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MFMDHANDUM FOR:  STAFF OFFICERS
' PATROL AGENTS IN CHARGE

Chiaf Patrol Agent
San Diego Sector

S?JBJECT: Compensatary Time Qff for Travel

TLE Federal Workforce Flexihility Act of 2004 gave employees a new benefit called

Compensatory Time Off for Travel (trave! comp time). Although the Office of Personnel

J\ganagement, (OPM) issued guidance effective on Janyary 28, 20085, it was necessary
for Customs and Border Frotection (CBF) to review policies, progedures, systems and
other issues prior to implamenting their internal procedure,

The attached memorandurm from ihe Assistant Commissionsr of Human Resources
Management covers some-imporiant issties as well as the Interim Palicy and
Procedural Guidanoe for CBP employecs.

glease ensure all personnel under your sipervision hecome familiar with this new
lenefit,
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' -3, Department of Homeland Security
P shingrog, DC Z022%

U8, Customs and
Border Protection.

| Jun 3 0 72008

T Df Al Customns and Border Protection Employess @ W
FROM: L Assistant Compiissioner W o

| Human Resources Management
SL?BJEGT?  Update: Compensafory Time Off for Travel

We are pleased to announce a new benefit called Compensatary Time Off for Travel
{ravel comp tirme). This new benefit allows employees to eam compensatory time off
forifime spent in a travel status away from thejr official duty station, when such time is
not otherwise compensable, Afthough the Office of Personnel Management (QFM)
lesnad guidance effective ont January 28,.2005, it was necessary for CBP 1o review
pc;icies, proceduras, systems and other jssues prior fo implementing our intermal
procedures so that aur employees could begin to realizs this benefit.

Effective immediately, CBP employees will be able to use their earned travel comp tims
based on management approval, We are aware that some CBP smployees may have
earned travel comp fime that was not credited for usage in 2005, Based on OPM's
guidance, employaes must yse acorued fravel comp ime by the end of the 268" pay
perricd after the pay peried in which it was gredited. However, [f compensatary time off
for trave| was earned, but was not able to be used prior fo the issuance of this guidance,
employees will be allowed a ful] 26 pay periods from the date of this memorandum to
use their cornpensatory time off. ‘

Following issuance of this guidancs, travel comp fime must be used by the end of the
26t pay period affer the pay period in which it was credited. The codes for travel comp
fime eamed and used are availabls in COSSTAMS. Employees and managers may

want to manually-track ravel comp fime as a back up to verify that acerued travel comp
time Is being recosded accurately on their Leave and Eaming Statement

U.8. Gustorns and Border Profection (CBF‘) interim pelicy and procedural guidance on
Compensatery Time OFf for Travel js atlached and will be posted on CBPNet so -
ampioyees can access if, When the final CBP Directive Is issued, it will also be posted

on CBPnet,

For additional information, pleass contact Ms. Ropelie Rotlerman, at (202) 3442502, or
s, Antelnetie Chase of Ms. Rotterman's staff, at (202) 244-1844 from HRM's
Compensation Programs & Policy Divisier.
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INTERIM POLICY AND PROCEDURAL GUIDANCE

$UBJECT: Compensatory Time Off for Travel

1. PURPOSE. This plan establishes irterim policy for implementing the
Compensatory Time off for Travel procetdures within 11.5, Customns and Border
Em’tectinn and explains how Gompensatory Time Off for Travel may be eamed
: nd who Is eligible o recelve i

2. POLICY. The L1.8. Customs and Rorder Proteciion (CRPY will credif
icovered employess who parform officially authorized travel with Compensatory
Time O for Travel (trave! gomp time) for fime in & fravel status for which they are
entitied under the regulations, The effective date of the provision is January 28,
2005, This policy applies o all GBP organizational elements and all CBP
lemplovees, An employee may earm compensatory time off for travel anly for time
'spent in a travel staius away from the employee’s official duty atation when such
fime is not otherwise soynpensable, (An smployes may nat aarn. fravel comp
time Jor {raveling on a workday during regular werking hours because the
employes is recelving his or her rate of basic pay for those hours.)
Compensatory time off for travel may be earned in onie-quarter of an hor (18
minutes) increments, The term "gompansable” is defined In 5 CFR 5501403 10
inclide any hours of a type that are credifable under ofher compensation
provisions, even if hete are compensation caps that lirnit the payment of
npremium pay for fhose hours {(e.g., the 25 percent cap on avaiiability pay and the
biweekly premiuin pay cap). Travel comp fime provides gmplayees with & nan-
monetary value for fime spent traveling for which they cannot otherwise be
compensated.

