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Note: On some occastons when members of staff were required to stay on duty in office on account of Bundhs, emergencies etc.
in public interest, they were not only paid O.T.A. for extra duty performed, but were also provided with free supply of
foodstuffs etc. In cases where O.T.A. is claimed, free supply of foodstuffs like tea, milk, biscuits etc. is not admissible,
and the expenditure incurred on foodstuffs on such occasions should be adjusted against the individual claims for
O.T.A.

(Authority: DG, AIR, Memo. No.D-132023(9)/73-A&G dated 5-3-74).

16. Staff ineligible for O.T.A.

The following categories of the staff shall not be eligible for the grant of overtime allowance:—

(a) Government servants holding gazetted posts;

(b) Government servants whose pay as defined under these orders exceeds Rs.750/- p.m.
(c) Intermittent workers. ‘

(d) Persons paid out of contingencies.

(¢) Government servants who avail of free transport between office and residence.

17. Rates of O.T.A.

(i) The rates of overtime allowance and the basis of reckoning them will, for the present, be as under:

Emoluments as defined in the orders Rates of overtime allowances per hour
For working For weekly off
days days and

holidays

Below Rs. 275 1.05 1.55

Rs. 275 and above but below Rs. 325 1.40 2.10

Rs. 325 and above but below Rs. 375 1.70 2.55

Rs. 375 and above but below Rs. 425 2.00 3.00

Rs. 425 and above but below Rs. 475 2.30 3.45

Rs. 475 and above but below Rs. 525 2.60 3.90

Rs. 525 and above but below Rs. 575 2.90 4.35

Rs. 575 and above but below Rs. 625 3.25 4.85

Rs. 625 and above but below Rs. 675 3.55 5.30

Rs. 675 and above 3.85 '5.75

(ii) The upper pay limit upto which O.T.A. is admissible will be Rs. 750 p.m. in respect of those drawing
pay in the revised scales of pay.

(iii) In the case of those employees who have opted to remain on the pre-revised scales of pay, the term
‘emoluments’ will also include Interim Relief admissible to them.
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2. These orders take effect from Ist February, 1974. Claims for overtime allowance for the period
prior to 1-2-74 will bre regulated under the orders then existing on the basis of pay in the pre-revised
scales and other items of ‘¢emoluments’ admissible in conjunction therewith. Claims for the period
prior to 1-2-74 where already admitted otherwise than in accordance with these orders should be re-
adjusted according to these orders and arrears paid or recoveries effected, as the case may be.

(i) For the purposes of these orders, emoluments shall mean pay as defined in Fundamental Rule
9(21)(a) and all allowances excluding house rent allowance, children’s education allowance,
conveyance allowance, travelling or daily allowance, permanent travelling allowance and
clothing/uniform allowance.

18. Limits Regarding Grant of Overtime Allowance

Except in special circumstances, the total number of hours of overtime performed by an employee in a
calendar month will not exceed seventy. In exceptional cases, where this limit is exceeded, approval of
the Director General will be necessary.

19. Overtime Allowance in the Case of Earlier and Late Attendance

(i) Earlier attendance -

If an employee is required to attend office earlier than his prescribed hours of duty, he may be relieved of
his duty correspondingly early, but where this cannot be done, he may be paid overtime allowance. If
such an employee is also required to work beyond his term of duty on thatday, overtime allowance may
be allowed for the total period of overtime work performed before and after the prescribed hours of

work.
(ii) Late attendance:

If an employee comes late to his duty, with or without previous permission, on any day, and is required to
work beyond his term of duty on that day, the time by which he came late should be deducted in
calculating overtime provided that no overtime allowance shall be admissible if after such deduction the

period of overtime amounts to less than 30 minutes.
20, Overtime Allowance or Compensatory Leave for Work on Holiday and off Days

The grant of overtime allowance /compensatory leave to staff working on weekly off days or effective

holidays shall be regulated as follows:—
nal holidays and 6 effective holidays, overtime allowance at the

(i) For work done on the 3 Natio / .
cept when the employee himself desires to avail of compensatory

appropriate rate will be paid ex
leave in lieu of such work done on an effective holiday.

med on extra holidays declared as a result of a demise of a
Vice-President, and Prime Minister of India either in the shape
| be given to shift duty staff, if they have been able to enjoy a total
national holidays during the year. Such special holidays
he year, but it will not have the effect of increasing the

