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This Personnel Letter –
· Covers rules, policies, and procedures for annual employees earning compensatory time off for travel when away from the official duty station, outside duty hours, and the time is not otherwise compensable.
· Covers rules, policies, and procedures for allowing annual and hourly employees to earn compensatory time to adjust work schedule for religious observances. 
Revisions
· Establishes 35-mile radius for “official duty station” consistent with BPA travel policy.
· Clarifies part-time employee eligibility to earn compensatory time off for travel.
· Establishes three hour “usual waiting time” for international flights.
· Removes the requirement for deducting “bona fide meal period” from compensatory time off for travel.
· Clarifies that travel for work purposes does not include travel in connection with union activities.
· Clarifies entitlement to compensatory time off for travel when choosing for personal reasons to return home each night or on a weekend.
· Incorporates and supersedes rules and policies published in Personnel Letter 550-01 dated June 10, 2005.

[bookmark: _Toc233601870][bookmark: _Toc259696505]POLICY SUMMARY
Annual employees required to travel outside their regularly scheduled tour-of-duty are eligible to earn compensatory time off for such travel if it is not otherwise compensable.
Both hourly and annual employees may earn compensatory time to make up for time lost to accommodate religious beliefs that require abstention from work during certain days or periods of time during the workday.
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I. DEFINITIONS

Compensable
Periods of time creditable as hours of work for purposes of determining a specific pay entitlement, even when work time may not actually generate additional compensation due to applicable pay limitations.

Compensatory Time Off for Travel
Time credited under authority of 5 CFR Part 550, Subpart N and this Personnel Letter.

Non-duty hours
Hours outside employee’s regularly scheduled tour-of-duty.

Official Duty Station
The city/town, county, and state in which employee works and the surrounding area within a 35-mile radius used to determine when travel is outside employee’s official duty station for purposes of earning compensatory time off for travel. 

Rate of Basic Pay
The rate of pay fixed by law or administrative action for the position held by an employee, including any applicable locality payment under 5 CFR Part 531, Subpart F; special rate supplement under 5 CFR Part 530, Subpart C; or similar payment or supplement under other legal authority, before any deductions and exclusive of additional pay of any other kind. 

Regularly Scheduled Administrative Workweek
For full-time employees, the period within which they are regularly required to be on duty (normally Monday through Friday, but it can be any five (5) or six (6) consecutive days of the administrative workweek, and may include regularly scheduled overtime).  For part-time employees, the officially prescribed days and hours within an administrative workweek when they are regularly scheduled to work as reflected on their current Notification of Personnel Action, Standard Form (SF) 50.  

Regularly Scheduled Tour-of-Duty (Regular Working Hours)
Hours of a day (a daily tour-of-duty) and days of an administrative workweek (a weekly tour-of-duty) constituting an employee’s regularly scheduled administrative workweek.

Scheduled Tour-of-Duty for Leave Purposes
Employee’s regular duty hours for which he or she may be charged leave under 5 CFR Part 630 when absent. 

Travel for Work Purposes
Officially authorized travel approved by an authorized agency official or otherwise authorized under BPA policy.  Travel in connection with union activities is excluded.
II. [bookmark: _Toc219172752][bookmark: _Toc219172856][bookmark: _Toc219172956][bookmark: _Toc219173311][bookmark: _Toc219173974][bookmark: _Toc233601873][bookmark: _Toc219172754][bookmark: _Toc219172858][bookmark: _Toc219172958][bookmark: _Toc219173313][bookmark: _Toc219173976][bookmark: _Toc233601875][bookmark: _Toc219172756][bookmark: _Toc219172860][bookmark: _Toc219172960][bookmark: _Toc219173315][bookmark: _Toc219173978][bookmark: _Toc233601877][bookmark: _Toc219172758][bookmark: _Toc219172862][bookmark: _Toc219172962][bookmark: _Toc219173317][bookmark: _Toc219173980][bookmark: _Toc233601879][bookmark: _Toc249862146][bookmark: _Toc259696508]
 RESPONSIBILITIES

A. Managers/Supervisors:

1. Order, schedule, and approve official travel for employees under their administrative jurisdiction.
2. Approve requests to earn compensatory time off for travel and religious observances.
3. Ensure that compensatory time earned and used is recorded in accordance with BPA’s time and labor reporting instructions and this Personnel Letter.

