










APAJ-PE (690) 
SUBJECT: Host Nation (HN) Employee Overtime Policy and Approval Authority 

the previous two months or over a six-month period will be offered to go through a 
consultation with the GOJ contracted Industrial Physician at their own will and will 
authorize up to two (2) hours of administrative leave. 

12. This policy supersedes the previously issued memorandum on Approval Authority 
for MLC Overtime Request dated 27 November 2018. Proponents for this policy are the 
USARJ G8, Cost Sharing Division and USARJ G1, Civilian Personnel Management 
Division, Foreign Labor Office.
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APPENDIX A     SAMPLE OF REGULAR WORK SCHEDULE 

Regular Work Schedule (Without OT) 

Case 1:  Regular work schedule, 8 hours a day, 40 hours a week, 45 minutes lunch, 5 workdays a 
week with Saturday as NWD and Sunday as DRD. 

Case 2:  Regular compressed work schedule, 40 hours a week, 9 hours on some days with 1 hour 
lunch, and 5 workdays a week.  Note:  Work schedule exceeding 8 hours requires a 1-hour lunch.
1) 9 hrs, 0800-1800, Recess 1200-1300
2) 4 hrs, 0800-1200, NO Recess

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)

1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1800 0800-1800 0800-1200 0800-1800 0800-1800
Recess 1200-1300 1200-1300 N/A 1200-1300 1200-1300

Working Hours 9 9 4 9 9 40

1/8 1/9 1/10 1/11 1/12 1/13 1/14
2nd Week 0800-1800 0800-1800 0800-1200 0800-1800 0800-1800
Recess 1200-1300 1200-1300 N/A 1200-1300 1200-1300

Working Hours 9 9 4 9 9 40 160

1/15 1/16 1/17 1/18 1/19 1/20 1/21
3rd Week 0800-1800 0800-1800 0800-1200 0800-1800 0800-1800
Recess 1200-1300 1200-1300 N/A 1200-1300 1200-1300

Working Hours 9 9 4 9 9 40

1/22 1/23 1/24 1/25 1/26 1/27 1/28
4th Week 0800-1800 0800-1800 0800-1200 0800-1800 0800-1800
Recess 1200-1300 1200-1300 N/A 1200-1300 1200-1300

Working Hours 9 9 4 9 9 40

DRD NWD

DRD NWD

DRD NWD

DRD NWD
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Case 3:  Regular compressed work schedule, 40 hours a week, 6 workdays a week, no NWD and 
DRD on Sunday. 

1) 8 hrs, 0800-1645, Recess 1200-1245
2) 4 hrs, 0800-1200, NO Recess

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)

1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1645 0800-1645 0800-1645 0800-1200 0800-1200 0800-1645
Recess 1200-1245 1200-1245 1200-1245 N/A N/A 1200-1245

Working Hours 8 8 8 4 4 8 40

1/8 1/9 1/10 1/11 1/12 1/13 1/14
2nd Week 0800-1645 0800-1645 0800-1645 0800-1200 0800-1200 0800-1645
Recess 1200-1245 1200-1245 1200-1245 N/A N/A 1200-1245

Working Hours 8 8 8 4 4 8 40 160

1/15 1/16 1/17 1/18 1/19 1/20 1/21
3rd Week 0800-1645 0800-1645 0800-1645 0800-1200 0800-1200 0800-1645
Recess 1200-1245 1200-1245 1200-1245 N/A N/A 1200-1245

Working Hours 8 8 8 4 4 8 40

1/22 1/23 1/24 1/25 1/26 1/27 1/28
4th Week 0800-1645 0800-1645 0800-1645 0800-1200 0800-1200 0800-1645
Recess 1200-1245 1200-1245 1200-1245 N/A N/A 1200-1245

Working Hours 8 8 8 4 4 8 40

DRD

DRD

DRD

DRD
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Regular Work Schedule (With OT) 

Case 1:  32 hours OT (within basic OT limit of 45 hours per month)

1) 8 hrs, 0800-1645, Recess 1200-1245 2) 9 hrs, 0800-1700 + 1700-1800, Recess 1200-1300
3) 10 hrs, 0800-1700 + 1700-1900, Recess 1200-1300

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1645 0800-1645 0800-1900 0800-1800 0800-1800
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40
OT 2 1 1 4

