
Compensatory (Comp) Time Form

Name Department

Position Regularly scheduled hours/week

NOTE:  Compensatory time is approved hours worked in excess of your regularly scheduled hours/week not claimed for pay.  Compensatory time is calculated at time and one half for 
hours worked in excess of 40 hrs per week and straight time for hours worked up to 40 hrs per week.

Date
Hrs worked in excess of 

reg scheduled hrs
Reason for extra work

Comp hours earned 

(figured per NOTE above)

Comp hours 

used

Balance of 

comp hours

Supervisor 

approval

Compensatory time, if granted, may be accrued up to a maximum of 240 hours.  there must be a reasonable expectation that the employee will expend the accrued time within 

one (1) year of the time in which it was earned.
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