[bookmark: _GoBack][bookmark: OLE_LINK3][bookmark: OLE_LINK4]REQUEST FOR COMPENSATORY TIME FOR NON-LOCAL TRAVEL – AIR/TRAIN/BUS

Traveler’s Name & Work Hours: __________________________________________ TDY Station: _______________ Date(s): ___________

	PART I – TRAVEL TO TDY STATION
	ACTUAL TIME*
	NET TIME**

	Travel from home to a terminal that is more than 50 miles from office (must reduce time by the amount of employee’s regular commute time to his/her office) or
Travel from office to terminal
	
	

	Time waiting at terminal (include all time waiting at the terminal but not in parking lot nor traveling from parking lot to terminal; total time at terminal not to exceed 2 hours for domestic travel or 3 hours for international flight for any reason)***
	
	

	Travel from first terminal to next
	
	

	Time between flights/trains/buses, if applicable (total time at terminal not to exceed 2 hours for domestic travel or 3 hours for international flight; if flight is canceled may include travel time to and from hotel for overnight stay)***
	
	

	Travel time from second terminal to next, if applicable
	
	

	Time at final terminal and travel from terminal to final destination (picking up baggage, making transportation arrangements, and travel time to hotel or worksite)
	
	

	PART II – TRAVEL FROM TDY STATION
	
	

	Travel from hotel or worksite to terminal (include time to drop off vehicle, if applicable)
	
	

	Time waiting at terminal (include all time waiting at the terminal; if flight is canceled may include travel time to and from hotel for overnight stay; total time at terminal not to exceed 2 hours for domestic travel or 3 hours for international flight for any reason)***
	
	

	Travel from first terminal to next
	
	

	Time between flights/trains/buses, if applicable (total time at terminal not to exceed 2 hours for domestic travel or 3 hours for international flight; if flight is canceled may include travel time to and from hotel for overnight stay)***
	
	

	Travel time from second terminal to next, if applicable
	
	

	Time at final terminal (picking up baggage, include time waiting in line but not in parking lot nor traveling from terminal to parking lot)
	
	

	Travel to home from terminal that is more than 50 miles from office (must reduce time by the amount of employee’s regular commute time to his/her office) or 
Travel to office from terminal
	
	

	TOTAL HOURS****
	



*All hours are to be recorded in 15-minute increments and should be same times used for completing the associated travel voucher.
**Reduce time by the amount that overlaps regular duty hours; record creditable time after any adjustments in 15-minute increments.
***Waiting time for delayed or canceled flight/train/bus is credited up to the time the employee is notified of the cancellation; in addition per HQ, the maximum creditable waiting time at the terminal, for whatever reason, is 2 hours for domestic travel or 3 hours for an international flight.
**** Per OPM, when an employee travels at a time other than the time selected by the agency, the agency must determine the estimated amount of time in a travel status the employee would have had if the employee had traveled at the time selected by the agency.  The agency must credit the employee with the lesser of (1) the estimated time in a travel status the employee would have had if the employee had traveled at the time selected by the agency, or (2) the employee’s actual time in a travel status at a time other than that selected by the agency.
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