(it) No compensation for duty perfor
dignitary other than the President,
of O.T.A. or compensatory off wil
number of 9 effective holidays including 3
will be added to the list of holidays for t
number of effective holidays otherwise due.
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(iii)

(iv)

(v)

(vi)

When an employee is required to perform duty on a day which is normally his off-day, he will, as a
rule, be granted a day’s compensatory leave within 30 days from the day on which the said duty is
performed. Only in exceptional circumstances, this period of 30 days may be extended by one
month where the Head of Office is personally satisfied that the grant of compensatory off would
cause serious dislocation of work. If compensatory leave is not given during the said period,
overtime allowance will be paid at the appropriate rate. Overtime allowance may be paid even
without waiting for the expiry of the above mentioned period if the Head of Office is satisfied that it
would not be possible to grant compensatory leave for such duty within the period stipulated above.

If an employee is required to work for half the term of duty on a weekly off day, 2 such half days
shall be taken as equivalent to one full day for the purpose of grant of compensatory leave.

If an employee is required to work for a period in excess of his daily prescribed hours of work on a
weekly off day, he may be allowed a day’s compensatory leave in lieu of full days work and paid
overtime allowance at weekly off rates for the excess time put in by him.

In calculating overtime allowance, the actual time taken for lunch break should be deducted.

(vii) There is no limit to the compensatory leave that may be accumulated by an employee but not more

21.

than 2 days compensatory leave may be allowed to be availed off at a time.

0O.T.A. for overtime work while on Tour

Employees performing overtime work on tour will be given overtime allowance subject to the following
conditions:-

(1)

(i)
22.

An employee would be entitled to overtime allowance on tour, provided overtime work is ordered
on the spot (a) by his superior official in the tour party; or (b) where an employee on tour is attached
to a local office at his tour station, by the Head of Office at the tour station. Where the superior
official, who orders his subordinate official on tour to perform work is a non-gazetted officer, or is
ordinarily not competent to authorise O.T.A. he shall, on return to headquarters, submit a report to
his head of Office explaining the circumstances necessitating the detaining of staff on overtime
duty, and seek his approval.

For purpose of calculation of overtime, the time spent in travel shall be excluded.

Miscellaneous

(1) Overtime work done by an employee for less than 30 minutes on any working day shall be ignored.

The full amount of overtime work performed shall be recorded to the nearest 5 minutes, except that
in respect of overtime work performed on a working day, it shall be so recorded only if it is not less
than 30 minutes. At the end of the month, the total period of overtime shall be rounded off to the
nearest half an hour.

(i1) An employee will be deemed to have performed his normal hours of duty for the purpose of

computation of O.T. duty.

(a) during the period he avails himself of leave including casual leave, prescribed holidays,
compensatory leave in lieu of weekly off;

(b) during the period spent on joining time/transit time on transfer from one office to another;
and
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(c) during the period spent for appearing in departmental examination.
(iii) The overtime allowance payable to an employee shall be calculated to the nearest multiple of 5

paise.
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(iv) A certificate to be signed by the Drawing Officer in form (Annexure-111) shall be attached to the bill
in which overtime is drawn in respect of each Government servant to whom the overtime allowance

is payable.

(v) A register of overtime work shall be maintained in form (Annexure 1V) in which entries shall be

made as and when overtime is authorised.

(vi) Where overtime allowance is payable to a Government servant for the overtime work performed by
him, he shall not be entitled to receive any other remuneration, whether in the form of conveyance
charges or compensatory leave or otherwise in respect of such overtime work. Similarly no
overtime allowance will be drawn if any other benefits in connection with the overtime work have

been granted.

(vii) The overtime allowance payable under these orders shall be classified as “Honorarium” under
F.R.9(9) and shall not be treated as ‘Pay’ as defined in F.R.9(21) or for the purpose of the

Supplementary rules.

(viii) The overtime allowance bill shall be prepared monthly. All claims for overtime allowance should be

settled within 6 weeks of their submission.

23. These orders are applicable to all categories of employees enumerated above in paragraph 3, other

than employees engaged on contract.

