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BACHELOR OF SCIENCE
MANAGEMENT
ACCOUNTING

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

JOINY CIRCULAR No. 1 s. 2015

November 25, 2015

All Heads of Departments, Bureaus, Offices, and Other

TO g
Agencies of the National Gowvernment Including
Comstitutional Commissions, Congress, The Judicary,
Office of the Ombudsman, State Universities and Colleges
(SUCs); Government-Owned o -Controlied s
(GOCCs); Local Gowernment Units (LGUs); and All
Others Concerned

SUBJECT Policies and Guidelines on Overtime Services and

Overtime Pay for Government Employees

1.0 Background

Memorandum Oeger (MO) No. 228°, aooroved By then Presdere Corazan ©
AQuing on Maech 29, 1968, authorized the rencition ang payment of overtime
SeEVICRE OF governmeant ampioyess. To implemert thes MO, DEM issuad
Natonal Sudget Crcular No. 410 dated April 28, 1989, 8¢ amercied by
Budget Grouler No. 10 daced March 29, 1996

Under Section 1{d) of Administrative Oeder (AO) No. 1037 dated August 31,
2004, Compensatory Time-Off" (CTO) was mrglementad as an akematyve o
Owertime Pay®. Pursuant to saicd AD, the Ol Serdos Commission (CSC) and
the Department of Budget and Management (DEM) =sued Joirt Circulars
(JCs) Na. 2, s 2004° daned OctoDer 4, 2004, and No. 2-A, 5. 2005° dated July
1, 2005 prescribing guidelnes *or avaiment of the CTC

Recantly, the Office of the President grarted cearance o the CSC and DEM
to i=sue a joint Orcular ganting fexiDify %0 agendes 1o pay owvertime
SErvices N cash, Supect o certan condtions and Imitaticns such 38 thhe
FRONG OF Cwrtme wirk 10 De revdened, overtime paymere imet, fund snurca,
reportonel requeesments, and other pertinget measures o efMoenty and
effoctively implement the grant of Ovartime Pay

rewenbng Glstdetizes Governing the Resditar and Peyroesl of Overioe Serviers af Covermment
Persoese

hrecing Be Covtisees A £ Auven ity Visasares n the O erretes

As deafived in e 40 o >-DBEM it Circadar Vo 2 1004, Conpersasory Tiee OfF o
CTO refers tn e 32 d wemiber of SOurs An eorgduyer s 5 4 it of smrveocs resciowed

epuder warking bours. ssdve e rendesed Sansday e Sundays, halidays o0 schedubed
of Ouertinse ™oy

ot Hesolution Na. 4
yeour bovond the regdar Wirk g bours in & &y, sned thone performes on

begured
iy off witacas the benciiy
' A defived i e Conge
work performes by s @

200 Orverserw Pary 15 e ool piysent i

st days, Bolidey s, 29 mus-sork
Nor-Saretary Reryanerston 1 Dnoenine Sesvites Remdead
Amceamet to LSC-D3M Joint Crouler No JOM Re N oo Lemivrersiom (e

Ovenigme Sevvwes Rennlere
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4.0

Purpose

This Joint CGradar 5 issued 2o prescrioe polde: and guidsines on the
rendion of overtime services and the LOTEIDIANG reyTwneration -fl‘r—:
Uvough CTO or Overtime Pay, ncluding the fex ity gamed to .a;v‘q:-,
heads to aLhone ovetme services and The payment thereof :

Genoral Policies on Overtime Services

11 The rendeion of cvertime services a3l be autorissd only when
extramaly necessary, such a5 when 3 particuler WOrk of acthdity
0T he completed within the reguisr work hours and that non
ormpietion of the same will: ) couse finarcl ioss 2o the covernment
or IS instrumanialtbes, D) ambarrass e govwaeTment cue to s
NRbiEty 30 meet its CommEments; or <) Negate the Durposes far which
he work or acthvity was conceived

33 AS = general rule. the remuneration for ORI seraces shall oe
vough CTO, in accordance with the SGudsEines under the CSC-0BM
Jont Crculars No. 2, =. 2004 and No. 2-A. « 2005

23 he payment in cash of overtime services Throuon Drertirne Pay may

be awthoraed only in exceptional cases whan re appicarion of CTO
for all cvertime Pours would adversely sffect e cperations of the
S0y

Priority Activities that May Warrant Rendibon of Overtime Services

The phooty actwities that may WaTart rendtion of recessary OvOtirs
Services may indude the followng

41 Implemantation of spacal or Prorty orograms and penjects embodied
1 Presidential drectives with specific dates of comMpretion,

<2 Completion of nvastructure and cther Projacts wien et gesdines
when doe o unforeseen events the deadine cannat D Mt wathout
resorning 0 CWertima work,

4.3 Sssential publc seraces Aring emergency or cntic stuations thae
WOUKT reguire iImmedate or guick fesponce

4.4 Relwf, rerabiltaton, reconstnuction, ang other work or services curing
alamities arg dsasters;

a5 Seasonal work, such as g not limited 1o, Proparanhion of budigers and
ANNUAI repors, M order D Meet schackded gesdings,;