1/8 1/9 1/10 1/11 1/12 1/13 1/14
2nd Week 0800-1645 0800-1645 0800-1900 0800-1800 0800-1800
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40 OT Hours
OT 2 1 1 8 12 32

1/15 1/16 1/17 1/18 1/19 1/20 1/21
3rd Week 0800-1645 0800-1645 0800-1900 0800-1800 0800-1800
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40
OT 2 1 1 8 12

1/22 1/23 1/24 1/25 1/26 1/27 1/28
4th Week 0800-1645 0800-1645 0800-1900 0800-1800 0800-1800
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40
OT 2 1 1 4

DRD NWD

DRD NWD

DRD NWD

DRD NWD
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Case 2:  56 hours of OT (beyond basic OT limit of 45 hours per month)
Overtime beyond 45 hours in a month requires an approval.  

1) 8 hrs, 0800-1645, Recess 1200-1245
2) 10 hrs, 0800-1700 + 1700-1900, Recess 1200-1300

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1645 0800-1645 0800-1900 0800-1900 0800-1900
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40
OT 2 2 2 8 14

1/8 1/9 1/10 1/11 1/12 1/13 1/14

2nd Week 0800-1645 0800-1645 0800-1900 0800-1900 0800-1900

Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40 OT Hours

OT 2 2 2 8 14 56

1/15 1/16 1/17 1/18 1/19 1/20 1/21
3rd Week 0800-1645 0800-1645 0800-1900 0800-1900 0800-1900
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40
OT 2 2 2 8 14

1/22 1/23 1/24 1/25 1/26 1/27 1/28
4th Week 0800-1645 0800-1645 0800-1900 0800-1900 0800-1900
Recess 1200-1245 1200-1245 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40
OT 2 2 2 8 14

DRD NWD

DRD NWD

DRD NWD

DRD NWD



APAJ-PE (690) 
SUBJECT: Local National (LN) Overtime Policy and Approval Authority 

11 

APPENDIX B     SAMPLE OF IRREGULAR WORK SCHEDULE 

Irregular Work Schedule (Without OT) - Staggered work schedule, average 40 hours each 
week for every 4 weeks 

Case 1:  Employee must work longer towards the end and the beginning of the following month 
with Saturday as NWD and Sunday as DRD.   
1) 8 hrs, 0800-1700, Recess 1200-1300 2) 10 hrs, 0800-1900, Recess 1200-1300
3) 6 hrs, 0800-1500, Recess 1200-1300 4) 4 hrs, 0800-1200, No Recess

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1700 0800-1900 0800-1900 0800-1900 0800-1900

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 10 10 10 10 48

1/8 1/9 1/10 1/11 1/12 1/13 1/14

2nd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 Scheduled Work 
Working Hours 8 8 8 6 6 36 Hours for 4 Weeks

1/15 1/16 1/17 1/18 1/19 1/20 1/21 160
3rd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 6 6 36

1/22 1/23 1/24 1/25 1/26 1/27 1/28

4th Week 0800-1700 0800-1700 0800-1700 0800-1700 0800-1700

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 8 8 40

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
1/29 1/30 1/31 2/1 2/2 2/3 2/4

1st Week 0800-1900 0800-1900 0800-1900 0800-1900 0800-1900

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 10 10 10 10 10 50

2/5 2/6 2/7 2/8 2/9 2/10 2/11

2nd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 Scheduled Work 
Working Hours 8 8 8 6 6 36 Hours for 4 Weeks

2/12 2/13 2/14 2/15 2/16 2/17 2/18 160
3rd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 6 6 36

2/19 2/20 2/21 2/22 2/23 2/24 2/25

4th Week 0800-1500 0800-1700 0800-1700 0800-1700 0800-1700

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 6 8 8 8 8 38

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD
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Case 1 Cont’d 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)

2/26 2/27 2/28 3/1 3/2 3/3 3/4

1st Week 0800-1900 0800-1900 0800-1900 0800-1900 0800-1900

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 10 10 10 10 10 50

3/5 3/6 3/7 3/8 3/9 3/10 3/11

2nd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 Scheduled Work
Working Hours 8 8 8 6 6 36 Hours for 4 Weeks

3/12 3/13 3/14 3/15 3/16 3/17 3/18 160
3rd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 6 6 36

