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AMIM-MHG-ZA (690-610)                                                                             13 April 2026 
 
 
MEMORANDUM FOR Joint Base Myer-Henderson Hall (JBM-HH) Civilian Personnel 
 
SUBJECT: Joint Base Myer-Henderson Hall Time and Attendance Policy  
 
 
1. References: 
 
    a. Department of Defense Instruction (DoDI) 1400.25, V610, (DoD Civilian Personnel 
Management System: Hours of Duty) 
 
    b. Army Regulation 690-610, (Hours of Duty, Alternative Work Schedules and 
Holidays) 
 
    c. Army Regulation 215-3, (Non-appropriated Funds Instrumentalities Personnel 
Policy) 
 
    d. AMC Regulation 600-21. (Time and Attendance Procedures) 
 
    e. IMCOM Policy Memorandum, (U.S. Army IMCOM – Work Schedules, Including 
Tours of Duty, Use of Alternative Work Schedules, Overtime and Compensatory Time) 
     
    f. IMCOM Directorate - Sustainment Command Policy #9, Time and Attendance 
Policy 
     
   g. Time and Attendance Reporting Manual NAF Central Payroll System 24 Oct 2014 
    
   h. Blueforce SharePoint resource site: https://armyeitaas.sharepoint-
mil.us/sites/IMCOM-HQ-G9/SitePages/PS_Epay_Resources.aspx 
     
   i. IMCOM-Sustainment, IMSA-HR (Command Policy #9 – IMCOM-Sustainment Time 
and Attendance Policy),18 December 2020 (hereby superseded) 
 
2. Purpose: To provide policy and procedures on time and attendance, hours of work, 
overtime/compensation time, and alternative work schedules for Joint Base Myer-
Henderson Hall Civilian Personnel. Telework is covered under a separate Garrison 
policy. This memorandum is intended to supplement higher level guidance. In cases 
where this memorandum conflicts with higher level guidance, higher level guidance 
controls. Nothing in this policy is intended to conflict with applicable collective 
bargaining agreements (CBA). To the extent that provision of this policy conflict with a 
CBA, the terms of the CBA will govern for bargaining unit employees under that 
agreement. 

https://armyeitaas.sharepoint-mil.us/sites/IMCOM-HQ-G9/SitePages/PS_Epay_Resources.aspx
https://armyeitaas.sharepoint-mil.us/sites/IMCOM-HQ-G9/SitePages/PS_Epay_Resources.aspx
https://armyeitaas.sharepoint-mil.us/sites/IMCOM-HQ-G9/SitePages/PS_Epay_Resources.aspx
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3. Applicability: This policy applies to Joint Base Myer-Henderson Hall (JBM-HH) Civilian 
employees (APF/NAF) assigned to JBM-HH. 
 
4. Definitions: 
 
    a. Alternate Work Schedule (AWS) - An umbrella term used to describe any schedule 
other than the traditional (eight hours per day, five days a week) work schedule, such as 
compressed and/or flexible work schedules. Alternate Work Schedule programs allow 
managers and supervisors to meet their program goals while at the same time it 
allows employees more flexibility in scheduling their personal activities. 
 
    b. Compressed Work Schedule - Enables full-time employees to complete the basic 
80-hour biweekly work requirements in less than ten (10) workdays. Note: There is no 
legal authority to earn credit hours under a CWS program. 
 
    c. Flexible work schedule (FWS) - A work schedule established under 5 U.S.C. 
6122, that: in the case of a full-time employee, has an 80-hour biweekly basic work 
requirement that allows an employee to determine his or her own schedule within 
the limits set by the agency; and in the case of a part-time employee, has a 
biweekly basic work requirement of less than 80 hours that allows an employee to 
determine his or her own schedule within the limits set by the agency. 
 
    d. Regular Overtime - Is Overtime requested or ordered and approved prior to the 
start of the administrative workweek in which it is to be performed. 
 
    e. Irregular Overtime - Is Overtime that could not be scheduled and approved prior to 
the start of the administrative workweek in which it is performed. 
 
    f. Compensatory time - Time off in lieu of overtime pay for irregular or occasional 
overtime. Compensatory time is automatically paid as overtime when an employee 
separates, transfers outside of Army, or does not use the compensatory time within 26 
pay periods of earning it. Employees and Supervisors must monitor compensatory time 
to ensure it is used before it converts to paid overtime. 
 
    e. Travel Compensatory Time - authorized for time spent in a travel status that is not 
otherwise compensable. This includes only the time an employee spends 
traveling between the official duty station and a temporary duty station, or between two 
temporary duty stations, and the usual waiting time that precedes or interrupts such travel 
that is outside the normal duty day. 
 
    f. Credit Hours – Non-overtime, non-compensatory time voluntary work hours, that 
exceed the basic workweek requirement. Employees accrue credit hours in 15-minute 
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increments and may carry a maximum of 24 hours to succeeding pay periods. 
Employees on CWS may not earn credit hours. 
 