Travel comp time applies to an employee without regard to whether the
employee Is exempt from ar covered by the overtime pay provisions of the Fair
{ abor Standards Act of 1838 (FLSA), as amended, This definiion includes GS
and GG employees. This definition does not include positions in the Senior
Exacufive Service (SES) and fhe Federal Wage System (W&, WL and WS).

3. AUTHORITIES/REFERENCES, Section 203 of the Federal Workforce

- Flexibility Act of 2004 (Fublic Law 108-411, Octoper 30, 2004). Title & Chapter

55, Subchapter V, section 5550b, 8 U.5.C. 554(2): & U.S.C. 108; Tie 5 CFR
560.1403 Title 5 CFR, part 550, subpart M.

é. RESPONSIBILITIES

e Assistant Commissioner, Office of Human Resourees Managamnent wilt
ensure that the established fraval comp tme procedurss are in compliance with
authorities stated within this policy. \

Hurnan Resource Professienals are rasponsibie for adviging managers on the
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pracedures stated within the policy and for providing perindic sgrrmunication to
management and smploysss on travel canp time.

§upervlsars will provide overall management of iravel comp tlme so that i is cost
gffective for the agency.

Supelvisors vl review the time spent fraveling and approve for travel comp fime
only that time that is not sompensated under ofher provisions and that is actual
time spent traveling as well 98 usual waiting im=.

Employess requesting compensatory fime off for travel will completa and submit
fhe Request to Credit Offictal Travel for Compensatory Tirne Off shest within
fourieen (14) days of their return from fravel, Tor supervisory approval,

FT imekeepers wilt input transactions o record when employess garn and utilize
travel comp fime, '

5. DEFINITIONS

51  Compensatory Time off for Travel: A new form of compensalory time of
‘{hat may be gamed by an employse for fime spentin a trave! status away from
‘the employee's officlal duty station when such time is not otherwise

compensable .

52 Employes: An individual in or under an Execulive agency; an individus:

. empioyed by the govermment of the District of Columbia; and an employee inor
under the judicial branch, the Library of Congress, the Botanic Garden, and the
Office of the Architect of the Capltol, who ocoupies & position subject to chapier
51 and subchapter Tl of chapter 53 of this title.

5%  Travel status: The fie an employee actually spends traveling hetween
the official duty station and a temporary duty station. Travel status also includas
ihe "usual waiting time" that precedes ot interrupts fravel, Usyal waiting fimas
vary and can depend an & number of factars, Inciuding whether the travel is for a

gomesiic or .in’ﬁernaﬁﬂnal flight.

54 Usue Waling Tims: Prescheduled waifing fime at a jransportaiion
terminal ls considered usual waiting fifne and is creditable time in a fravel stafus.
In addition, waiting fime due to delays of conmecting transpartation normally wil
be cradited up to four (4) heurs from the point when the waiting began, and will
not be considered an “exfended” waiting period, as [ong as thera was no
alternative reasonably available connection affer an employee's arfval al the
 sonnecting point. An extended walting period that ocours during an erployee's
regular working hours s net creditable as travel camp fime. However, it is
sompensable as part of the employee's regularly scheduled administrative

workweek,
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55 Extendsd Waiting Period: An unscheduled waiting period priocio the
initial departure or between actual perlods of travel during which the employae s
free to rest, sieep, or otherwise use the ime far his or her W PUTPOSEs.

& - Commuting Time: Nemal “home-to-workiwark-to-home” corynuting
includes trave! between an employee's home and a temporary duty location
\Eviihin the limits of the employes's official duty station. For an employes assigned
ia a temperary duty station overnight, normal "home-to-workfwork-lo-home"
commuting also includes travel between the employee's lemporary pigee of
faciging and & work site within the limits of the temporary duty station.

