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Office of the g;l';:'ls DivIsIun
Superintendent

January 13, 2025

DIVISION MEMORANDUM
No. 020 , s, 2025

REITERATION ON THE GUIDELINES ON NON-REMUNERATION FOR OVERTIME
SERVICE RENDERED BY NON-TEACHING PERSONNEL

TO:  Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Administrauve Officers
School Heads
Teachers and Non-Teaching Personnel
Others Concerned

1. Auached for information and guidance are copies of CSC and DBM Joint Circular
No. 2, 8. 2004 dated Octoher 4, 2004 titled * Non-monetary Remuncration for Overtime
Services Rendered”, CSC and DBM Joint Circular No. 2A s. 2005 titled
Amendments to CSC-DBM JC No. 2, s. 2004 re: Non-Monetary Remuneration for
QOvertime Services Rendered, and CSC and DBM Joint Circular No. 2, s. 2015 titled
Policies and Guidelines on Overtime Services and Overtime Pay for Government
Employees;

2. Tt is reiterated that, as a general rule, the remuneration for overtime services
rendered by non-teaching personnel shall be through compensatory time-off (CTO)
in accordance with the guidelines as enumerated in the CSC DBM Joint Circular No.
2, s. 2004 and No. 2A s. 2005

3. For emphasis, this Office is hereby reiterating several provisions in the guidelines
specifically on the accrual of compensatory overtime credit (COC) and availment of
Compensatory Time Off (CTO), as follows:

5.5 Accrual and Use of COCs

/) Address: Burgos St., Poblacion Oeste, Dagupan City
DQT]ED Telephane: (075) 653-4101
MATATAG Website: depeddagupan.com

emall: dopupan.city@deped gov.ph
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Superintendent

5.5.1 Each employee may accrue not more than Jorty {40) hours of COCs
in a month, In no instance, however, shall the unexpended balance
exceed one hundred twenty hours (120 hours).

5.5.2. The COCs should be used as time-off within the year these are
eamed until the immediately succeeding year, Thereafter, any
unutilized COCs are deemed forfeited. fas amended in CSC DBM.IC

No 2A s. 2005)
5.9 Availment of CTO

5.9.2 The employee may use the CTO continuously up to a maximum of
Jive (5) consecutive days per single availment, or on staggered
basis within the year.

4. Non-teaching personnel may view the balances / unexpended COCs thru this link:
hitps://tinyurl com/COC-SHS-2025

https://tinyurl. com/COC-ELEM-2025

3. For information and guidance of all concerned.

g

. BANZON EdD, CESO V,
5 Division Superintende
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Department of Health . T M'lmlh?ﬁ's"mm
OFFICE OF THE SECRETARY
November 18, 2004
DEPARTMENT CIRCULAR
No. 3642 s 2004
TO: THE UNDERSECRETARIES, ASST, SECRETARIES,

CHD/BUREAU/ SERVICE PROJECT/PROGRAM DIRECTORS,
MEDICAL CENTER CHIEFS OF SPECIAL/SPECIALTY
HOSPITALS, EXECUTIVE DIRECTOR OF DANGERQUS DRUGS
BOARD, PRESIDENT OF THE PHIC AND OTHERS CONCERNED

SUBJECT: CSC & DBM Joint Circular No. 2 s. 2004, “Non-monetary
Remuneration for Overtime Services Rendered”

Attached for information and guidance, is a copy of the CSC & DBM Joint Circular
No. 2 s. 2004 dated October 4, 2004 entitled “Non-monetary Remuneration for Overtime
Services Rendered” which prescribes guidelines on the availment of compensatory time-off
in lieu of overtime pay, pursuant to adoption of austerity measures in the government.

Dissemination of the information to all concerned is desired.
-]

By authority of the Secretary of Health:

JUANITO .-Léiié MD, MHA, FACOG, CESOII
ant Secretary of Health :
Management Support Services Cluster
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Guldelines -
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 the saivice, . émployées. may be
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‘Employees aro required to. render forty (40). hours of work in a week,
subject fo the work schedule adopted by the.agency. In the exigency of

required to render services beyond

LR o

regular working hours -

.“g % e
PEANEEY

- The Head of Office shall determine the need for overtime senvices. In this

regard, the Office ‘concemed shall Issue an office order: specifying-the.