3/19 3/20 3/21 3/22 3/23 3/24 3/25

4th Week 0800-1500 0800-1700 0800-1700 0800-1700 0800-1700

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 6 8 8 8 8 38

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
3/26 3/27 3/28 3/29 3/30 3/31 4/1

1st Week 0800-1700 0800-1700 0800-1900 0800-1900 0800-1900

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 10 10 10 46

4/2 4/3 4/4 4/5 4/6 4/7 4/8

2nd Week 0800-1900 0800-1900 0800-1700 0800-1700 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 Scheduled Work
Working Hours 10 10 8 8 6 42 Hours for 4 Weeks

4/9 4/10 4/11 4/12 4/13 4/14 4/15 160
3rd Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 6 6 36

4/16 4/17 4/18 4/19 4/20 4/21 4/22

4th Week 0800-1700 0800-1700 0800-1700 0800-1500 0800-1500

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 8 6 6 36

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD NWD
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Irregular Work Schedule (Without OT) 

Case 2:  Employee must work 6 days (no NWD) in some weeks and longer hours towards the end 
and the beginning of the following month with Sunday as DRD.   

1) 8 hrs, 0800-1700, Recess 1200-1300 2) 9 hrs, 0800-1800, Recess 1200-1300
3) 6 hrs, 0800-1500, Recess 1200-1300 4) 5 hrs, 0800-1300, No Recess
5) 4 hrs, 0800-1200, No Recess

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1800 0800-1800 0800-1800 0800-1800 0800-1800 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 9 9 9 9 9 4 49

1/8 1/9 1/10 1/11 1/12 1/13 1/14
2nd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1300
Recess 1200-1300 1200-1300 1200-1300 1200-1300 N/A Scheduled Work 

Working Hours 8 8 6 6 5 33 Hours for 4 Weeks

160
1/15 1/16 1/17 1/18 1/19 1/20 1/21

3rd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1500
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 6 6 6 34

1/22 1/23 1/24 1/25 1/26 1/27 1/28
4th Week 0800-1700 0800-1700 0800-1700 0800-1700 0800-1700 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 8 8 8 8 8 4 44

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
1/29 1/30 1/31 2/1 2/2 2/3 2/4

1st Week 0800-1800 0800-1800 0800-1800 0800-1800 0800-1800 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 9 9 9 9 9 4 49

2/5 2/6 2/7 2/8 2/9 2/10 2/11
2nd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1300
Recess 1200-1300 1200-1300 1200-1300 1200-1300 N/A Scheduled Work 

Working Hours 8 8 6 6 5 33 Hours for 4 Weeks

160
2/12 2/13 2/14 2/15 2/16 2/17 2/18

3rd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1500
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 6 6 6 34

2/19 2/20 2/21 2/22 2/23 2/24 2/25
4th Week 0800-1700 0800-1700 0800-1700 0800-1700 0800-1700 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 8 8 8 8 8 4 44

DRD NWD

DRD

DRD

DRD

DRD NWD

DRD

DRD NWD

DRD NWD
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Case 2 Cont’d 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)

2/26 2/27 2/28 3/1 3/2 3/3 3/4
1st Week 0800-1800 0800-1800 0800-1800 0800-1800 0800-1800 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 9 9 9 9 9 4 49

3/5 3/6 3/7 3/8 3/9 3/10 3/11
2nd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1300
Recess 1200-1300 1200-1300 1200-1300 1200-1300 N/A Scheduled Work 

Working Hours 8 8 6 6 5 33 Hours for 4 Weeks
160

3/12 3/13 3/14 3/15 3/16 3/17 3/18
3rd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1500
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 6 6 6 34

3/19 3/20 3/21 3/22 3/23 3/24 3/25
4th Week 0800-1700 0800-1700 0800-1700 0800-1700 0800-1700 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 8 8 8 8 8 4 44

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)
3/26 3/27 3/28 3/29 3/30 3/31 4/1

1st Week 0800-1800 0800-1800 0800-1800 0800-1800 0800-1800 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 9 9 9 9 9 4 49

4/2 4/3 4/4 4/5 4/6 4/7 4/8
2nd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1300
Recess 1200-1300 1200-1300 1200-1300 1200-1300 N/A Scheduled Work 

