DEPARTMENT OF THE AIR FORCE
PACIFIC AIR FORCES

19 January 2018

MLC LETTER NO. 1-18 FOR CONTRACTING OFFICER’S REPRESENTATIVES
CONTRACT NO. DA-92-557-FEC-28000
(MASTER LABOR CONTRACT)

FROM: 374 CONS
Unit 5228
APO AP 96328-5228

SUBJECT: Employee Birthday Holiday
1. References:
a. MLC, Chapter 5, paragraph 8.
b. MLC, Chapter 5, paragraph 9.
c. MLC, Chapter 6, paragraph 2c.
d. MLC, Chapter 6, paragraph 7.
e. MLC, Chapter 7, Sectio‘n A, paragraph 4a.
f. Standing Instructions to CORs, Chapter 5, paragraph 9a(2).

2. Beginning 1 April 2018, MLC Employees are granted a holiday on their birthday in
accordance with reference 1d.

3. In the event the employee’s birthday falls on a non-workday, rest day or one of the
other holidays provided in reference 1d, the workday nearest the birthday will be
designated as a birthday holiday. If two workdays are equidistant, the earlier day will be
taken. For example, if an employee’s birthday falls on Saturday, his/her birthday
holiday is Friday; if an employee’s birthday falls on Sunday, his/her birthday holiday is
Monday. ‘

4. Employees who are required to work on their birthday holiday as part of their
regularly scheduled workday for mission requirements will be paid at the holiday rates
for actual hours worked in accordance with reference 1b. Employees who are required
to work on their birthday holiday in excess of the regularly scheduled work hours will be
paid at the overtime rates in accordance with reference 1a. Birthday holiday starts from
00:00 on the day designated as the birthday holiday and ends at 24:00 on the same
day.



5. As exceptions to the above, the followings apply to intermittent shift employees in
reference 1c:

a. An employee who works on his/her birthday holiday, as a regularly scheduled
workday/period shall be authorized holiday pay. The holiday pay hours will be
computed as the number of hours in attendance (i.e., total hours spent at work) on the
date of birthday holiday, times 2/3 in accordance with reference 1f.

b. An employee who works in excess of regularly scheduled work hours on his/her
birthday holiday shall be authorized overtime pay for actual hours worked on the date of
birthday holiday in accordance with reference 1a.

6. Supervisors of MLC employees are informed of employee’s date of birth through use
of annual leave schedule which employees submit prior to 1 February of each year or
within one month of hire as applicable in accordance with reference 1e, or by any other
means.

THOMAS.STEVEN. Ditalysigned by

THOMAS. STEVEN.MICHAEL 12
MICHAEL.1240387 40387332
332 Date: 2018.01.19 14:3401

STEVEN M. THOMAS
Contracting Officer

ELECTRONIC
DISTRIBUTION
APAJ-GA-CP
APAJ-JA
CNFJ/N10
CMFJ/HNSO
5AF/A1
APAJ-RM-C
USFJ/J06
USFJ/J14
MOD




HEADQUARTERS

UNITED STATES FORCES, JAPAN
APO AREA PACIFIC 96328-5068

INDIRECT HIRE AGREEMENT 19 January 2018
LETTER NO. 1-18

Subject: Employee Birthday Holiday
1. References:
a. Supplement #8, paragraph 2c.
b. Supplement #8, paragraph 8.
c. Supplement #10, paragraph 4.
d. Supplement #11, paragraph 8.
e. Supplement #11, paragraph 9.

2. Beginning 1 April 2018, IHA Employees are granted a holiday on their birthday in
accordance with reference 1b.

3. In the event the employee’s birthday falls on a non-workday, rest day or one of the
other holidays provided in reference 1b, the workday nearest the birthday will be
designated as a birthday holiday. If two workdays are equidistant, the earlier day will be
taken. For example, if an employee’s birthday falls on Saturday, his/her birthday
holiday is Friday; if an employee’s birthday falls on Sunday, his/her birthday holiday is
Monday.

4. Employees who are required to work on their birthday holiday as part of their
regularly scheduled workday for mission requirements will be paid at the holiday rates
for actual hours worked in accordance with reference 1e. Employees who are required
to work on their birthday holiday in excess of the regularly scheduled work hours will be
paid at the overtime rates in accordance with reference 1d. Birthday holiday starts from
00:00 hours on the day designated as the birthday holiday and ends at 24:00 on the
same day.