" date and time fof fenditiori of overtime, and its purpose,

'9.3.

'Qre;rt_ilme sérvices may be aqthn-r'lzed’far the foflowing activities:

a. ' 'c‘q-m'ﬁ!eliqn_ qfrlnrrastrﬁafum-'and other projects with set deadlines
** ‘when due to unforeseen eventsithe dezdline cannot be met without
-resorting to overtime work; . '

b, -rellef; renabilitation reconstruction and offier related work or

- services during calamitles and disasters: ,

C. " work related-to, school graduation/registration where the additional :

' work cannot be handled by existing personnel during regular
working hours; : : : :

. @ -workInvolving the preparation for and administration of govemment

-examinations, including the prompt comection and release of results
. thereof where existing personnel are not adequate to handle such
. ~wrork during regular working hours; . : B il )
e.  '~seasonal'work such as budget preparation and rendition of anhual
- . “reports to meet scheduled deadlines;
f.~  preparation- of :specialffinancialfaccountabillty reports required
~ occasionally by central monitoring agencles fike the Congress of the
. Philippines, Office of the President, Commicsion on' Audit,
- Department of Budget and Management, and’ National Economic
+ and Development Authority; '

g “the ‘provision of -gssential public eenvices during emergency "

ST legal.”s sservices” - to

-~ slluations, such as pawer and energy, water, distribution and centrol
~-of basic staples, communication and transportation, medical and
", health services; peace and order, and security; .

h. = Implementation of special programs/projects embodied In
- .. Presidential directives and autharizations and with spesific dates to
~- complete, which are in addition to the regular duties of the
‘egmployees;-.> Y .. - ' .

: ‘ faclitate . the. dissolution  of

.cases/resolutions/decisions; - )

. A : -8ervices rendered by.drivers and other immediate staff of officials

4 L

when required to keep the:same working hours as their superiors;
and. L 3 :

. k- suchother activities és may be determined by the head of agency.
& C i & = e A 1 ] I

‘Corgpuittion of COCs

. The GOC Isexpressed In number of hours, computed as follows:

ok PO e i
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6.6

5 it F'or. mlﬁm}e sémim, rehdered on weekdays or scheduled work *

'ODCY- nurnberorhoura ofm.rertlme services x 1 0

]

5 4 2 Forwertlme senrfm rendere:l on weekends, holidays or

GDC = numherofhuursarwerthna seMces x1.6

Accmal and Use orCOCs o %

o ._.,_551 Each employes rqay acorue not more than forty (40) hours of

~ COCs In- a month. In no instance, however, shall the unexpended
ba!anoe mmeed one hundred twenty hours (120) hours.

2 .552 “The cot:s shuuld be.used as time-off vithin the year these are

“‘eamed.- The unutilized. COC_should. not be camied over In the
ensumgyuar henne are non—cumulatim

5 53" Tha ODCs shall be cansidered as cﬂlc.ai tlma for the fnliawlng-
PUI'POSH . ;

5531 cpmpuanaa »-mth uompensaﬂan rures relaihﬁe to' the..

"z s ‘entitlement fo - PERA, Additional Compensation, year-

L 7"end benerrla and*othar benefits received on a regular
basls and

5 b 3 2 computation uf sefvice hours for entitlement to sick and _
0y vaﬁtllnn leave credits; and s!ep incfement due to length
cn‘ service. -

—‘- i

-leltahun on. the Use of COCs _ | i
,561 The OOCs carlnnt be used to nﬁsat undemmeis or tardiness

Rt lncurred by ma employee during regular working days.

"5.612 “The,COCs u}ned cannat be converted to cash, hence, are non-

oy commulaﬂve

5. 63 The ‘GOCs. Wil fiot b added to the regufar leave credits of the

. employee.  Hence, it Is not part-of the accumufated leave credits

@ = ' " thatle: pa[d out to tha empl-oyee

87
' 5 ? 1 n cases of resrgnaltnn rEtIrement or separatlou fram the service,

Eﬂ'act on' Personnel Mcvemem

the Unuhllzed COCB are-deﬂmed rorfaltad

61 L
- we -
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3 {lﬁeenw, nor could the ernpluwemnewe the monetary equivalent
SO KT B by At et -'._-':".'-:.-'J S

