Per Office of Personnel Management memorandum dated Jan 27, 2005 Subject:  Compensatory Time Off for Travel, employees entitled under the regulations who perform official authorized travel are entitled to compensatory time off for travel.
COMPENSATORY TIME FOR TRAVEL

Employee name:__________________________
SSAN:    
Normal Tour of Duty  Hours______________ 
Departure Date_______________
Return Date_____________

Departure Time_______________     Return Time____________






Total travel time hours
________________

Adjust for time not allowed:
Travel time within regular working hours



_________________
Normal commuting time from home-to-work/work-to-home
_________________

Meal periods







_________________
Time used for personal purposes




_________________

(sleeping, shopping, sightseeing, etc)



Compensatory time off for travel allowed



________________
Employee signature:                                                               Date:
Approver Signature:                                                               Date:

Approver must be a T&A certifying official.
Directorate of Resource Management does not need to maintain a copy of this document.  It should be maintained with the time and attendance files.