5. As exceptions to the above, the followings apply to intermittent shift employees in
reference la:

a. An employee who works on his/her birthday holiday, as a regularly scheduled
workday/period shall be authorized holiday pay. The holiday pay hours will be
computed as the number of hours in attendance (i.e., total hours spent at work) on the
date of birthday holiday, times 2/3.



b. An employee who works in excess of regularly scheduled work hours on his/her
birthday holiday shall be authorized overtime pay for actual hours worked on the date of
birthday holiday in accordance with reference 1d.

6. Supervisors of IHA employees are informed of employee's date of birth through use
of annual leave schedule which employees submit prior to 1 February of each year or

within one month of hire as applicable in accordance with reference 1c, or by any other
means.

FOR THE COMMANDER

C%NSOLACION B. SUSUICO

IHA Administrator
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Employee Birthday Holiday Guidance (Q&A) Issued by HQ USFJ/J14
as of 19 January 2018 (and as updated on 21 June 2018)

0O & A for Employee Birthday Holiday, effective 1 Apr 2018

1. How to Request — How will the supervisor judge that it is a holiday?
DOIRMDAE - EBEBFEDLSICHALLHIRT H2DOMN?

Q1: How will supervisors know each employee's birthday? Does the supervisor have to
obtain information in advance on the employee’s date of birth?
BEBEBEFEDLSICLTREEDHERZMAENTELON? EEENHOoMLOME
BOREALDOINDEHEAFTHOMN?

Al: To ensure that supervisors are aware of the employee’s Birthday Holiday, leave
schedule shall indicate the employee’s Birthday Holiday as “BH” in the annual leave schedule
which employees submit to supervisor prior to 1 February or within one month of the date of hire
as applicable IAW paragraph 4a, Section A, Chapter 7 of the MLC Standing Instructions and
paragraph 4a, Section B, Procedures to IHA Supplement #10, or by any other means such as
by email, verbal communication, etc..

MEEE, BXERETEAT 4 a RUEMEFIBHHFREXMEEZ 1 0DBHI 4 a DRTE
[CHELy, BFE2A1BETICREERSA =B o—7 AURNICEEERICTIRE T 5 EDEEIC
XY DERKBRFERIC BH] OESZAVTHABDHRAZELAL. RIFE A —ILFE LA
BFEOFRICEY. RXEALEBOUBEZEEEICHLEDBDET S,

Q1-1: How about the employees whose birthday is 1 January to 31 January? If the
Annual Leave Schedule is submitted by 1 February, the supervisor would have to approve it
after the fact for the January birthdays. Can the submission due date be moved to the previous
year to approve the schedule prior to the new year?

HEBN 1B 1BLNLST1HAST1HETORERIIESITHION? HKBFERDREEN2 A
1TEBETEWVNSZEIF, 1AICHREBEADZDHEEICOVTIE, REBOHB FZIWMEFEIC
BT BHEIThED, FIBENBESRICKBRFERFTIRHESED Z EIETREMN?

Al-1: Since the Employee Birthday Holiday is effective from 1 April 2018, supervisors
would not be approving the subject holiday in January, February, and March 2018.
HXEXEBOMBIFZ2018FE4 A1 BAREMBELS=0. 2018FEND 1A, 2A. SAH®
REBOMBZEFERERT S EFARLN,

Q2: How shall supervisors control employees' schedule? Especially, when US supervisors
frequently turn over.
BEEBEEEDLSICLTREEDRY Da—LEBEITNELLD? HITKEAEEED
KOICEEETRELTLESIHEFESTHDH,

A2: As itis explained in Al above, an employee will report his/her date of birth on Annual
Leave Schedule, etc. The supervisor or admin staff should keep a file of when the employees’
birthdays (month and day only) are for planning purposes, thereby eliminating any missed
birthdays just because there’s a change in the supervisor.

ERATDERY., HREEBRFEMBTFELRFZFEAL TCECOREBZEBEICHLOE S,
EEENERICH - EETHLHEBENREAZEN-YREZLE LY LGEWEL S, BEEE
XE7FTORE Y IEREEDHER (ARVBADOHA) Z77A4ILICEEL, SHEZILTS
tnET 5,



Employee Birthday Holiday Guidance (Q&A) Issued by HQ USFJ/J14
as of 19 January 2018 (and as updated on 21 June 2018)

Q3: Is the employee required to submit some kind of certificate? If it is self-reporting, how
can the supervisor verify the dates are accurate?
AANMENL o DFIBAEZRET OVELNHHDON? BEBRELLETHE, BEEEEFEDK
SICLTELWARZHEETEZHDOMN?