u
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s e

e Lt T imiﬁpm ,ThE certificite rould beissued 23t the end of each month,
= Pzl R l'r-l.!h-ll -.-uu n-n =0 O ._”"‘ -‘ : L R .
: 759" Avaifmenl‘olCTO‘ T oy e :
Um0 IR 2 9*;1 T’ (©1(] mag' be’ avallad of In blncks nfraur (4) of eight (8) hours.
At it F ~1 _ Ag‘emles adoptlng altematzve wnrk schedules should ‘make -
= ‘paralici el ‘adjustmerits'in the availment blocks, tantemount to either
RO TRt T aha1lcrrull dayleavefmmmm, i San
; | ; 592 Theempln}memay use the cTo cnnllnuousb,' up {o a maximum of
o'_,, o T ve_(9).consecutive. days per single availmenl, or on staggered
L _,\i':‘_l f’ '_:'.“_ 6“.:%3‘15 wphm thﬂyear
RS 593 “The employsas “miist. ﬂmt nbtaln a;:lpruval from the head of the
~ agency/authcrized official’ regardlng the schedule of avallment of
oo wnie ezt n o - CTO. The: management:. shall: accommodate, to the  extent
SO o ot e s ;'pra;:tp:abla all- applications for availment of CTO at the time
: - - -requested "the, employee. In the-exigency of the senvice,
however, the= -schedule.-may_be recalled and aubSEquenHy
rescheduled bytne Heud of II'IE Omue{aumcnzed official wathin the
year : i
o &q T ,'-,l: TRty g" ik _- b -." -nu. X -.'-."--__): 2 Vigin |
.- 6.0 F'mcedures '_"!'“ e ‘rﬂ.f"'"‘ o

VAT 2hie dqualified 4ot receive” overtime pa}f fder prévious issuances, the
; . employee vill retain his or Her acciucd coc -

EBM'Issuance o!Cerilfcafe atccc Eamea R

An employee whu hes earmed OOC shall be gmntgd a Certrrcate of COC
‘Eamed (Annex A) duly approved!and'signed by fHe Head of Oflice. The
ceﬂrﬁcatn Indicates the number of hours of earned COC by the employee

' _JThe followlng pmoedurea ‘shall be nbsewed in the I'Bﬂdllfﬂl'l of wertlma services

| and ava:lmenl of cornpensamry t:me off: -

Wb aTpets sesiag e ige el & © e musee of Offics Order
¥ :,--1_? -r,f., G‘L.r]'het Heada.nf D!Tce!al.rlhdrlzed oﬂic!al Iaaun an . byt lcad ol Office
. . QOffice Order aulhnrlzmg;thaqrendtﬂun ofsovertime ‘

services and Indicaling the.tasks to'be cumpleted 7 —Y_
~ and the expecied hmeof :;umpzeuon- JINL el gt iyl
r:e87 146.2.Thes: emplwee ‘feridérs. averhrp_m semces a8 'L
sllpulatédinihearﬂce‘oma L3° Sxur '~--1 =
: . ef e OT
, 63 The. Human , Resource Managamant' Office e

prepams a summary of- GVEI‘tIﬂ'IE sewlc&e rendered

%

5 ?:z In case of clelaH, secanc[ment or tmnsre to analher a |
i 3 : gency, the .
SANGE W 2 NACOCS! edmed i “oné*agancy ' éanfiot bg transferred to acrrnther

573 In-case of promnﬂun. -except when prumcted to-a pusll:un not

Ay
)
: 1 : é ‘ :
L I. p " L
5% s ) ¥ :
4 . - L .‘
' *
.
.

-

-



¥
i

oy o

i - TS K

L]

#

: _ ln a monlh and mmputee the equhralent COCs, for

the pumase of the fssuanne of the Coccartrﬂcata i ? '

B 4 The Head of Oﬂice Issueé me Cemroate of COCs, : g
speczfyfng the number of ODCs eamed ln amonth, .| oo et

6. 5 The emp uests nval from tha He ;
- JUYBB m HPP[ Ed Of h_:l.m md

G!fcennlhe sohedula ofCTD 2
GG Theemplcyaaava:fsnfthe.cTO ' T i e v
" i - ' Arsdoest of
Dutiea and Responslbmﬂes

S o5 i Headsufomoes-

?1 1 3 ‘AUIhnrme emp'wees to render senvices beyund regular mriung
. «hours ‘i accordance. with these: guidelines and the rules and .
regulaﬂans nn m'ertime sefvice.

