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Pursuant to Section l(d)of Malacafiang Administrative Order No. 103, dated 
31 August 2004, uDirecting the Continued Adoption of Austerity 
Measures in the Governmentn, the Civil Service Commission (CSC) and 
Department of Budget and Management (DBM)issued Joint Circular No. 2 
dated 04 October 2004 on the UBIon-MonetaryRemuneration for Overtime 
Services Renderedn, which is hereby promulgated and adopted in the 
DENR Central Office, Bureaus, Regional Offices, PENROs and CENROs. 

The following guidelines are prescribed to fully implement the Circular, 
whereby overtime services rendered shall be compensated through 
time/days off in lieu of overtime pay: 

1. The rendition of overtime services during weekdays shall be " 
allowed only until 7:00 p.m., and Saturdays or holidays, except 
Sundays,h m  8:00 a.m. to 5:00 p.m.. 

2. Overtime services rendered by an employee shall not exceed forty 
(40)hours per month. 

3. The overtime services may be authorized for the following 
activities: 

a. completion of structure and other projects with set 
deadlines when due to unforeseen events the deadline 
cannot be met without resorting to overtime work; 

b. relief, rehabilitation, reconstruction and other related 
work or services during calamitiesand disasters; 

c. seasonal work such as budget preparation and rendition 
of annual reports to meet scheduled deadlines; 

d. preparation of special/financial/accountability reports 
required occasionaJly by central monitoring agencies like 
the Congress of the Philippines, Office of the President, 
Commission on Audit, Department of Budget and 
Management, and National Economic and Development 
Authority. 



e. the provision of essential public services during 
emergency situations, such as power and energy, water, 
distribution and control of basic staples, communication 
and transportation, medical and health services, peace 
and order, and security; 

f. implementation of special programs/projects embodied 
in Presidential directives and authorizations and with 
specific dates to complete, which are in addition to the 
regular duties of the employees; 

g.legal service to facilitate the dissolution of 
cases/ resolutions/ decisions; 

h. s e ~ c e s  rendered by the drivers and other immediate 
staff of officials when required to keep the same working 
hours as their superiors; and 

i. such other activities as may be determined by the head 
of the agency. 

4. Employees who are absent on Fridays cannot render overtime 
services on Saturdays or holidays immediately following said 
absence. 

5. Employees who have reported late for work, specifically after 8:00 
a.m. during Mondays, and 9:00 a.m. during Tuesdays through 
Fridays, are not allowed to render overtime services. 

6. The request for overtime services shall be supported by a 
justification on the urgency and necessity, and Work Plan (Annex 
A) showing the specific activities and/or individual targets, and 
expected outputs of personnel to render overtime services. 

7. Employees performing overtime services during Saturdays and 
holidays are required to record in the guard's logbook upon amival 
and departure. They are required to punch their Daily Time 
Cards during lunch break. 

8. The following officials shall be authorized to approve or grant 
overtime authority: 

9. The Personnel Division/Administrative Division/ Administrative 
Officer shall be responsible in the administration of personnel 
records, computation, and issuance of Certificate of 
Compensatory Overtime Credit (COC) earned and monitoring of 
Compensatory Time Off (CTO), attached as Annex B. 

office 

1. DENR Central Office 

2. Bureau 
3. Regional Office 

4. PENRO/CENRO 

10. The approval of COC Certificate shall be done by the Chief 
Personnel Division in the DENR Central Office and the Chief 

Approving Official 

Secretary/Undersecretary for 
Management and Technical 
Services 
Bureau Director 
Regional Executive Director/ 
Regional Director 
PENRO 