A3: Basically it is self-reporting and no proof is required; however, if supervisors wish to
ensure that the reported birthday is accurate, supervisors can do so by contacting CPS/HRO, by
checking employee’s health insurance card with the employee’s consent, or by checking the
supervisor's copy of the PAR.

EXWMICIIECRETHAEADRARIBEL LGEVAD, HXEITL>TRESK-FEBNE
HETHAMWEBENERLE-WGEIX. AFRICERZIMS. EXBEDOREZH TRERRIREL
THERT L. SIVEABHEERENEEEREE CTHRET IZFDHENH D,

Q4: What if the supervisor approves the schedule without checking the employee’s actual
birthday and the employee had marked his/her own desired date and took a holiday?

HLREEHNBLLETCHFHRAEBDHBE LTREAL, EBENKEEDHEBZHRETIC
PEZEERBELELESIBIZDON?

A4: The employee’s birthday holiday will still be the day set by the MLC/IHA provisions, not
his/her own desired date. Same answer as A2 and A3 above; the supervisor or admin staff
should confirm the employees’ date of birth as necessary, and keep a file of when the
employees’ birthdays (month and day only) are for planning purposes, thereby eliminating any
missed birthdays.

HEEDHEABDORB FEARFTHRIRVCHEREFBHBHICRHECIYEDONTNSHABI
BTY., REXEEDELHATEAL, LEEA2ERVAZDERLY., BEEEXEITFI VA2 YT
HEEDOHRLER (ARUVBEDH) ZREICIECTHEREDOL, J74IIVICEELTHEZITS
CEICKY, BEBZETENLYRZBELEYLGEVWLSBET 5.

Q5: Is there a document to submit to the supervisor similar to a leave request when taking a
Birthday Holiday?
REBOBRBZWMET AIHY. KBRBEOLSICEBEICIRET 2EHETHLIMN?

A5: No, leave request is not required.

RERfE DR (FHEE LAY,

2. How to Handle Holiday Pay.
MBHEDOEIR LDV,

Q6: When US holidays fall on Saturday/Sunday, holiday policy letter has been issued by
MLC Contracting Officer and IHA Administrator which addresses the handling of
holiday/overtime pay. Will policy of birthday holiday (alternate day-off) be included in the same
letter?

RKEOHMENLE BELELGDGEEEF. ZWELSERVIHATEENL LI —AEHS
. SR/ HENSBROBRWVICOVWTHREN S, EXEHEBOHA (KKB) 12D
LE—IZEENEDM?



Employee Birthday Holiday Guidance (Q&A) Issued by HQ USFJ/J14
as of 19 January 2018 (and as updated on 21 June 2018)

A6: MLC Letter No. 1-18 and IHA Letter No. 1-18 are the policy for the birthday holiday,
which shall be retained for future references.

MLCLA—1-18RUIHALA—1-18NLYZMBADLA—LLEZNDT. SEBOE-HEF
EITDHEDEEINT-LY,

Q7: When itis necessary to report to work for operational reasons, will holiday pay be paid
similar to working on US holidays?

EHLHHNDELGZE, REOREDOHE ERHROIILLNESNLEDH?

A7: Yes.
[Eiy,

Q8: What if the employee refuses to take a holiday on his/her birthday and reports to work?
HEENHREHDKRBAZEGLEHLIBEEESHLH0M?

A8: Only when a supervisor instructs his/her employees to report to work on non-work day,
rest day, or holiday for operational reasons, the employees will be paid at the holiday and/or
overtime rates for those hours actually worked. Other than above cases, supervisor should not
direct employees to report to work and deny his/her holiday and overtime rates.

EEEMEEICH LT, EHLOEAICLY, HBZELLGVA, KB, XEIHRNBICEHT
Stz LEHENH. RRICHV-FERICIE C TRAEBIIIHENASFHRIIIES
5. BEEEIEBRLOBEHRUSNOEHTEHBZG LHINETIEHE L, SBHEORENSHFEN
X#EEINd I EFEL,

3. Observance of Birthday Holiday.
HEBDODHBDIREZIZDOLNT,

General Rule: When the birthday falls on a non-workday, rest day or one of the US holidays,
the workday nearest the birthday will be designated as the birthday holiday. (Example: For an
employee whose non-work day is Saturday and rest day is Sunday, and when his/her birthday
falls on Saturday, his/her birthday holiday will be Friday and when his/her birthday falls on
Sunday, his/her birthday holiday will be Monday).

