Attachment 1

PROCEDURES FOR MAINTAINING COMPENSATORY TIME FOR TRAVEL

 Department of Defense Civilian Personnel Management Service, NAF Personnel Policy Division has extended provisions of The Federal Workforce Flexibility Act of 2004 authorizing the accrual and usage of a new compensatory time category for time spent in a travel status. Examples of creditable time available at:

http://www.opm.gov/oca/compmemo/2005/2005-03-att2.asp.  Supervisors will authorize compensatory time off for travel for NAF pay band employees who are Exempt from the Fair Standards Act (FLSA).  FLSA overtime requirements apply to non-exempt white-collar NAF employees in an approved travel status.  

Until the Time & Labor Management System (TLMS) implements necessary changes to accept the new codes it is necessary to manually track this new compensatory time category. The supervisors/timekeepers need to manually track both the earned and used compensatory time for travel. This can be done using a spreadsheet.  The information to be maintained for each employee includes the pay period ending dates; the number of hours and date compensatory time earned, the number of hours and date compensatory time used; and the ending balance.  The pay period ending date is important in order to establish a forfeiture date.  

For active duty military in a leave without pay status or those employees paid by the Office of Workmen’s Compensation due to an on-the-job injury, the compensatory time for travel balance must be retained to restore it upon the employees return to duty.

If the employee separates under special circumstances during this interim period, the spreadsheet data containing the number of hours and dates for the separating employee must be forwarded to the payroll office for manual posting to the employee’s record of leave data.  

Once TLMS is updated, all previously authorized T&A adjustments will be processed to update compensatory time earned, compensatory time used, and to compute the compensatory time balances (including the appropriate date of forfeiture).

The necessary system changes are being worked as rapidly as possible and we apologize for any inconvenience or additional work placed on our customers. 
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