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REQUEST FOR COMPENSATORY TIME 
OFF FOR TRAVEL 

 

Please read the instructions on the back of this form before completing.  Submit this 
form to your supervisor with your travel itinerary and travel voucher within 5 
workdays after returning to the official duty station. 

1. NAME (Last, First, Middle Initial) 
 

 
2. DATE SUBMITTED  

 
3. ORGANIZATION AND OFFICIAL DUTY STATION 

  
4. REGULAR WORK SCHEDULE 
(Days & Hours, e.g., M-F 8:00 AM – 4:30 PM) 

 
5. ITINERARY 6. COMPENSATORY TIME FOR 

SUPERVISOR’S 
USE ONLY 

a. YEAR   

Date Time 

b. ACTIVITY/PLACE (Home, Office, Airport, 
TDY Location, Type of Activity, City and 

State, City and Country, etc.) 

a. NON-DUTY 

HOURS 
 

b. NON-CREDITABLE TIME 

DEP 

 

 

 

  1. COMMUTE 
TIME 2. MEAL 

DURATION 3. UNUSUAL 
WAITING TIME 
(See Item 8)  

c. TOTAL 

TIME 

REQUESTED 

 

7.  AMOUNT OF 

COMPENSATORY 

TIME APPROVED 

ARR 
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8. COMMENTS FOR UNUSUAL WAITING TIME 9. TOTAL HOURS EARNED  

a. DATE b. NATURE OF WAITING TIME c. SUPERVISOR'S COMMENTS 

   

   

   
10. EMPLOYEE SIGNATURE 

 
11. DATE 

 
12. SUPERVISOR 

a. NAME,  TITLE, AND ORGANIZATION 

 
b. SIGNATURE 

 
c. DATE 
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INSTRUCTIONS 
REQUIRED ATTACHMENTS:   

1. Copies of all travel itineraries, travel orders/authorizations and 
amendments, as applicable. 

2. Other attachments will be as directed by the supervisor. 

 

DATA ELEMENTS: 
ITEM 1 – NAME 

Enter the name of the employee who has traveled and is requesting 
the compensatory time. 

ITEM 2 – DATE SUBMITTED 

Enter the date the form is being submitted. 

ITEM 3 – ORGANIZATION AND OFFICIAL DUTY STATION 

Enter the position organization and duty station information for the 
employee’s official position of record.  Position organization information may be 
found in item 22 of the Standard Form 50, “Notification of Personnel Action” 
(NPA).  The duty station information may be found in item 39 of the NPA. 

 

ITEM 4 – REGULAR WORK SCHEDULE 

Enter the days and hours of the employee’s regularly scheduled 
administrative workweek established under 5 CFR part 610.  For example, M-F 
8:00AM - 4:30PM.  A regular work schedule includes a work schedule which may 
have been temporarily adjusted, at the supervisor’s discretion, to facilitate 
attending the event(s) requiring travel. 

ITEM 5 – ITINERARY 
 

5.a. YEAR/DATE/TIME 

 Enter the calendar year, the date(s) and local time each activity was 
taken.  Enter the date in MM/DD format (e.g., 02/05; 8:00PM).  When travel 
involves two or more time zones for one leg of travel, the time zone from the point 
of first departure shall be listed for each entry.  This time zone will be used to 
determine whether travel was performed during regular working hours.  For 
example, travel commencing from a location in the eastern time zone but ends in 
a location in the pacific time zone will reflect the eastern time zone for departure 
from the official duty station (which includes the local commuting area) and arrival 
at the temporary duty station.  For the return leg of the trip, the entries will reflect 
the pacific time zone for departure from the temporary duty location and arrival at 
the official duty station. 
 
5.b. ACTIVITY/PLACE 

 Provide details of the place for each corresponding activity taken (e.g., 
depart from home, depart from office, arrive at airport, arrive at home, etc.). 
 

ITEM 6 – COMPENSATORY TIME 

All hours will be entered in 15 minute increments, i.e., 15 minutes = 0.25; 30 
minutes = 0.50; 45 minutes = 0.75; 60 minutes = 1.00. 

6.a. – NON-DUTY HOURS 

 Enter the number of hours spent outside of the employee’s regularly 
scheduled administrative workweek during which the employee is not scheduled 
to work.   
 

6.b. – NON-CREDITABLE TIME 

 

6.b.1. COMMUTE TIME 

 Enter the number of hours involving travel between home and a 
transportation terminal within the limits of the official duty station.  If traveling 
directly between home and a temporary duty station outside the limits of the 
official duty station, enter the number of hours the employee would have spent in 
a normal home-to-work and work-to-home commute.  See 5 CFR § 550.1404(c) 
and 5 CFR § 550.1404(d) for commute time that is not creditable. 

 
6.b.2. MEAL DURATION 

 Enter the number of hours the employee spent observing a bona fide 
meal period during which the employee was excused from job duties to eat or  

 

engage in permitted personal activities.  Supervisors will automatically deduct ½ 
hour as a bona fide meal period for every 8 ½ hours of creditable compensatory 
time off claimed by the employee for each leg of travel, or any bona fide meal 
period(s) reported by the employee, whichever is greater.  The bona fide meal 
period deduction does not apply to a situation in which the employee is 
continuously traveling in a conveyance (e.g., aircraft, train, automobile, etc.).  

 

6.b.3. UNUSUAL WAITING TIME 

 Enter the number of hours where the employee is free to rest, sleep, 
or otherwise use the time for his or her own purposes.  These hours must be 
outside of the employee’s regular working hours.  Enter comments for the unusual 
waiting time in item 8 below. 

 

6.c. – TOTAL TIME REQUESTED 

 Enter the total number of requested compensatory hours.  The total 
amount is computed as follows:  item 6.a., less items 6.b.1., 6.b.2., and 6.b.3. 

ITEM 7 – AMOUNT OF COMPENSATORY TIME APPROVED 

 The supervisor will enter the number of creditable compensatory hours 
approved. 

ITEM 8 – COMMENTS FOR UNUSUAL WAITING TIME 

8.a. – DATE 

 Enter the date(s) for each activity listed in item 5.b. requiring unusual 
waiting time.  It should correspond with the date(s) listed in item 5.a. 

 

8.b. – NATURE OF WAITING TIME 

 Describe the circumstances surrounding the unusual waiting time. 

 

8.c. – SUPERVISOR’S COMMENTS 

 The supervisor will enter comments for the period(s) of unusual 
waiting time, if applicable. 

ITEM 9 – TOTAL HOURS EARNED 

 The supervisor will enter the total number of creditable compensatory 
hours that were earned and approved.  This amount will be credited to the 
employee’s leave record. 

ITEM 10 – EMPLOYEE SIGNATURE 

 The employee certifies the information provided is true and accurate. 

ITEM 11 – DATE 

 Enter the date the employee signs the form. 

ITEM 12 – SUPERVISOR  

12.a. NAME, TITLE, AND ORGANIZATION 

Enter the supervisor’s name, official title, and office 
name/organization. 

 

12.b. SIGNATURE  

The supervisor has reviewed the request and all supporting 
documentation, and certifies the information is accurate and in accordance with all 
applicable laws, rules, and regulations governing travel and compensatory time 
for travel. 

 

12.c. DATE 

 Enter the date the supervisor signs the form. 
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