712  Grant cemr cate of coc Earned, concurrently setting safeguard
..measures to' prevent any form of fmu-::l andfor dupilcﬂy

713" _Appwwa’dlsappm'u'a schedu!e of CTD as requeated by the
employee, wﬂhuut mmprumismg the delh«-ery of services ln'
' c!ientele R 5

714 Ensure properimplementaﬂnn of these gmdeﬂm Act accordingly
: ! shouh:l vinlaﬁuna ur Ermgulanties be committed. .

" 72 Emn!oyegs '_ A _ Rug, S0

7.21 . Observe properly the procediires in eaming of COC and availing
YR PO Y oy

722 ' Request dpproval from the Head of Office on the schedule’ of
% T GTO- r T l“_“ R . "ol o 3
7.23 . Monttor ihafnél‘an;g _d_f'éamed_ct:cf, vis-2-is CTOs avalled o.

¢

il 1

i '? 3° Human Resoume Management UnitrOfﬂcer Concemed

)_

?31 '."Rerl'ect on the Hme ce.rd the appltcatlon for CTO filed b',- the
ZEmpkyee, S :

732" Submit to the Head of ‘Offiée @ monthly report on summary of
- overtime sarvices'’’ rendered ‘and* tl'_te equh'aien’r GDO& report

s nnﬂna! lncidenta or obsewahana.
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This certiflcate entilies Mr,/Ms, * * L s :

of Compensatory Overtime Credits,
. (number of hrs,) : :

Head of Office

. N

Date Issued: o e 4 by
ValidUntil: _:: i = = v

| No. of Hours of Eamed ~ * Date of CTO

Used COCs | Remalning COCs Remarks
. COCs/Beginning Balance Aat B8 % :

Approved by: 3 Uaimgd:
Head of Office . “HRIO
L (DR L T RO T "Date
3
w1223 SR i - . 2 N S

Back



CI'/IL SERVICE COMMISSION
DEPARTMINY OF BUDGET AND MANAGEMENT ) R i
JOTNT CIRCULAR NO. 2-A, s. 2005 O

b Vi
July 1, 2008 WY f;
o &
/
(47 . AJ) Bleads o) Depactments, Bureans and Agencies of the National
Government, State Universitios and Calleges, Government-Owned-
ur Centrolled Corporations, Gosernment Finnncigl Institutions, and
olther Goser niment Corporate Entities
SUBJECT Amendmeris o CSC-DBM Joint Circular (JC) No. 2, . 2004 re:
Non-Monctars Remnneration for Overtime Services Rendered
10 Thas € onvglar o berng; msucd Gy arend Seclion 5,85 2 of ( SC-DIBM Joine ( ireuiar
No 2, s 2002 dtated October 4 2004, on the acorua! and use ol Compensaton,
Ovartime Crecits (CO0S), nd Section (Saving Clause) thereof to del'neate the
roles offthe CSC and DBM 1 the - Witten ol 1ssues or conflicts ansing from the
Impiemer Gt of sand Carenslar
P | Section 55 4 erelyr amenced rcad as follows
13:312 The COCs should be uied s« trac-off within the year these are eamed unnl
the i mediorsly suecseds ur vear. Thereafter, any unatihzed € )OS are
deemed tortened
- !
10 Seution & Gy acredy amended 1o read a follows
-._'j'
“A0 Sav ng Clan,e
Issucs o coatlizn, on the procadure for accmial of COCs and avatlment of
CTO shall e relerred o the CSC for resolution  Ail othe: 1ssues on the
mplmentaion of s Circutar shall be resolved by the DBN Y
40 Fhis Cercular shall ke ettecn immediatels

S O o L

KARINA CONSTANTINO-DAVID EMILIA T. BONCODIN
Chairperson sccretary
Civil Senace Commisaon Department of Budget and Management




CIVIL SERVICE COMMISSION (Csc)
and
DEPARTMENT OF BUDGET AND MANAGEMENT (DBM)

JOINT CIRCULAR No. 02 « 5.2015
November 25, 2015

TO $ All Heads of Departments, Bureaus, Offices, and Other
Agencies of the National Government, Including
Constitutional Commissions, Congress, The Judidary,
Office of the Ombudsman, State Universities and Colleges
(SUGs); Government-Owned or ~Controlled Corporations
(GOCCs); Local Government Units (LGUs); and AN
Others Concerned