(Authority:—Min. of 1&B. letter No. 12(1)/74-B(A) dated 31-12-73, 4/6/74-A&G dated 7-9-74, 4/1/75-A&G dated 31-7-75

and 4/6/74-A&G dated 5-4-76.

Clarification on orders contained in Para 12 above

Sl
No. Points raised

Clarification

1. Whether those who have been categorised as shift duty
staff in para 3 above orders need necessarily be given
shift duty irrespective of whether they are attached
to office, transmitter or studio etc.

2. Since sweeper, mali, and chowkidar are treated alike
in respect to admissibility of holidays whether farash,
sweeper and peon who have been categorised as shift
duty staff can perform duty in place of chowkidar when
needed.

Unless conditions in paragraph 2 are satisfied, a
person can not be treated as on shift duty even
though the category to which he belongs is listed
in paragraph 3 mentioned above. Where in an
organisation, the nature of work is such that
performance of shift duty is not required, persons
need not be placed on shift duty merely for the
reason that the category to which they belong are
listed in paragraph 3.

Class 1V staff other than those on actual shift

duty may be asked to perform duties of Chowkidars

and allowed either OTA at the rates applicable to
non-shift duty staff or given a compensatory day
off. The question of holiday enttitlement is not
quite relevant in this context.
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3.

Whether gazetted staff on shifts in NSD, AIR stations/
Officers who have not been brought under the perview
day in the week and also be allowed compensatory
leave etc. in lieu of holidays including Second Saturdays
as they have to perform duties on Sundays, closed
holidays and Second Saturdays.

How the grant of casual leave, holidays and , (1)
O.T.A. to an official is to be regulated when that

official is shifted from “shift duty” to

“general duty” or vice versa during the

course of a calendar year.

(i)

(iii)

211

Duty hours, holidays etc. of Gazetted Shift duty Staff will bz
regulated by separate orders to be issued in this regard. Till
then, the orders contained in the Ministry of 1&B letter No.

4/2/63-A&G dt. 8.9.1969 will remain in force in respect of
them.

In so far as O.T.A. payments are concerned, the
position clearly is that OTA payments would be
made at the rate applicable to shift duty staff

only for that period when the official concerned
actually performs “shift duty” as defined in
Paragraph 2 above. O.T.A. payments for duty other
than shift duty will be made at the rates

applicable to the general staff.

As regards casual leave entitlement will be worked
out pro rata @ 15 days a year for the period )
for which shift duty has been performed. and @ 12
days a year for the remaining period. In those cases
where shift duty was performed in the earlier part
of the year and casual leave has been availed for
during that part for a period in excess of the
entitlement as worked out above, no casual leave
will be allowed during the part of year when ’
general duty is performed.

As regards holidays, the general rule would be
that during the period when an official is not on
shift duty, he may avail himself of holidays as
admissible to general staff. For the period spent
on shift duty, holiday entitlement may be worked
out @ 6 holidays a year. Where, however, shift
duty has been performed in the carlier part of the
year and, during that part a large number of
holidays (excluding the 3 national holidays) has
been availed of than the number due pro rata,
the official concerned need not forego any holidays
on this score during the period of general duty.
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(iv) To avoid complications it is suggested that frequent
changes in the nature of duty of staff may not be
made. Those placed on “general”/“shift duty”
may be continued as such for a year so as not to
disturb their annual entitlement to leave and
holiday.

(Authority: DG, AIR, Memo. No. 4/3/74-A&G dated 2-7-74 and 4-9-74)
24. Fixation of Duty hours of Security Guards (Chowkidars)

It has been decided that until further orders those Security Guards (Chowkidars) who are at present
performing duties in excess of 8 hours per day may be paid Over Time Allowance in the light of general
orders of the Government. They will be paid OTA at rates as applicable to Non-Shift duty staff and they
are to be treated for all purposes as general staff for payment of Over Time Allowance.

(Authority: DG AIR Memo. No.4/11/72-A&G (Pt) dated 28.4.74 & No.4/23/81-A&G, dated 25.2.82)

25. Expenditure involved in providing Food etc. to Staff detained on Overtime duty during
Bandh, Emergency etc.

On some occasions when members of staff are/ were required to stay on duty in office on account of
Bandh, emergencies etc. in public interest they are/ were not only paid O.T.A. for extra duty performed
but are/ were also provided free supply of foodstuffs etc. The matter has been examined in the Ministry
of 1&B and Finance and it has been clarified that incase where O.T.A. is claimed, free supply of
foodstuffs like tea, milk, biscuits etc. is not admissible and the expenditure incurred on foodstuffs on
such occasions should be adjusted against the individual claim for overtime allowance.