BE:  REBLHFHZELLGVE, KB, XKEOHBAELG - =156, EEOFHBHA ZHE4ER
DOHBET D, il : LEAHLEFHZFZELALAVE, HEANMAEORESDZES. EBAHLL
BRALELG-HGAEFENMOSEANREBORBLELY ., HEBLNBEBLELG S BEE
BARAEANEEBOHRB LG D, )

Q9. When the birthday falls on a US holiday, which holiday will be moved?
RKEOHB EHREANELG S HEEELLEZEBET HOMN?

A9: In accordance with paragraph 7(4), Chapter 6 of the MLC Standing Instructions and
paragraph 8a(4) of the Procedures to IHA Supplement #8, a US Holiday is observed as holiday
and the Birthday Holiday will move to the nearest work day or earlier workday.



Employee Birthday Holiday Guidance (Q&A) Issued by HQ USFJ/J14
as of 19 January 2018 (and as updated on 21 June 2018)

EXERFEOETH (4) RUHMESIHHNFREIMEESHE 8 a (4) DREITHKL
KEOHRAFHRAELE LT, REBDEEADHBANREBDOHRB L LTHEEE LS,

Q10. As an extreme case, what if a US holiday falls on employee’s non-work day or rest
day, and also falls on his/her birthday?
BiRGEH&E LT, REBOHHFZELLAVBEXIARBIZHEN ALY, BICREBLEL -1
BRIEE I’ M.

A10: In accordance with paragraph 7(4), Chapter 6 of the MLC Standing Instructions and

paragraph 8a(4), Procedures to IHA Supplement #8, a US Holiday is observed as holiday and
the Birthday Holiday will move to the nearest work day or earlier workday, and then the
employee’s non-work day or the rest day will be changed to a different day in accordance with
paragraph 7(1), Chapter 6 of the MLC Standing Instruction and paragraph 8a(1), Procedures to
IHA Supplement #8.
EXETEGETH (4) RUHEEBIBHHIFREAXMEEZES8E8a (4) OREICHK-T
KXEOHBEFRA L LT, REBOEROFEHANZEBDOHB L LTEHEESIN, SHITER
HREETH (1) RUHEHMEFIBHHNFREXHEEZES8E8a (1) OREICH > THRE
BEOHBEZELLGTVEAXIIHRBEAOBIC—RHUICEEINLILDET S,

Q11. When the birthday falls on year-end and new year’s holidays, year-end will be taken
within the year, and new year’s will be taken in the new year?

ERFIROVBEELH-I5E. HEBINFERDSEEILFEIL. FRDGESIEIBRANER LY
5DM?

All: In accordance with paragraph 7(4), Chapter 6 of the MLC Standing Instructions and
paragraph 8a(4), Procedures to IHA Supplement #8, the Birthday Holiday will move to the
nearest work day or earlier workday. For example, for an employee whose birthday is 31
December, 28 December becomes his/her Birthday Holiday. Similarly, for an employee whose
birthday is 1 January, 4 January becomes his/her Birthday Holiday.

BEAXEFSEETH (4) RUBKEFEBNFTHREXMEESE 8 a (4) DIRFEITHL.
HEBOEEDFBHAXKWNE2 DOFEBAINEETHASETREVANEEBDHRB L LTE
Fashd, FIZE HEEOHEBN 1283 1HDOEEIE. 12828 BNHEBDOHEE
BY, #BEEN1A1BDEEIF1 B4/ EREBOHRB ELS,

4. Employees on intermittent work shifts.
X BB DMRERIZDOIT,

Q12: How about employees who are on intermittent work shifts?
RSB 7 FOREEDHEBDHRAIXE SHSM?

Al2: Treatment of Birthday Holiday is as same as the cases of other US holidays. For
more detail, please refer MLC Letter 1-18 or IHA Letter 1-18.
HEXREHE S T FOREEDREBOHRBORY KWL, ZOMORKEOHBDIZE LREL
THd, FMIZOLWTIEIMLCLA—1-18RUFIHALA—1-18%8BTHI L,



Employee Birthday Holiday Guidance (Q&A) Issued by HQ USFJ/J14
as of 19 January 2018 (and as updated on 21 June 2018)

5. Others.
Z D,

Q13. How will the Birthday Holiday be annotated on the Time and Attendance record and/or
Payroll sheet?
HEXEREBDOHAIE, 24 LO—F BERREH) ©PRAO—-)ILP—FLEICEDELSICRES
nednmM»?

A13. Code "BH" will be used for both Time and Attendance record and Payroll sheet.
BALY— b (BERH) . RMA—)Lo—rEBIT. [BHI ERBATHI L,
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