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DLA FORM 1964, OCT 2017
HOURS OF DUTY WORK SCHEDULE REQUEST
Prescribed by:  DLAI 1422.02
Sponsor:  J1
REPLACES DSCP FORM 5134, WHICH IS OBSOLETE
4.  I request the following work schedule with the understanding that, once approved, this schedule will remain in effect unless or until I change it during subsequent open season period or management alters it based upon the terms described within the hours of duty provision. 
SCHEDULE TYPE / FEATURES
MY SELECTION
STANDARD WORK SCHEDULE8  work hours per day, 5 workdays per week;unchanging arrival and departure times;non sign-in/out requirements; andno "flexing" of the lunch break.
5-4-9 COMPRESSED WORK SCHEDULEeight 9-hour work days, one 8-hour workday, and one day off per pay period;unchanging arrival and departure times;no sign-in/out requirements; andno "flexing" of the lunch break.
4-10 COMPRESSED WORK SCHEDULEfour 10-hour work days, and two days off per pay period;unchanging arrival and departure times;no sign-in/out requirements; andno "flexing" of the lunch break. 
FLEXIBLE EIGHT HOUR SCHEDULE8 work hours per day, 5 workdays per week;daily varying arrival and departure times;sign-in/out required; andlunch break may be "flexed." 
MAXIFLEX SCHEDULE8 to 10 work hours per day;daily varying arrival and departure times;sign-in/out required; andlunch break may be "flexed." 
DESIGNATED START TIME (Between 0600 and 0900):
DESIGNATED START TIME (Between 0600 and 0830):
DESIGNATED START TIME (Between 0600 and 0730):
SCHEDULE MATRIX FOR COMPRESSED AND MAXIFLEX SCHEDULESEmployees electing compressed or Maxiflex schedules must complete the matrix below.  Scheduled work hours for full time employees must total 80. Indicate your workdays, the number of hours you plan to work on those days, and any regularly scheduled day(s) off from work. 
DAY 1
SUNDAY
DAY 2
MONDAY
DAY 3
TUESDAY
DAY 4
WEDNESDAY
DAY 5
THURSDAY
DAY 6
FRIDAY
DAY 7
SATURDAY
DAY 11
WEDNESDAY
DAY 10
TUESDAY
DAY9
MONDAY
DAY 8
SUNDAY
DAY 12
THURSDAY
DAY 13
FRIDAY
DAY 14
SATURDAY
REMINDERS:
1)  Employees may be temporarily removed from compressed or maxiflex work schedules for no less than one full pay period in order to accommodate      training or TDY needs/schedules.
2)  All employees must be scheduled to work during the core hours of 0900 - 1100 and 1300 - 1500 hours.  Employees scheduled to work less than 8.5 hours and using a start time before 0630 hours may need to extend the lunch break so that these core hours can be met. 
3)  "Flexing" lunch means voluntarily extending the break beyond its normal length without charge to leave, but making up the time by extending the workday by the same account. 
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