5.7  Officlal Duty Station: The official duty station is defined as the corpurate
firnits of the gity or town where the employee [s stationed, or If ot in an
incorporated oity or town, the resarvation, station, or other established area
(including estabiished subdivisions of large reservatjons) having definiie
boundaries where the employee 1s stafionsd. Notwithstanding the foregoing, the
mileags radius of the official duty station may not exceed fifty (30) miles.

’5_8 Travel Authorizajion/Orders (TA), Writien parission to fravel on official
fhuafness,\

g, PROGCEDURES

B4  ORFICIAL TRAVEL. In order for an employee to qualify for comp time off, ﬁ' -4
travel must be officially authorized for work purposes and must be approved by.

an authorized agency official or otharwise autharized under estabiished CBF

paficies. Travel must be autharized by CBP-issued travel orders.

82 USUAL WAITING TIME: Travelers generally are required fo arrive at the
transpartation teyminal at a designated pre-departure time (2.9, 1 1o 2 hours
before the scheduled departure, depending en whether the flight is domestic and
international). Such waiting fime at the transportation terminal is considered
usual waiting time and is creditable time in a travej status, subject {0 exclusions
for bana fide meal periods. Employses may provide documentation of other
__pvidence of a longer waiting time. Waiting fime due {o delays of sonnecting
transportation normally will be credited up ta four (4) hours from the point when
the waiting began, and will not be considersd an “extended” waiting period, as
leng as there was no altemative reasonably avallable connection afier an
employes’s arival at the connecting peint, However, in all cases, initial
determinations regarding what Is craditable as "usuel walling time" are within the

soje and exclusive discretion of CBP.

8.2.17 EXTENDED WAITING PERIOD. If the smployee experiences an |
extended (i.e., not usual) waiting time during which he or she is free 1o use ihe
time for his or her own purposes (e.g., rest ot sleap), ihe exiended waiting fime
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ihat is outside the emplayee's regular working hours is not credifable fime in a
traval status. An extended wailing pariad that occurs during an employee's
regular working hours is compensable as part of the employee's regularly
scheduled administrative workweek,

83 MEAL PERIODS: Forthe purpose of 2aming campensatory fime off for

ravel, hona fide mea] patiads are not considersd time In a travel status, For
iexample, if an smployee spepds an uninterrupted 30 minutes ealing a rieal &t an
airport restaurant while walting for & connecting fight, those 30 minutes are not
icunsidered fime it a trave] status,

B4 COMMUTING TIME. An employes's fime spent traveling ouiside of
regular working hours fo or from a transportation terminal within the lirmits of his

{or her official duty stetion is considered equivalent to commuting tims and is not
creditable Tme in a iravel status for the purpose of earning compensatory time

1 off.

if an employee (whether FLEA-oovared or exempt) is required fo trave! directly
betwesn home and a temparary duty lacafion otfside the fimits of the employee’s
official duty station, the time the smployee would have spent in narmal

| semmuting must be deducted from any hours of work outside the regularly
schedyled administrative workwesk {pr, for F [ 8A covered employees, outside
cormesponding houirs ant & non-work day) that may he credfted for the travel time.

Travel between a worksite and a fransporiation terminal, i creditable as tima in a
travel stalus if the travel time is oulside regular working hours. No deduction for
commuting time is made,

Onee an employss ansives at the temporary duty station, he or she i no longer
considersd fo be In a travel status, Any time spent at a lemporary duty statien
between arival and departure is not creditable trave] ime for the purposa of

earming compensatory tine cif,

8.5 TRANSPORTATION. K an employee selects a mode of transportation
ihat is different from the one authorized by the agency, then the emplayee will be
_ cradited with e Jesser of either {1) that poriion of the actual travel fime
considered as travel ime under these provisions or (2) that partion of the
estirmated travel time considersd as trave! fime under thess provisions.

