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COMPENSATORY TIME

This form should be completed when you earn compensatory time. Report your time as actual time worked, not at time and a half. BANNER will calculate the time at time and a half when the Human Resources staff enters the time indicated on the form. Your supervisor must approve all compensatory time.

Note: This form is used for reporting compensatory time only. A regular leave form must be completed when using compensatory time.

Employee Name: 

     

	Date
	Time:  From/To
	# of Hours Worked 
	Reason

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This form should be submitted to Human Resources before the 20th of the month.

Employee Signature: 




  Generated ID: 
     


Supervisor Signature: 




  Date: 
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