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AMIM-KNR-MB (1oo)              9 November 2021 
 
 
MEMORANDUM FOR  
 
Commander, All Units Reporting Directly to this Headquarters 
Directors and Chiefs, Staff Offices/Departments, This Headquarters 
 
SUBJECT: Garrison Policy Memo No. 9 – Management of Leave, Overtime, and 
Compensatory Time  
 
 
1.  References:   
 
     a. Army Regulation 690-10 (Hours of Duty, Alternative Work Schedules, and 
Holidays). 
 
 b. U.S. Office of Personnel Management references on Pay and Leave policy, data, 
and oversight: https://www.opm.gov/policy-data-oversight/pay-leave/. 
 
 c.  AMC Regulation 600-21 (Time and Attendance Procedures). 
 
 d.  IMCOM Regulation 690-610 (Civilian Personnel Work Schedules). 
 
 e.  Labor Management Agreement: 
https://home.army.mil/knox/application/files/9715/6631/3080/Labor_Management_Agre
ement_LMA_2016.pdf. 
 
2.  Purpose. To establish policies and procedures for general management of leave, 
overtime, and compensatory time in Automated Time Attendance and Production 
System (ATAAPS). 
 
3.  Applicability. This policy applies to all Garrison personnel with exception to non-
appropriated funds employees in pay categories NF, NA, NL, NS, and CC.   
 
4.  Discussion. Proper management of the civilian payroll business process is of great 
interest to the Army Audit Readiness team because it makes a direct impact on the 
Army’s resources. Leaders at all levels will implement and follow procedures to reflect 
due diligence and responsibility as stewards of taxpayer dollars. Accountability leads to 
a stronger Army. 
 
5.  General. 
 

https://www.opm.gov/policy-data-oversight/pay-leave/
https://home.army.mil/knox/application/files/9715/6631/3080/Labor_Management_Agreement_LMA_2016.pdf
https://home.army.mil/knox/application/files/9715/6631/3080/Labor_Management_Agreement_LMA_2016.pdf
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 a.  Supervisors will ensure employees in- and out-process the Garrison Budget 
Office and conduct ATAAPS account actions as required. 
 
 b.  Supervisors and employees will accomplish procedures IAW cited references and 
Garrison Budget Office guidance. 
 
 c.  All supervisors will be appointed as certifiers knowledgeable of the United States 
Office of Personnel Management references.  
 
  (1)  Subordinates will not serve as certifiers for anyone above them in the chain 
of command.  
 
  (2)  The Garrison Commander, Deputy Garrison Commander, and Resource 
Management Director are the approving certifiers for Director requests. 
 
 d.  Employees will schedule and receive approval for leave and premium requests in 
ATAAPS before work performed or leave taken, to the maximum extent possible. When 
circumstances preclude written advanced request, the request may be verbal, but 
followed up with an ATAAPS request annotating the date of verbal approval in the 
remarks section by close of business (COB) the first duty day upon return.   
 
 e.  Employees will submit requests on the appropriate electronic leave form and 
categorize time using accurate reason codes. 
 
 f.  Employees will code time and concur timecards NLT 1500 on Fridays of the week 
a pay period ends unless directed to do so earlier.  
 
 g.  Supervisors will verify time is entered accurately and concurred and certify 
timecards NLT COB Fridays of the week a pay period ends unless directed to do so 
earlier. 
 
 h.  Employees will notify supervisors and timekeepers of retroactive adjustments 
needed in ATAAPS and ensure adjustments are made IAW directed timelines. 
 
 i.  Supervisors will file administratively acceptable evidence in the employee’s 
personnel folder retained IAW ARIMS, and provide documents for inspection/audit. 
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6.  Tour of Duty. Supervisors will establish a tour of duty schedule for each employee 
(excluding shift workers) on enclosure 1, IMCOM Form 1-A,  Alternate Work Schedule 
(AWS) Agreement Employee – Management Contract, that meet the following criteria: 
 
 a.  Fits within Garrison authorized schedules 8 with a lunch, 5/4-9 
AWS with a lunch, or flexible schedule if mission required. 
 
 b.  Start time no earlier than 0645. 
  
 c.  End time no later than 1800. 
 
 d.  End time no earlier than 1500. 
  
 e.  RDO requests will be approved in a manner that allows for coverage on all 
normal operating days. 
 
7.  Annual and Sick Leave. 
 
 a.  Employees have a right to request annual leave, subject to the right of the 
supervisor to approve the time taken. Employees may take annual leave for vacations, 
rest and relaxation, personal business, and emergencies. A supervisor may deny the 
request based on the office’s workload. To address office workload needs, supervisors 
may ask an employee’s reason for requesting annual leave. The amount of annual 
leave that may be advanced may not exceed the amount of annual leave the employee 
will accrue in the remainder of the leave year. Employees do not have an entitlement to 
advanced annual leave. 
 
