Compensatory Time for Travel Worksheet

For Non-Local Travel  

Employee Name:  
                          
   
Travel Dates for Comp Time:   

                         
    
	Time Periods
	Actual Time

	Net Time


	Part I – Travel to TDY Station
	
	

	Travel from home* or office to terminal

 *Time spent traveling from home to a transportation terminal that is within 50 miles of the employee’s official worksite is not creditable.
	
	

	Time waiting at terminal 

	
	

	- Additional time due to delay or cancellation of scheduled flight/train, if applicable

	
	

	Travel time from first terminal to the next one

	
	

	Time between flights/trains, if applicable

	
	

	Travel time from second terminal to the next one, if applicable

	
	

	Time at final terminal and travel from terminal to final destination 

	
	

	
	
	

	Part II – Travel from TDY Station 
	
	

	Travel from hotel or worksite to terminal and time waiting at terminal 

	
	

	- Additional time due to delay or cancellation of scheduled flight/train, if applicable

	
	

	Travel time from first terminal to the next one

	
	

	Time between flights/trains, if applicable

	
	

	Travel time from second terminal to the next one, if applicable

	
	

	Time at final terminal
 
	
	

	Travel from terminal to final destination* 

*Time spent traveling from a transportation terminal that is within 50 miles of the employee’s official worksite and their home  is not creditable.
	
	

	Total
	
	


Reduce the total hours by:

a.  
Time that overlaps regular duty hours.
b.  
Personal time for rest, sleep, etc. during usual waiting period.  Any additional time beyond the usual waiting period of 2 hours for domestic or 3 hours for international flights.
c.  
Regular commuting time for trips to and from the initial and final departure terminal and home.

Supervisor’s signature/date*
*indicates earned comp time for travel was reviewed and approved.
(Front side)

 Footnotes
�  Record the local time in 15-minute increments; times should the same as the times used for completing the associated travel voucher


 


�  Record the net (elapsed) creditable time after any adjustments; recorded in 15-minute increments





�  Reduce time by the amount for employee’s regular commute time to his/her office (which is ______________) and by the amount that overlaps regular duty hours


 


�  Actual time at terminal (not to exceed 2 hours); includes time waiting in line to check in, but not in the parking lot or traveling from the parking lot to the terminal; reduce time by the amount that overlaps regular duty hours





�  Reduce time by the amount that overlaps regular duty hours





�  Reduce time by the amount that overlaps regular duty hours





�  Actual time at terminal (not to exceed 2 hours); reduce time by the amount that overlaps regular duty hours; if flight/train is cancelled, waiting time may be credited up to the time that the employee is notified or becomes aware of the cancellation (time of notification: ______________); travel time to and from a hotel may be credited for an overnight stay





�  Reduce time by the amount that overlaps regular duty hours; when more than 1 intervening stop is involved, insert additional rows below this one 





�  For picking up baggage, making transportation arrangements, and travel time to the hotel or work site; reduce time by the amount that overlaps regular duty hours





�  Actual time at terminal (not to exceed 2 hours); reduce time by the amount that overlaps regular duty hours





�  Reduce time by the amount that overlaps regular duty hours





�  Reduce time by the amount that overlaps regular duty hours





�  Reduce time by the amount that overlaps regular duty hours; if flight/train is cancelled, waiting time may be credited up to the time that the employee is notified or becomes aware of the cancellation (time of notification: ___________________); travel time to and from a hotel may be credited for an overnight stay





�  When more than 1 intervening stop is involved, insert additional rows below this one which duplicate periods 4 and 5





�  For picking up baggage and making transportation arrangements; reduce time by the amount that overlaps normal duty hours





�  Reduce time by the amount for employee’s normal commute time from his/her office to home, that overlaps normal duty hours
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