SUBJECT : Policies and Guidelines on Overtime Services and
Overtime Pay for Gavernment Employees

1.0 Background

Memorandum Qrder (MO) No. 228", approved by then President Corazon C,
Aquino on March 29, 1989, authorized the rendition and payment of overtime
services of government employees. To implement this MO, DBM issued
National Budget Circular No. 410 dated April 28, 1989, as amended by
Budget Circular No. 10 dated March 29, 1996,

Under Section 1(d) of Administrative Order (AQ) No. 103 dated August 31,
2004, Compensatory Time-Off° (CTO) was implemented as an ellernative to
Overtime Pay®. Pursuant to said AD, the Civil Service Commission (CSC) and
the Department of Budget and Management (DBM) issued Joint Circulars
(ICs) No. 2, s. 2004 dated Octeber 4, 2004, and No. 2-A, 5. 2005° dated July
1, 2005 prescribing guidelines for avallment aof the CTO,

Recently, the Office of the President grantad clearance to the CSC and DBM
to issue a joint crcular granting flexibility to agencies to pay overtime
services in cash, subject to certain conditions and limitations such as the
nature of overtime work to be rendered, overtime payment limit, fund source,
reportonial requirements, and other pertinent measures to efficiently and
effectively implement the grant of Overtime Pay,

" Prescribing Guidelines Governing the Rendition and Payment of Overtime Services of Goverament
Personne|

* Dirccting the Continued Adoption of Austerity Measures in the Gosermment

* As defined in item 4.0 of the CSC-DBM Joint C ircular No. 2, s. 2004, Compensatory Time-Off or
CTO refers 10 the accrued number of hours an employee earns as o resull of services rendered
beyond regular working hours, and/or those rendered on Szturdays, Sundays, holidays or scheduled
days ofT without the berefit of Overtime Pay.

* As defined in the Congress Joint Resolution No. 4. 5. 2009, Ovenime Pay is the cash payment for
work performed by an employee beyond the regular working hours in a day, and these performed on
rest days. holidays. and non-working days.

* Nen-Manetary Remuneration for Overtime Services Rendered i

* Amendment to CSC-DBM Joint Circular Ne. 2. s 2004 Re: Non-Moactary Remuncration for
Overtime Services Rendered




3.0

4.0

Purpose

rendition of overtime services and the correspanding remuneration, either
through CTO or Overtime Pay, including the fexibility granted to agency
heads to authorize overtime services and the payment thercof,

General Policies on Overtime Services

31 The rendition of overtime services shall be authorized only when
extremely necessary, such as when a particular work or actity
cannot be completed within the regular work hours and that non-
completion of the same will: a) cause financial loss to the government
Or is instrumentalities; b) embarrass the government due to its
inability to meet its commitments; or ¢) negate the purpases for which
the work or activity was conceved,

32  As a general rule, the remuneration for overtime services shall be
through CTO, in accordance with the guidelings under the CSC-DBM
Joint Circulars No. 2, s. 2004 and No. 2-A s, 2005

3.3 The payment in cash of overtime services through Overtime Pay may
be authorized only in exceptional casas when the application of CTO
for all overtime hours would adversely affect the operations of the
agency.

Priority Activities that May Warrant Rendition of Overtime Services

The priority activities that may warrant rendivon of necessary overtime
s€rvices may Include the following:

4.1  Implementation of special or pricrity programs and projects embodied
In Presidential directives with specific dates of completion,

42  Completion of infrastructure and other projects with set deadlines
when due to unforeseen events the deadhne cannct be met wathout
resorting to overume work,

4.3  Essential public services during emergency or critical situations that
viould require immed-ate or quick response;

4.4  Relef, rehabilitation, reconstruction, and other wark or services during
calamities and disasters;

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

4.6  Preparation of financal and accountabilty reports required by
oversight agencies like Congress of the Philippings, Office of the
President, Commission on Audit, Department of Budget and
Management, and National Economic and Development Authority;

4.7  Services rendered by drivers and other immediate staff of officials
when they are required to keep the same werking hours as these
officials; and



5.0

6.0

7.0

Authority and Flexibility Granted to Agency Heads

Agency heads are autharized to approve the rendition of overime services
and are granted the folloving flexibilties Subject to the conditions and
limitations Prescribed in this Circular:

5.1 Determination of the priority activities that may warrant rendinion
of overtime services angd the tming and duration thereof;

32  Determination of agency personnel who may be authonzed to
render overtime senvices; and

53 Determination of the number of hours of avertime services and the
manner of compensating the same pursuant to items 3.2 and 3.3
hereof.