(Authority—DG, AIR Memo. No. D-13023/9/73-A&G dated 5.3.1974).

26. Economy in expenditure on overtime allowance.

The following instructions should be followed to achieve maximum economy in expenditure on OTA
payments:—

(a) Special care should be taken by Supervisory staff to see that the working hours are put to full and
effective use by the staff below them. As a rule it should be possible to complete a days work during
office hours and staff should not have to be detained beyond office hours. Only in very Special
circumstances in the case of real need if necessary a few persons may be detained for work which
cannot be postponed to the next working day. On such occasions OTA will be paid only if prior
approval of Head of office has been obtained.

(b) Non-shift duty staff required to attend office on Sunday and holidays invariably be granted
compensatory leave instead of OTA. The OTA in such cases is payable with proper justification and
prior approval of the Directorate.

(c) The present practice of detaining peon and Class 1V staff after office hours will be discontinued.

(d) No OTA will be admissible to the personal staff attached to Senior Officers. The duty hours of the
staff attached to Senior Officer should be so adjusted that only those not entitled to OTA are
detained outside office hours.

(¢) Duty hours of car driver and other operational Staff should be so phased that work outside office
hours can be carried on without payment of OTA to the maximum feasible extent.

(Authority: DG AIR Memo. N0.20(2)/75-Cash dated 8.10.75 and 29.12.75 and No0.4(42/76-A&G dated 1.4.77)
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27.

(M

2

3)

C))

Overtime allowance to Central Govt. Employees as per report of 4th Pay Commission

Discontinuance of the present Schemes for grant of OT allowance to Central Government
employees has been recommended by the 4th Pay Commission as contained in para 26.11 of
Chapter 26 of their report. The Government has accepted this recommendation. The modilities of
implementation of this recommendation are being separately worked out and final orders in this
regard will be issued after the details are worked out by the Government.

In the meantime Ministries/ Departments are advised to arrange their work in all offices in such a
way as to finish it during the normal working hours. A new work culture has to be evolved in each
office so as to obtain the optimum utilisation of the office time and standards of supervision should
be tightened to fulfil this objective. “

Inspite of all measures taken to reorganise the work schedule as above, there may be cases of work
on holidays and beyond office hours. The Goverment employees should normally be allowed
compensatory off days.

In exceptional cases where compensatory off day cannot be given, compensation for the extra work
beyond the prescribed working hours may be made to them under the existing orders as over time
allowance on the basis of notional pay admissible to the concerned Government employees in the
pre-revised scales of pay/pay slabs and subject to the same terms and conditions as laid down in the
existing orders.

(Authority: Ministry of Personnel, Public Grievances and Pensions (Department of Personnel and Training O.M. No.
15012/3/86-Estt. (Allowances) dated 13.11.86 copy circulated vide DG AIR Memo. No.9/20/86-Scor, dated 26.11.86.)
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ANNEXURE I
(See Paragraph 7)
CERTIFICATE

Certified
Certifisc ,tnl:; it:c:hci}so;;;nmex/nt servant/ Government servants in whose case the overtime allowance has
was/were required under specific ord i i
been clain . er to sit late in office after havi i
o ;pﬁrp:;icnbe;i hours on ...oceevvvnennee. attend office on ................. Sunday /:Iv:llifl: utf or
gent work which, in public interest, could not be postponed till the next workingydaor
y.

i the ratespecfiednthe Government

EII(B)/65 dated 31-12-1965.

il inaccordance W

Certified that the amount claimed in tl\;s
orandum No.F.9(15)-

of India, Ministry of Finance Office Mem
concerned did not receive any other remuneration/

Government servant(s)
he performance of that overtime work.

