1

8.2

8.3

The usual appfoved request for authority to render overtime services and the
accomplishment report shall be. submitted together with the claim for overtime
pay. :

Only the employee(s) handling the specific activitics shall render overtime
services and the number of employees shall not exceed 50% of the total work
force of the unit.

Claims for services rendered other than overtime services as provxded forinthe
Circular shall be funded out of any savings from pcrsonal services and/or any .
appropriate trust funds. :

Effectivity

Implementation of the Circular is April 1, 1996.

For gtiidance and compliance

7 2 '{ :
SKQ&;J(EL S. GO
President