Government Employees Who May be Authoerized to Render Overtime
Services with Pay or Compensation

6.1 Only appaintive and salaried Cvilian government éemployees holding
regular, contractual, and casual positions  of dwision chief or
equivaient level and below, may be authonzed to render overtime
services vuth pay or compensation

6.2 Incumbents of positions of dwision chief or equivalent level and
below, designated as Officers-in-Charge of higher level positions, may
aiso be authorized to render overtime services as they are stll bound
to observe the prescribed work hours in their respective agencies.

Government Officials and Employees Who are Not Authorized to
Render Overtime Services with Pay or Compensation

The following government officials and employees are not authorized to
render overtimes services under this Circular.

7.1 Gwilian personnel holding positions higher than division chief or
equivalent levels;

7.2 Those granted other forms of allowances or benefits for services
rendered beyond the prescnibed work hours under existing laws,
rules, and regulations;

7.3 Those who are on travel status;

7.4 FElective officials in the national government and local government
units down to municipal level;

75  Elective and appointive barangay officials and employees; and

7.6 Military and uniformed personnel of the government.

aa



8.0  Period of Overtime Services

8.1  As provided under Section 5, Rule XVII of the Omnibus Rules
Implementing Book V of Executive Order No. 292, “Administrative
Code of 1987, officers and employees of departments and agencies
shall render not less than 8 hours of work a day for 5 days a week or
a total of 40 hours a week, exclusive of time for lunch. Generally, such
hours shall be fram 8:00 in the morning to 12:00 noon and from 1:00
to 5:00 in the afterncon, except Saturdays, Sundays, and halidays.
However, Section 6 thereof allows flexible work hours, subject to the
discretion of the department/agency head.

8.2 The period of overtime service in @ workday for a full-time employee
shall include:

8.2.1 Those rendered beyond the normal B work hours on scheduled '
workdays or 40 hours a week, and thosc rendered on rest
days or scheduled days off, holidays, and special non-working
days, both exclusive of time for lunch and rest;

8.2.2 Those rendered beyond the prescnibed work hours in a shift of
8 hours or more, such as in government hospitals, on
scheduled workdays, and those rendered on rest days or
scheduled days off, holidays, and special non-working days,

8.2.3 Those rendered by dnvers and other immediate stalf of l
officials who are required to keep the same werk hours as
these officials, which are beyond 8 work hours or the
prescribed work hours in @ werkday, and on rest days or
scheduled days off, holidays, and special non-working days.

9.0 Payment for Overtime Services

9.1 If Overtime Pay has been determined by the agency head to be Lhe
appropriate compensaticn for overtime sérvices, the same shall be
based on the hourly rate of an employee and to the applicable
premium on the hourly rate, depending on the day such overuime
service was rendered.

9.2 The number of wark hours of overume service rendered on a
scheduled workday, N, and those rendered on a rest day or
scheduled day off, holiday, or special non-working day, N2, shall be
computed by taking into consideration the provisions under item 10.0
of this Circular,

9.3  The hourly rate of an employee on full-ime employment, HR, with a

monthly salary, S, fer 22 workdays in a month and B hours per
workday, shall be computed by using the feliowing formula:

HR = 1 Month s] ( ;ﬂurhdngﬁ]
1 Month 22 Workday L 8 Work Hou




9.4

5y

The Overtime Pay shall be 125% or 1.25 of HR on a scheduled
workday. It shall be 150% or 1.5 of HR on a rest day or scheduled
day off, holiday, or speaial non-working day.

The total Overtme Pay, for a month for an employee on full-time

employment, OT Pay, shall be computed based on the following
formula:

OT Pay = 1.25 (HR)(Nyrotar)+1.5(HR)(Narotar)

To simply the formula:

OT Pay = HR [1.25(N1rora) + L.5( Narota)]

10.0 Limitations on Overtime Services and Overtime Pay

10.1

10.2

10.3

10.4

10.5

10.6

10.7

Only employees who arrive on or before the start of the workday shall
be aliowed to render avertime work with pay, provided that at least 2
hours of overtime services are rendered.