4.6 Preparaton of financis and  accoursabdiny reports reguired oy
oversoht agences ke Congress of the Philppings, Offics of the
Prasider?, Comevssion or  Audt, Depgarument of Budget ond
Maagement, and National Eccnomic and Develanrme e Aurhor ty,

4.7 Services rencered by drivers and other imenedate ST of officials
when they are roguired to keep the same WOrking Pours as these
of¥cials, and
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4.8 Such othes artivies & are noeded to meet pérformoance targets or
Calver servces 1o e putiic as may be cetormrwed Oy the S0ercy
head

Authority and Flexibility Granted to Agency Heads

Agency Moads are sthorized (0 Soprove e rerditcn of overtime TV O
anC are granted the foliowrg Necitdiies WO o the condetions ang
IMEMIONS prescnbed in us Croutsr

5.3 Detormination of the priority acthvinas that mMay warrant rengition
Of CVeITImE  Seraces ang the SMng ang Curation thereod:

52 Deterramaticon of agency porscore! who may be msrorice? 1o
forcer Overaime servies: ang

5.3 Determnation of the mumber of hours of OVETYTITE SEYVICes ang the
Furner of CoMmpesating the Sare pursuart 1o items 3.7 ased 33
rareof

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

61 Crily apportve and salasned oviian governmert ermployees hokirg
regular, cortractusl, ang casust POSTOrSs of Ovisoe chwef o
Quesent loval ang beiow, may De amhanzed o renddr overtme
SENNOES with Day Or Compensaeson

52 InCumbents of positicns of dwison ohief o equvaient level and
buicrn, designatad as Officers-in-Oharge of Figher leved postions, may
S50 Be JLhOrized to rences overtime services as they e still boung
0 cbmerve the prescribed woark hours in thei respectve agenties

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

Tre folowing govermonent officias and EMpOYRasS ane not authorized o
fercer OWrlimes Seraces uecer ths Orculas

7.1 Oviisn personne boidng positons Pgher thas dvsion chief or
DQuUiEeErt oweis:

7.2 Those grotod other forms of AfCwances o Derwefits for secces
enderad beyond the prescrided work Pours  under exksting aws,
rules, and recsudations;

7.3 Those who e on traved status:

74 Clectve officels & the national government and kKxal government
Unts down 80 mumcinel iesol

75 Blactive and appointive Ssangoy ofMicas arc OMRIoYess. anc

7.6 Mitary and uniformed persorrel of the OOverrymert,
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8.0 Pariod of Overtime Services

81

8.2

As provided uer Section 5. Rue W1 of the Cmribus Rules
Implementing Book ¥ of Execitive Order No. 292, “Administrative
Code of 1887, officers and avgioyess of depertments and sconces
shall rencles notucmawarcusd\w\-aoavfcrsna,sawe&or
& total of 40 Fours a week, eciashve of tme for urch. Generaly, such
hours shall be frum B00 1 the moming to 12:00 noor and from 100
0 5:00 n the sMercon, except Saturcaye, Sundayys, and Poidays
Howwever, Section 6 thersol alows Sexbile work NOUTS, Subtvect to the
Gustretion of the depantment/agency hasd,

The period of overtime sorvice in workday for & Adltere empioyes
snall inciuge:

B.231 Those rendered beyond the normal 8 wWork hours on schedued
WOrSays or 490 hours 8 week, a'd those rendersd on rest
Gays or scheduled days off, hovdays, and special NoN-working
Says, both exchsve of tmg for lundh and rest;

8.2.2 Those rencdered beyond the prescobed work hours in & shift of
& bours or more, such as government hospitals, on
schedued workdays, and those rendered on rest days ar
Scheouted davys off, holldays, and specal non-worng days

8.2.3 Those rendered by drivers and other immudiote stadt of
Officials who are requrnd 10 keep the same wark haurs as
these officss, which are beyord 8 work hours o the
Drescribed work hours In & wOreday, and on rest dovs o
scheduled cays off, hoidays, ad special non-working cays.

Payment for Overtime Services

9.1

92

I Overtime Pay Fas been determined by the agency head 10 De the
Spproprate compensation for avertime sesvices, the same shal be
mmmmcrwwmdenﬂnmmtomm\cwk
premium on the hourly rate, depending an the day Such overtine
Service Was rerdered,

The rumber of work Pours of  overtime Sarvice rendered on 2
Chedued workday, Ny, and those rendered on a rest doy o
Schedided cay off, hoichy, or soecial Non-vorking day, Ny, shal be
Computad by taing miD consideration the provisons under gem 100
of trys Circular

Tre hourly rate of a7 emploves on ful-Time employment, MR, with &
manthly salary, S, for 22 workdays in & morth and § houss per
workday, shall be competad by uarg the folliowarg formda:

M = g "l'__.LMonm_ | A Warkday.
- 1 Month | | 22 Workdays| | 8 Waork Mours
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94 The Oveartime FPay shall be 2% or LS of MR on & sChecled
workday. It shal te 150% or 1.5 of MR o & rest Cay Or schegulad
diy off, hoilday, or speaal o “working day

95 e total Overtime Pay, for & month for an erpluyee an ful-tme
empioyment, OT Pay, shal be compured based on the olowing
formuls

OT Pay = 1,25 [HR)(Nyreia) S LS(HR) (N o)

TO amply the formua

OT Pay = HR [1.25(Nyrerat) + 1.5( Navoess)]

10.0 Limitations on Overtime Services and Overtime Pay

101 Only eamployess who arrive an or Defore the start of the wurkcay shall
bo alicwad to recder overtime work wWith pary, providec that at leasr J
ot Of overtime seraces are réndereg

0.2 Ore-nowr dreaks shal be Coserved for oroakfast, lunch, or supper and
rest, and every 3 hours of cortiruos OVETTime Sery 0, OF &5 mawy De
WCessary

.
(8
bl

Rerdening overnight cvertrmg serdcs Al be resomed to anly when
atremely secestary. Mo emploves shall Ot alowed to rende:
OWRIIERE service for more than 2 onsentve nghts, for heatth
FE3S0NS and o enjue empoyve p(rxi_:"‘x.ﬂy

W4 The penco of overtime services shal Fot be wed o offsat undemime

10.5 Ondy o maximum of 12 hours of overtime ssrwces O &8 rest day or
shecued day off, noliday, or pecis nonwrkg oy, shal be
Cmpensated throagh Ovortime Pay,

ATy exCess over 12 hours shal be compensatec througn CTO

6 The tots!l Overtime Pay of an empoyes nn a yoar shal notl esceeg
S50r% of his/her total basxc sabary for the voar

107 The wial amoure of Cuvertime Say B0 De spert Dy an agercy “Hall not
SHCeed 5% of &5 total Personne Services (FS) budget for 2 given
rear

Ay gracmet of Owertime May = excess of the 53 limt shal be Subjecr

o approval of e DBM In accordance with sxist ng budgeting and
AOiounting ndes and regulations
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140 Resolution of Cases
1s5ues and concerns 875 from the implementation of this Crcylar chal be
resoived ather by the DBM or CSC as deomed appropriate besed on ther
"espective functional jurisdictions.

15.0 Repealing Clause
Sucget Cireuer No, 10 dates March 29, 1696 ks haredy ropased.

160 Effectivity

This Circusar shal take offoct immediataly.

Mu " FLORENCIO B, ABAD

M
Chairman

_ Secretary
Civil Service Commission Department of Budget and Management
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Report on Overtime Services With Pay
For FY

Oopottmemllqcncy:
P ty Act vt ! rich Overtime Pay was Auchoried
. o3l Expendtue for Osert e Pay
Tua i 2 0%, TolW Oversme Pay
' f Pers: OreBeT rywe B WNoges Tot e Wages
Emgtar
Coreractua
L'.r.' -l -
3 Fund Sources for Dvettirme Pay
SOUTCe Armours
Submitted By: Certified Correct;
Agency Head




USM DATA TRACKING SYSTEM

TRACK RECORDS
=1 DATE
AP TRACKING # 42 REFERENCE # £ REQUISITIONER <7 DESCRIPTION = TYPE ¥ PURPOSE REGISTERED
261021VDRPWTI CED. P. PATARAY COMPENSATORY LEAVE APPLICATION FOR LEAVE OCTOBER 21,
10/19/2026 (AL) 2026 09:59
261019EVUCWG2 DEBH . VERSOZA COMPENSATORY LEAVE - APPLICATION FOR LEAVE OCTOBER 19,
OCT 26, 2026 (AL) 2026 11:31
2610158JOW21N RENT RLITA APPLICATION FOR LEAVE [ 1 APPLICATION FOR LEAVE FOR MAAM NERISSA SIGNATURE. OCTOBER 15,
DAY COMPENSATORY (AL) 2026 10:10
LEAVE AND 2 DAYS SICK
LEAVE,
261014JU6F072 CHE CENQ, COMPENSATORY LEAVE - APPLICATION FOR LEAVE OCTOBER 14,
MEL! OCT 19,2026 (AL) 2026 02:56
261014QGPN3HY CHE ROSYELL COMPENSATORY LEAVE - APPLICATION FOR LEAVE OCTOBER 14,
ANG OCT 19, 2026 (AL) 2026 02:56
261014D7Z6XHT CHE COMPENSATORY LEAVE COMMUNICATION LETTER OCTOBER 14,
(OCT.5) OF THE FF. SHIRL (INTERNAL) 2026 02:54
MAE BEBIT, RUBELYN
GAMOLO, AVEGALE ROY,
AILEEN SARMIENTO,
URDUJA NACAR
261013KZ6PAU4 CBD NIO. COMPENSATORY LEAVE - APPLICATION FOR LEAVE OCTOBER 13.
© 2023 University of Southern Mindanao. Powered by Ul ights Resefjved.
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