DEFENSE LOGISTICS AGENCY

HEADQUARTERS DLAR 1422.2
CAMERON STATION
ALEXANDRIA, VIRGINIA 22304-6100
DLA-CB
DLA REGULATICH 3 Apr 89

HO. 14322 .2

CIVILIAW PERSOVNNEL OVERTIME AND HOLIDAY PREMIUM PAY
{Supplementation 1ls permitted by DLA Primary Level Field Activities.)

I. TPURPOSE AWD BCOPE. To establish poliey, responsibilities, and guidelines
regarding premivm pay suthorizations and use. Thiz DLAR is applicable to EQ
DLA, all DLA primary level field activities (PLFAs), and HO DLA management
support sctivities (MSAas=).

II. POLICY

A. Overtime and holiday premium pay are important resources which can be
uged to allow mavimum flexibility for mansging personnel cost and achieving
planned productivity objectives. Properly managed overtime can be a mope
efficient and lower cost way to accomplish workload than the hiring of
additional full-time persomnel. Overtime may be used at any time for "normal
workload period{s),” °“peak workload period(s),” "abnormal workload demands,”
or "an emergency.’ Overtime, except in emergencies, should be planned and
goheduled in advance.

B. Overtime iz a tool managers should use to adjusi personnel regulrvements
to fluctuations in workload. Within thiz context, maximum use should be made
of compensatory time in lieu of pald overtime.

. Hegulations regavding overtlme authorization and use will be establiszhed
by each PLFA and will be glven wide disgitribution to promote full undepstending
and compliance. Heads of HO DLA MBAs will comply with overiime regulstions
igsued by PLFAs io which they are aittached for administrative support.

D. Authority to approve overtlme has been delegated to Heads of PLFA= by
DLAR 1400.1, Civilian Peveonnel Management Policles, Authoritieg and
Bespongibllitlies. Authovrity to approve overtime iz heveby delegated to BHeads
of DLA ¥SAz. The above authoriiy may be subject to limltations szet fowth in
thiz DLAR and in DLAR 1400.1.

E. 7To the maximum extent pozsible, overtlme is to be scheduled and approved
in advance by approviang officials speciiied by the Head of an Agency.

Overtime may be approved for an organizationsl wvnit, not for a specifie
employee. Once approved, any employee in that organizational unit may work
the necessary overtlme to get the job done. Overtime may be approved in
advance for an entire pay period. This may be done up te 2 working days
priop to the pay peviod in which the overtime is to be worked.

F. Approval of overtime will be in writing, except in “an emergency” when
the approving official determines that oral approval is a necessary supedient.
Oval approvals will be put in wwriting prior to the submizsion of the Time and
Attendance Report forp the period involved. The document that is used to
approve overtime in advance does not have %o go to payroll for certification.
The current time card (DLA Form 1035, Time and Attendance Report) with actual

hours worked and slgnature iz the only document needed {or payroll
certification.

Thiez DLAR supersedes DLAR 1422.2, 12 Deec 85.
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8. Overtime will be reviewsd by supervizory pervsonnel and/or manpowep
management analyste to assure that the organization, operating procedures, and
gtafling are appropriate.

H. Certification of entitlement and computationz of overtime and holiday
premivm pay will be in accordance with applicable United States Office of
Pergonnel Monagement policles and regulationz, and HQ DLA implementing
regulatory publicationzs and diveoctives.

I. To the mavimum extent possible, overtime work will be scheduled and
approved in time periods of a quarter hour or multiples thereof. Within this
limitation, the minimum time perlod scheduled iz a2 mabiter of adminigtvative
determination in cases not otherwise prezcribed by law, regulation, or
divective.

III. DEFINITIONS

A. Abnormal Workload Demands. Include such civcumstances as temporapy
peak workloads, seasonal or otherwise, which clearly can be performed more
economically through use of overtime than through hiring additional
pergonnel ;. sustained workload surges which outstrip hirving and training
capabilities; and unique operational tasks which can be performed most
coonomically through use of overbtime.

B. Emergency. Any unforeseeable ocourrence pequiring special action to
pregerve health, welfave, and safety of permonnel, or to protect Government
pEOPEPLY .

€. Hormnl Workload Period(g). Characterized by customary and expected
workload{g) in an activity unit on a regular basizs. Overtime usage durlng
‘normal workload perlode” minimizes the need for an orgonizational unit to be
ataifed in anticlipation of workload that may not materislize.

b. Peak Workload Period(zs). Include those circumstances that ave pecullar
to an activity and which constitute the seasonal werkload inovease(s) that can
be expected within an activity unit on a rvecurring basis.

IV. BIGNIFICANT CHAWGES. This vevigion esteblishes policy for using
overtime and holliday premium pay.

V. RESPONSIBILITIES
A. The Chief, Program/Budget Division, 0ffice of Compiroller, HQ DLA
(DLA-CB) will: '

1. Meintain essential manpower and financlal vecords for analysis of
activity overtime and holiday premium pay utilization.

2. BReview and evaluate overtime and holiday premium pay utilization,
compliance with HQ DLA and activity overtime policy, and effectiveness of op
need for overtime controls in all elements of DLA.

B. The Headzs of HO DLA Principal Staff Elements, DLA Primasrv Level Field
Activities, and HO DLA Management Suppert Activities will:

1. Establish control procedures to comply with thiz DLAR.

2. Ensure that overtime and holiday work approved is essential %o the
guccegaiul accomplishment of assigned migsiona.

3. Ensure the proposed expenditures for overtime and holiday premium pay
are within fund suthorization.

4. Review and evaluate utilization of overtime and holiday premium pay,
gompliance with policy, and effectiveness of conteel procedures.

5. Require maintensnce and veview of records, when applicable, that will
chow amount accomplisghed during overtime and holiday hourz worked (where work
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performance standardz are available, records will show productivity rates
during overtime hours versus productivity rates during regular work hourg).

6. HMerintain appropriate recordz that are cenirally located for management
uge and poggible HQ DLA inspection. Any locally developed overtime approval
process may be used as long a8 & document exists that proves that overtime is
approved in advance. Otherwise, a DLA Form 73, Request and Approval for
Overtime, must be used.
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