Also certified that the
leave for t

conveyance charge or compensatory
Signature of Drawing Officer

(Model form 52 of House keeping jobs)
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ANNEXURE II
4 : (See Paragraph 8)
OVERTIME REGISTER

~ Section/Officer to whom attached .............ccvvvevennn Month ............ 19
Name PRP Emolu- Hours of Hours  Time Nature Amount For use in
and No. ments overtime work of over- spent of work of OTA Cash Section
Designation DA pay authorised time on lunch perfor- claimed
- CCA work on Sun- med and Amount Initials of
Spl.or *Date From To done days and why it allowed
personal Hrs. holidays could not Checker Bill
pay, Mts. Hrs. be done Clerk,
if any Mts. during
. office
’ hrs. Rs.P. Rs.P.
1 2 3 4 5 6 7 8 9 10 11 12 13

Signature of Competent Authority
Designation .........coevveeeenns

*  If the day for which O.T.A. is claimed is a Sunday or a closed holiday, the fact should be specified in this column below the date.
@ (i) The total allowance claimed by Staff other than personal staff should not exceed 33-1/3% of emoluments (Col.3).
(i) The maximum ceiling for personal staff is 50% of emoluments but claim exceeding 33-1/3% of emoluments should be supported by a
certificate, given below, from the officer concerned. Claims for O.T.A. for more than 10 days should be countersigned by Joint Secretary
concerned.

Certificate to be given by the officer concerned in case of personal staff claiming overtime Allowance exceeding the ceiling of
33-1/3%.

Certified that I have satisfied myself that the overtime work performed by Shri .................... necessitating the payment of
overtime Allowance in excess of 33-1/3% was necessary in public interest.

Signature ......ciiiiiiiiisiiiienaes ceees
Designation ........ccooeuiveiiieennanans
Signature of J.S. concerned.

To be given in case of
claims exceeding 10 days

7
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Allowance exceeding the ceiling of 33-1/3%.
necessitating the payment of

AIR MANUAL

Certificate to be
d that I have satisfied myself that the overtime work performed by Shri

given by the officer concerned in case of personal staff claiming Overtime

Certifie
Overtime Allowance in excess of 33-1/3% was necessary in public interest.
To be given in case of SIGNALUTE «.vvveeerrnneeesnnees
claims exceeding 10 days Countersigned by DeSigNation .. ..vvvnernrrnssnsetess
Signature of J.S. concerned . ....eevi e

- —
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AIR MANUAL
ANNEXURE-III

(See Paragraph 22(iv)

FORM OF CLAIM OF OVERTIME ALLOWANCE AND CERTIFICATE TO BE
RECORDED THEREON

R (Name and Designation)
was on duty for the period mentioned below against each date outside office hours/on Weekly
off/ Holidays for official work.

Whether Period Actual time
Working day From To Time charged Rate of Amount
Date or holiday after deducting the per hour Claimed

time by which
the official came
late etc.

2. My pay and allowances during the period were as under:

Pay Rs. D.A. Rs. C.C.A Rs. Total Rs.
Station: Signature of the Government Servant
Dated: Section ....ooviiiiii i

Certificate for staying overtime

1. Certifiedthat Shri................... was required under specific orders to attend office earlier
than the prescribed hours or to sit late in office after having put in full days work/attend office on
Weekly off/ Holiday and detained for the period mentioned above against each date, for disposal of
urgent work which, in the public interest, could not be postponed till the next working day.

2. Certified that the amount claimed in this bill is in accordance with the rates specified in paragraph
17 of the Ministry of I&B. letter No. 12(1)/74-B(A), dt. 31-12-1973. Wherever approval of Director
General, All India Radio, was necessary in terms of para 18 of said letter, it was obtained.

3. Certified that the Government servant concerned did not receive any other remuneration/
conveyance charge or compensatory leave for the performance of that overtime work.

4.  Certified that the contents of the claim have been verified with reference to the entries in the register
prescribed.
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ANNEXURE IV

(See Paragraph 22(iv)

REGISTER OF OVERTIME ALLOWANCE

Name of the Government Servant:

218

Designation:
Emolumens:
Month Normal Actual duty  Deduction Duration of Progressive Work done Amount of Signature
and date duty hours performed for late actual total of hours  during overtime of competent
attendance overtime of overtime overtime allowance  authority
From To From To etc. performed work done hours and the payable
during the reasons why
month it could not
be done
during normal
hours of work
1 2 3 4 5 6 7 8 9
Hrs. Mts Hrs. Mts.