6.6 SCHEDULING TRAVEL. Travel should be scheduled sp that it i
sompensated as hasic pay, premium pay, of anather form of compensation. If
adjustments cannet be made to an employse’s schedule so that the travel time Is
compensaple as basic pay, premijurm pay, or anather form of cormpensation, then
the trave] time will probably be eligible for credifing as rave comp fims.

67 INABILITY TO PAY DOES NOT AUTHORIZE TRAVEL COMP TIME: An
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enployee who js sligible to be compensated for trave time under some other
provision but cannot be pald because of the biweskly pay cap of aggregate

Hrmitation on pay may nut substitue travel comp time &s a form of payrnent

6.8 PROCESSING, Two separate T&A transaction codas (TC) are used o

track and manage compensaiary fima off for travel separately from ofherforms of -

bormpensatary fime off, To enter ihe travel comp time that is to be creditad fo the
employse's account use TC 78/52; to charge the smployes for fravel comn time
used use TC 78/64.

I
There Is no cap or jimiation o the armount of compensatory ime off for iravel
that an employee may eam.

5.9  REQUESTS FOR TRAVEL COMP TIME, Employeses who eam
compensatory travel time and wish to use it rnay make their request up 1@
fourteen (14) days after the travel s complated. Reqyesis to schedule the use of
| accrued campensatory time off for travel may be submitied using the standard
leave request form (OPM Form 71 — Request for Leave or Approved Absence},
ar submitted in accordance with the established CBP policy for leave usage at
their location, If OFM Form 77 is used, the employes should indicate in Hock &,

. Remarks, that the request is to use accrued compensatory fime aff for travel.
Employees must use aecrisd compensatory time off for fravel In Merements of
one~quarter of ap hour (15 minutes)

6.6.1 Employees should request fo usa accrusd travel comp time sufficiertly n
advance of the time they want to be away from work so {fvat mppropriate scheduie
changes can be mads. If negotiated agresments provide additional guidance
with regard to requesting leave or comp fime off. these provisions must be
sollowed in requesting the travel comp ime. Mapagement wil ensure, to the best
of their ability, to allow amployees 10 use camed time, as requested. If this i not
possible, the employee may request alternative time(s), which wii] e granted,
warkload and missien permitting. 1 s detarmined that an ermployes capnot
used the accrued time when requesied, the Agency wif} provide 1 writing the
reasan/s for disapproving the time.

' 510 FORFEITURE OF TRAVEL CDMF" TIME. Accrued compensatory time off

for travel must be used by the end of the 26th pay pariod after the pay period in
which it was credited or the employes must forfeit compensatory time off, except

in certain creumstances |e. 8s desaribed below.

Unused compensatery time off for travel will be held in abeyance for an.
employee who separaies, of iS olaced In a jeave without pay slails, and later

returns following:

Separation or ledve without pay to perform setvice in the uniformed setvices (as
dafined in 38 U.8.C, 43053 and § CFR 254 102) and a retumn to federal service

P71

' 4

e Neeber ¢
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tl‘fmugh the exercise of a reemplayment right; of

Separation or leave withott pay due foan an-the-job Injury with entitlemant to
injury sompensation under & U.8.C. chapter 81-

‘ll“he employee must use all of the compensatary time off held in abeyanee by the
end of the 26th pay pericd following the pay period in which ihe employes returms
io duty, or such compensatery fime off wil he forfeited. The Jaw prohibits
Payment for unused compensataery tme off for fravel under any eircumstances.

5.1 TRANSFERS. When an ampioyes voluntarily transfers to another agahcy
gimckuding a prometion of change to lower grade achiony, the employes must
it all of his or her unused compenisatory time off for travel.

KNher an employes maves foa paosition in sin agency that is nat covered by the
sompensatory time off for traval provisions (8. the United States Postal
Service), the amployee must forfelt all of his ot har unused compensatory time off
for travel. However, the gaining agency may Us= its own lagal authority to gfve
the employes credit for such compensatory time off.

8.42 ORDER OF USAGE. Trayel comp time must be used before annual lzave %ﬁ"
is Lused unless employees have annual leave that would thereby be forfefted.