Working Hours 8 8 6 6 5 33 Hours for 4 Weeks
160

4/9 4/10 4/11 4/12 4/13 4/14 4/15
3rd Week 0800-1700 0800-1700 0800-1500 0800-1500 0800-1500
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300

Working Hours 8 8 6 6 6 34

4/16 4/17 4/18 4/19 4/20 4/21 4/22
4th Week 0800-1700 0800-1700 0800-1700 0800-1700 0800-1700 0800-1200
Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 N/A

Working Hours 8 8 8 8 8 4 44
DRD

DRD

DRD NWD

DRD NWD

DRD NWD

DRD NWD

DRD

DRD
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Irregular Work Schedule (With OT) 

Case 1:  Employee is on a one-week TDY to support an event.  Average 40 hours per week 
exceeded by 7 hours which is considered OT.  Although no DRD the 3rd week, there are 4 DRDs in 
a 4-week schedule, thus, acceptable.   

1) 8 hrs, 0800-1645, Recess 1200-1245
2) 6 hrs, 0800-1445, Recess 1200-1245
3) 4 hrs, 0800-1200, No Recess

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total of the week TOTAL (4 wks)

1/1 1/2 1/3 1/4 1/5 1/6 1/7

1st Week 0800-1645 0800-1445 0800-1445 0800-1445 0800-1200

Recess 1200-1245 1200-1245 1200-1245 1200-1245 N/A

Working Hours 8 6 6 6 4 30

Overtime 0

1/8 1/9 1/10 1/11 1/12 1/13 1/14

2nd Week 0800-1445 0800-1645 0800-1645 0800-1645 0800-1200 0800-1645

Recess 1200-1245 1200-1245 1200-1245 N/A 1200-1245

Working Hours 6 8 8 8 4 8 42 Scheduled Work 

Overtime 2 2 Hours for 4 Weeks

160

1/15 1/16 1/17 1/18 1/19 1/20 1/21

3rd Week 0800-1645 1000-1900 1100-2000 0800-1645 0800-1645 0800-1645 0800-1645 OT Hours

Recess 1200-1245 1 hr 1 hr 1200-1245 1200-1245 1200-1245 1200-1245 7

Working Hours 8 8 8 8 8 8 8 56

Overtime 3 2 5

1/22 1/23 1/24 1/25 1/26 1/27 1/28

4th Week 0800-1645 0800-1645 0800-1445 0800-1445 0800-1200

Recess 1200-1245 1200-1245 1200-1245 1200-1245 N/A

Working Hours 8 8 6 6 4 32

Overtime 0

DRD NWD

DRD DRD

DRD
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Case 2: Employee is on TDY to support an exercise. Average 40 hours per week is exceeded by 
8 hours OT.   

1) 8 hrs, 0800-1700, Recess 1200-1300
2) 10 hrs, (a) 0600-1700, Recess 1200-1300 (b) 0800-1900, Reces 1200-1300
3) 7 hrs, 0800-1600, Recess 1200-1300
4) 4 hrs, 0800-1200, No Recess

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Total of the week TOTAL (4 wks)

10/2 10/3 10/4 10/5 10/6 10/7 10/8

1st Week 0800-1600 0800-1600 0800-1600 0800-1600 0800-1600

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 35

Working Hours 7 7 7 7 7 0

Overtime

10/9 10/10 10/11 10/12 10/13 10/14 10/15 Scheduled Work

2nd Week 0800-1200 0800-1700 0800-1700 0800-1600 0800-1600 0800-1900 6000-1700 50 Hours for 4 Weeks

Recess DRD 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 4 160

Working Hours 4 8 8 7 7 10 10 (8 hours holiday pay)

Overtime 4 Holiday pay

OT Hours

10/16 10/17 10/18 10/19 10/20 10/21 10/22 8

3rd Week 0600-1700 6000-1700 6000-1700 6000-1700 40

Recess 1200-1300 1200-1300 1200-1300 1200-1300 0

Working Hours 10 10 10 10

Overtime Travel Day

10/23 10/24 10/25 10/26 10/27 10/28 10/29

4th Week 0800-1600 0800-1600 0800-1600 0800-1600 0800-1600 0800-1200 35

Recess 1200-1300 1200-1300 1200-1300 1200-1300 1200-1300 NWA 4

Working Hours 7 7 7 7 7 4

Overtime 4

DRD

Birthday 
Holiday

DRD

DRD NWD

NWD