5. Policy: 
 
    a. This policy is consistent with and supports merit system principles. These 
principles include equal compensation and employment opportunities, workforce goals 
and objectives, flexible work arrangements that allow employees to balance their work 
and other (e.g., Family) responsibilities in a manner that meets mission objectives. 
 
    b. Supervisors are authorized to approve the 5-4/9 compressed work schedule 
(CWS) with a Regular Day Off (RDO). However, the 4/10 CWS schedule is not 
permitted. Supervisors themselves are not authorized to work a compressed work 
schedule. 
 
    c. Supervisors are authorized to approve one of two flexible work Schedules (FWS): 
the flexi-tour or the gliding schedule. The flexi-tour allows employees to elect their 
stop/start times within the designated flexible hours which then become fixed. The 
gliding schedule allows employees to work 8 hours each day, totaling 40 hours per 
week, with the flexibility to adjust their start and stop times daily within the established 
flexible hours. Supervisors are also authorized to request flexible work schedule for 
themselves. 
 
    d. Approved work schedules will be updated in the Automated Time Attendance and 
Production System (ATAAPS) at the start of a new pay period, as mid-pay adjustments 
are not permitted. All work schedules must be recorded on IMCOM Form 1-A, reviewed 
annually, and re-approved in conjunction with Performance Appraisals. 
 
    e. Approval authorities are as follows: 
 

TYPE APPROVAL AUTHORITY 
Alternate/Compressed/Flexible Work 
Schedule 

Supervisors 

Regular/Irregular Overtime (Approval) Chief of Staff 
Regular/Irregular Overtime (Disapproval 
only) 

Supervisor 

Duty Hours (IMCOM Core Hours 0900-
1500) 

Supervisor 

Compensatory Time (incl Travel)/Credit 
Hours 

Supervisor 

    f. Employees enter their own time and attendance in ATAAPS and must ensure their time 
entries are accurate and substantiated with appropriate documentation. The Timekeeper 
entry on behalf of an employee is limited to documented emergencies or pre-approved  



4 

AMIM-MHG-ZA (690-610) 
SUBJECT: Joint Base Myer-Henderson Hall Time and Attendance Policy 

leave scenarios required to meet payroll deadlines. The time entered by a timekeeper must 
be formally verified by the supervisor and subsequently confirmed by the employee upon 
their return to duty, with all associated approvals and justifications documented within the 
official ATAAPs record. 

g. Before supervisor certification of employees ATAAPS, any system of flags identified 
will be resolved with the employee. 

h. Supervisors will determine and maintain their employees’ scheduled hours of work on 
IMCOM Form 1-A (Enclosure 1) based on operational requirements and mission’s needs. 
Copies of the IMCOM Form 1-A will be provided to the designated Timekeeper who will 
build employees CWS/FWS schedules in ATAAPs. 

i. Supervisors will schedule employees’ start time between 0630 and 0900 and departure 
time between 1500 and 1830 (flexible hours), unless otherwise required based on mission 
requirements, an exception is granted, or IAW local collective bargaining agreements. All 
employees must be at the workplace during core hours of 0900 through 1500 (barring lunch 
or other excused absences). 

j. Lunch Period. APF employees are authorized and required to take a lunch period (30 
minutes to 1 hour) in a non-pay and non-work status between 1100-1300. Lunch periods 
may not be scheduled to delay the start of the workday or shorten the workday but may be 
taken in conjunction with approved leave. 

6. Both employees and Supervisors are responsible for monitoring leave balances
throughout the leave year and ensuring “use or lose” leave is scheduled throughout the
leave year to avoid leave forfeiture or a requirement to use all “use or lose” at the end of the
leave year.

7. Both employees and Supervisors will submit leave requests in advance for all leave
and overtime, including a requirement that any approved leave granted externally, such
as via email or text, be formally documented within the ATAAPS certification record.

8. Requesting and Approving Overtime, Credit, or Compensatory Time – Employees who
anticipate needing additional time to complete work assignments should submit their
requests in ATAAPS prior to the start of the new pay period. All requests for Regular or
Irregular overtime must be submitted through ATAAPS and accompanied by a signed
IMCOM Form 1-H (Enclosure 2), approved by the  JBM-HH Chief of Staff.

a. Supervisors may disapprove requests for overtime for their employees; approval
authority remains at the Chief of Staff level, except DES and DHR (emergency 
services and support casualty operations). The preferred order for use is credit 
hours, compensatory and then overtime, however, this does not preclude an 
employee from requesting overtime. When circumstances preclude written advance 
request, the request may be verbal. If 
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verbally approved, the authorization should be documented as soon as possible in 
writing and noted in the ATAAPS remarks section. 

b. Requests will not extend beyond the close of a single pay period. When a
particular work situation extends beyond the close of a single pay period, separate 
requests will be prepared for each pay period. Each request shall: (1) Describe the work 
to be performed, (2) Explain why such work could not be performed during regular 
working hours, (3) List the employee(s) required to work, and (4) Include an estimate or 
statement of the total number of hours required. Approved forms will be maintained by 
the supervisor for ATAAPS verification. 

9. The POC for this action is kenneth.j.washington.civ@army.mil.

2 Encls    KEITH P. SANDOVAL 
1. IMCOM Form 1-A   COL, AV 
2. IMCOM Form 1-H   Commanding 
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