Unused travel comp time [s not cansidered an exigency of e public business for

which annual leave can be restored. As a resul, if an employee has both travel

comp time and annual leave, the travel comp time is be used first. The

axception o this practios iz if the employss has apnual leave that would be

tarfeited if not used. Then the annual leave should be used first. Tne use nf

ravel comp time is pot an accepiable reason far restoring annual leave that

exceeds the annugt lzave cailings.

5.13 PAY CAP& Cnmpensamry tirme off for fravel is not countad when
applying the biweekly or annual preamium pay iimitations extablished under &
U.5.C. 5547 or the aggregals limitation en pay estabfished under 5 U.5.C. 5307.

6.14 HOLIDAY PREMIUM PAY. Although most employees do not receive
hofiday premium pay for time spent traveling en 2 holiday (or an “in feu of’
koliday), an employ=e continues to be entited to basic pay for the holiday in ihe
samie manner as it the trave] were not required. Employees nay net eam
campensatary time off for traval during basic (non-overtims) hofiday hours

hecause they are entitled to their rate of basic pay for those hours.
7.  RELATIONSHIP TO OTHER PAY
7.4 LAW ENFORCEMENT AVAILABILTY PAY. For avallability pay recipients,

only those hours of travel that do not fall info eng of the following three sategories
are craditable as fime in & irave| status for sompansaiory fime off putposas: 1)
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sompensatad by basic pay, (2) regularly scheduled overtime hours creditable
Under 5 U.S.C. 5542; or (3) "unscheduled duly hours" as described In 5 CFR

@;50;1 82(a), (c), and (d).

7.2 ADMINISTRATIVELY LINCONTROLLABLE OVERTIME. Far AUQ
recipients, only those holirs of fravel that do not fall into one& of the following thres
ategoeries are creditable as firme in a fravel sjalus for travel comp time purposes.
q1) compensated by basic pay, {2) regutarly scheduled overtime hours greditable
under FEPA or =L SA provisions; or {3) "hours of duty that are not
administratively conollable” as described in § CFR 5560.151 and 580.153.

{7,3 CUSTOMS OFFICER PAY REFORM ACT (COFRA). For COPRA
ﬁamployeasi pply the fime spent on official travel away from the officiai duty
station that is nof coverad Dy the COPRA provisions (i.e., not related fo an
irrepectional assignment) Gan be used zs the basis jor earning travel comp time-

‘8. MEASUREMENT
Each Divisien within CEP must irack and manage the usage of compensaiory

[time off for fravel and provide ihe Assistant Gommijssioner with ar annual report
i the first. full pay period of sach calendar year.
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Request to Credit
Official Travel
for Compensatory Time Off

TWame

Sopial Secnrity Number

-t ——

No. 7726

MOLFFD

Dates of Travel:  (begin) (end)

Turpose of Travel: : —

[ Time spent fraveling away from the official duty

station ' t
Less time speny mmmutmg -
T.2ss fine spent eating ons of TIOTE mMeals -

Less “extended” waiting time -

Total — outhound fravel time that aan be crcchted
as compensatory time off for traveling =

Time spent on return travel to the official duty

station +
Tess time spent commuting - -
T.ess fime spent eating oné of mote meals -
PL%& “extended” walting time n

Total — rotim frave] time thet can be credited as
compensatory fime off for raveling

Net time spemt traveling away from the official |

duty station +
Net time on return travel o thﬂ niﬁcml duty
station +

“fﬂtal — time thet can be credited ag

compensatory time off foy iraveling =

Emplpyes Signatire

APPROVED: Supervisor

_ Date

Date

—— et T

P. 10

P, i8-18
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TO: ALL AGENTS/EMPLOYEES
FROM: SBPA BRADY

RE: T&A COMPLIANCE

As a reminder, we are required to attach signed copies of any SF 71’s (leave
request forms) of any leave 40 hours or more to your paper T&A during the
pay period that the leave was taken. This includes scheduled leave. Also we
are required to attach copies of any other documents that support leave taken
onto the paper T&A. This could include orders for Military Leave, Jury
Duty Notices, Court Summons’, Union Time Request Forms, and any other
forms that justify leave taken. This is a requirement, which was made
during the recent SIP. Thank you for your cooperation.

P S




