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COMPENSATORY TIME OFF FOR TRAVEL

DOCUMENTATION PROCEDURES

A.  General Information
1.  The Federal Workforce Flexibility Act of 2004 Section 203 amended Subchapter V of Chapter 55 of Title 5, United States Code (U.S.C.) by adding Section 5550b. Section 5550b authorizes the accrual and usage of a new compensatory time category for time spent in a travel status, which is not otherwise compensable. The Office of Personnel Management (OPM) implemented this new provision effective January 28, 2005.  

2.  The new compensatory time-off provision applies to exempt as well as non-exempt employees. However, certain categories of employees are specifically excluded (e.g., prevailing rate employees, individuals holding teaching positions as defined by Section 901 of Title 20, U.S.C., members of the Senior Executive Service).

3.  Official travel shall be scheduled to occur during an employee’s tour of duty, consistent with mission requirements.  Only in cases where this is not practicable will employees earn entitlement to compensatory time off for travel.

 4.  To qualify for this purpose, travel must be officially authorized, that is, travel must be for work purposes and must be approved by an authorized official.  The travel includes only the time actually spent traveling between the official duty station and a temporary duty station, or between two temporary duty stations, and the usual waiting time that precedes or interrupts such travel.

5.  Unlike compensatory time earned for other reasons, accrued compensatory time off for travel must be used by the end of the 26th pay period after the pay period in which it was earned.  The time will not convert to overtime payment but will be forfeited.  There are few exceptions to this restriction.  
6.  Unused compensatory time off for travel will also be forfeited when the employee separates from Federal service (resignation/retirement/termination), and/or transfers to another agency.

7.   The automated timecard system accommodates this change by coding compensatory time, “CB” for travel compensatory time earned and “CF” for travel compensatory time used.  The activities that have maintained manual records since January for travel compensatory time should submit corrected timecards to bring all travel compensatory time records into the Defense Civilian Pay System (DCPS).   NOTE:  manual recordkeeping is replaced by the automated timecard system.
B.  Procedures for Crediting Compensatory Time Off for Travel

1.  An employee shall request credit for compensatory time off for travel by providing documentation of the time that he/she spent in an official travel status, including any meal periods.

2.  Within five workdays after returning to the official duty station, the employee must submit his/her travel itinerary, or any other documentation acceptable to the employee’s supervisor, in support of the request.  Credit will be in increments of one-tenth of an hour (six minutes) or one-quarter of an hour (fifteen minutes) in accordance with the Component’s internal standard for crediting time.

3.  For every 8 ½ hours of creditable compensatory time off claimed by the employee, the supervisor will deduct ½ hours as a bona fide meal period.  The only exception is a situation in which the employee is continuously traveling in a conveyance (aircraft, train, automobile); in this situation, the automatic deduction of ½ hour does not apply.  Apart from the automatic deduction, any meal period reported by an employee will be deducted from creditable time.
C.  Procedures for Using Compensatory Time Off for Travel
1.  An employee must request permission from his or her supervisor to schedule the use of accrued compensatory time off.  The employee may submit his or her request on OPM Form 71, Request for Leave or Approved Absence.
Any questions at this time on this entitlement should be directed to your Personnel Advisor in the CPAC.  Time card questions should be directed to Ms. Patty Catello, DRM, CSR - at 938-6508. 
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