One-hour breaks shall be observed for breakfast, lunch, or supper and
rést, and every 3 hours of continuous overtime service, or as may be
necessary

Rendering overmght overtme service shall be resorted to only whan
extremely necessary. No employee shall be allowed to render
overnight service for more than 2 consecutive mights, for heaith
reasons and to ensure employee productivity,

The pened cf overtime services shall not ba used Lo offset undertime

Only 2 maximum of 12 hours of avertime services on a rest day or
scheduled day off, holiday, cr special non-working day, shail be
compensated through Overtime Pay.

Any excess over 12 hours shall be compensated through CTO.

The tetal Overtime Pay of an employee in 3 year shall not exceed
50% of his/her total basic salary for the year.

The total amount of Overtime Pay to be spent by an agency shall not
exceed 5% of its total Personnel Services (PS) budget for a given
year.

Any grant of Qvertime Pay in gxcess of the 5% limit shall be subject
to approval of the DBM in accordance with existing budgeting and
accounbng rules and regulations



11.0 Fund Sources

12,0

13.0

11.1

11.2

11.3

For national government agencies, including SUCs, the Overtime Pay
shall be charged against the fallowing sources:

11.1.1 The amount speafically appropriated in the agency budgst for
Overtime Pay, if any.

11.1.2 Available agency savings, subject to existing rules and
regulations on the use of savings.

11.1.3 Other fund sources authonzed under existing laws, rules and
regulations

For GOCCs and GFls, the Overtime Pay shall be charged against their
respective corporate funds.

For LGUs, the Overtime Pay shail be charged against their reéspective
local government funds, subject to tha PS limitation in LGU budgets
under RA No. 7160 or the Local Government Code of 1991,

Reportorial Requirements

Each agency shall submit to the DBM's Budget and Management Bureau or
Regional Office concerned, copy fumished the CSC, the “Report on
Overtime Services With Pay” using the template in Annex A on or
before March 31 of every year.

Responsibilities of Agency Heads

Agency heads shall

13.1

13,2

13.3

Formulate and adopt internal rules and procedures on the rendition of
overtime services of ther respective personnel which shall be
arcumscnbed within the policies and guidelines under this Joint
Circular.

Copies of these internal rules and regulations shall be submitted to
the DBM and CSC.

Approve requests for authonty to render overtime services indicating
the names of personnel, the purpose or expected outputs, and the
specific penod of such services

Be held responsible for the proper implementation of the prowisions of
this Joint Circular. They shall be held administratively, civilly, and/or
criminally liable, as the case may be, for any payment of overtime
services not in accordance with the provisions herein without
prejudice to the refund by the employees concerned of any
unauthonzed or excess payments.

6



14.0 Resolution of Cases

Issues and concerns arising from the implementation of this Circular shall be
resolved either by the DBM or CSC as deemed appropriate based on their
respective functional jurisdictions.

15.0 Repealing Clause
Budget Circular No. 10 dated March 29, 1996 is hereby repealed.

16.0 Effectivity

This Circular shall take effect immediately.

ALICIA DELA ROSA - BALA FLORENCIO B. ABAD

Chairman Secretary
Civil Service Commission Department of Budget and Management

NOTE

This CSC-DBM lJoint Circular dated November 25, 2015 on the,
“Policies and Guidelines on Overtime Services and Overtime Pay for
Government Employees,” is hereby renumbered as CSC-DBM Joint Circular
No. 2, s. 2015.



Department/Agency:

1.

3

Annex "A"

Report on Overtime Services With Pay
Far Y e

Prionty Activities for Which Overtime Pay was Authorized

Total Expenditure for Overtime Pay

Total
__No. of PErmnnel__ g‘fﬂﬂlmEfa_L
Reqular- e
Comractual- =~
Casual -

—— p— _— =

Fund Sources for Overtime Pay

Sources

Total Salanes/
__Wages

Submitted By:

% Total Overtima Pay/
_ Total Salanes/Viages

Amount

Certified Correct:

Head, Finance/Administrative Unit

Agency Head