 b.  Employees are entitled to use sick leave for personal medical needs, family care 
or bereavement, care of a family member with a serious health condition, and adoption-
related purposes. Employees are entitled to use sick leave when incapacitated for the 
performance of duties by physical/mental illness, injury, pregnancy/childbirth; receiving 
medical, dental, or optical examination or treatment; or would, as determined by the 
health authorities, jeopardize the health of others by his or her presence on the job 
because of exposure to a communicable disease. Duration of sick leave may not 
exceed what is required based on the entitlement, i.e., employees are not entitled to a 
full day of sick leave to cover a two-hour appointment. Employees are authorized to use 
sick leave to travel directly to and from authorized locations. 
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 c.  Supervisors may require medical certification or other administratively acceptable 
evidence when absence for sick leave is in excess of 3 days. 
 
 d.  Employees will provide administratively acceptable evidence or medical 
certification no later than 15 duty days after the date requested by the supervisor. 
 
 e.  Employees will categorize sick leave hours on timecards by purpose and reason 
codes to ensure compliance with the Family Friendly Leave Act IAW enclosure 2, 
Overtime Labor Codes/Sick Leave Reason Codes and enclosure 3, HR Leave & Work 
Schedule Flexibilities- COVID-19. 
 
8.  Overtime and Compensatory Time.  
 
 a.  Restricted to mission critical operations that would fail if not authorized, e.g.,:  
 
  (1)  Preservation of health, welfare, and safety. 
 
  (2)  Protection of government property. 
 
  (3)  Unique, seasonal, and/or temporary operating/workload requirements when 
overtime is more economical than hiring additional personnel or conducting payment of 
other charges. 
 
 b.  Will not be combined with paid leave or compensatory time taken in one work day 
except in emergency or mission critical situations. 
 
 c.  Employees will submit requests for overtime and compensatory time within the 
ATAAPS system on a Premium Hours Request in advance when possible. 
 
 d.  Employees will categorize overtime/compensatory time hours on timecards by 
purpose and reason codes to ensure compliance with budgetary audit control IAW 
enclosure 2, Overtime Labor Codes/Sick Leave Reason Codes. 
 
 e.  Management will not "suffer or permit" employees to work unauthorized overtime, 
to include working through lunch and working at home. If management knows of or has 
reason to believe work is being performed and has not stopped the work, overtime or 
compensatory time must be paid for the extra work.  

Barrow, Michael C Jr CIV
EPL expired on 30 Sep 2021. 
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9.  Point of contact for this policy is Linda Morgan, (502) 624-2132, or 
linda.r.morgan.civ@army.mil. 
 
 
 

 
3 Encls                                                LANCE A. O’BRYAN 
as   COL, FA 
   Commanding  



IMCOM Form 1-A  
Alternate Work Schedule (AWS) Agreement 

Employee – Management Contract 

Enclosure 1 

Template found at: 
http://sill-www.army.mil/USAG/DHR/forms/IMCOM/IMCOM_Form_1-A_AWS.pdf 
 

http://sill-www.army.mil/USAG/DHR/forms/IMCOM/IMCOM_Form_1-A_AWS.pdf


 
Overtime Labor Codes/Sick Leave Reason Codes  

(From ATAAPS Help Menu) 

Enclosure 2 

Overtime Labor Codes 
 

OS – Scheduled overtime. Additional work hours scheduled in advance as defined in FPM 610. 
Graded employee’s night differential, when appropriate, is payable on scheduled overtime. 
Ungraded employees’ shift differential entitlement is determined and set by DCPS. If the 
overtime was worked on a regularly scheduled workday, the shift code is used to determine the 
overtime rate in DCPS. If the overtime was worked on a non-workday, the shift code from the 
previous workday is used to compute the overtime rate in DCPS. 
 
OU- Unscheduled overtime. Additional hours of work not scheduled in advance, as defined in 
FPM 610. This code is also used to report law enforcement officer’ additional hours worked for 
which an annual premium is paid for administratively uncontrollable hours. Night differential for 
graded employees is not payable on unscheduled overtime. Shift differential entitlement for 
ungraded employees is determined and set by DCPS. 
 
OC- Callback overtime. Additional hours of work not scheduled in advance, as defined in FPM 
610, on a day when work was not scheduled. This code is also used to report additional hours 
of work for an employee required to return to his place of work. The actual time worked must be 
entered to ensure correct calculation of pay. DCPS will determine the difference between the 
actual time worked on callback and the two-hour minimum entitlement under Title 5 and will pay 
accordingly. DCPS will determine which shift is payable to ungraded employees who work 
overtime callback. 
 

Family Leave Codes 
 

Employees assigned to temporary positions are not permitted to charge to any Family Leave 
codes.  
 
Family Medical Leave (Reported in the HZ/OTH field under leave code LS,LA, LB, LG, KA, LQ, 
LR, or CT) 
Requires prior authorization entered into DCPS 
 
DA – Birth of Son/Daughter or Care of Newborn 
DB – Adoption for Foster Care 
DC – Care for Spouse, Son, Daughter, or Parent with a Serious Health Condition. 
DD – Serious Health Condition of Employee 
 
Family Friendly Leave (Reported in the HZ/OTH field under leave code LS or LG) 
 
DE – Family Care/Bereavement: Sick Leave taken to:  

• provide care for a family member,  
• make arrangements necessitated by the death of a family member or attend the funeral 

of a family member. 
 
DF – Sick leave for Adoption Purposes: Sick Leave taken for purposes relating to the adoption 
of a child. 
 
DM – Military Family Leave 
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