B. Chief Human Capital Officer (CHCO) or his/her delegate:

Provides advice and guidance on earning and using compensatory time off for travel and adjusting work schedules for religious purposes.


III. [bookmark: _Toc259696509]COVERAGE

A. Applies to all BPA annual employees regardless of FLSA exemption status, except those in the Senior Executive Service.  

B. Section IV. regarding compensatory time off for travel is not applicable to annual employees who are on intermittent work schedules.  

C. Section V. regarding earning compensatory time to adjust work schedules for religious observance applies to both annual and hourly employees.


IV. [bookmark: _Toc259696510]COMPENSATORY TIME OFF FOR TRAVEL 

A. General

1. Managers must credit an employee with compensatory time off for time spent in a travel status away from his/her official duty station when:

a. The employee is required to travel away from the official duty station during non-duty hours; and

b. The travel time is not otherwise compensable as hours of work under overtime pay provisions outlined in Personnel Letter 550-01, “Overtime and Compensatory Time for Annual Employees” and Personnel Letter 551-01, “Overtime and Compensatory Time under the Fair Labor Standards Act (FLSA)”.

2. Time spent traveling that qualifies as “hours of work” under overtime and/or premium pay regulations, but for which an employee cannot be compensated because of the statutory pay cap may NOT be credited under the “compensatory time off for travel” regulations.  Even if payment cannot be made because of the statutory pay cap, the travel time is still regarded as “otherwise compensable” and is therefore disallowed.

B. Creditable Time

1. Creditable travel time must be for work purposes and be authorized and approved by an official with authority to make such decisions.  Travel in connection with union activities or in conjunction with a permanent change of station (PCS) move is not considered “for work purposes” and is not creditable for compensatory time off under the regulations.  

2. For purposes of compensatory time off for travel as described by this Personnel Letter, time in a travel status includes:
(1) Time spent traveling between the employee’s official duty station and a temporary duty station;
(2) Time spent traveling between two temporary duty stations; and
(3) The “usual waiting time” preceding or interrupting travel.

3. Only time spent traveling outside an employee’s regularly scheduled tour-of-duty is creditable for compensatory time off for travel.  A part-time employee is also eligible for compensatory time for hours of travel outside his/her regularly scheduled administrative workweek.  For example, if a part-time employee’s regularly scheduled tour-of-duty is Monday through Friday, 8:00 a.m. to 2:00 p.m., and the employee is required to travel on a Friday from 2:30 p.m. to 4:30 p.m., the employee would be entitled to 2 hours of compensatory time assuming the travel period from 2:30 p.m. to 4:30 p.m. was not otherwise compensable (i.e., as “hours of work”).  Whenever the term “creditable” is used in this Personnel Letter, it assumes the time period to which it refers is outside an employee’s normal tour-of-duty.  

4. Travel should be scheduled to occur within an employee’s regularly scheduled tour-of-duty whenever possible.  However, a manager may not adjust an employee’s regularly scheduled administrative workweek (part-time or full-time) solely for the purpose of including planned travel time not otherwise considered compensable hours of work. 

5. Travel directly between home and a temporary duty station outside the official duty station radius of 35 miles (e.g., driving to a multiple-day meeting in another city) requires deduction of the employee’s normal commuting time from the creditable travel time.  Also, travel between an employee’s home and a transportation terminal outside the limits of the official duty station also requires deduction of the employee’s normal commuting time from the creditable compensatory time off computation.

6. Time spent traveling between home and a transportation terminal within the limits of the official duty station is considered equivalent to commuting time and is not creditable.

7. Travel time between a worksite and a transportation terminal within or outside limits of the official duty station is creditable and no commuting time offset applies.  For example, if after completing his/her daily tour-of-duty an employee travels from the office to the airport to attend an out-of-town meeting the next morning, travel to the airport is creditable with no deduction for normal commute time.

8. “Usual waiting time” is actual waiting time up to two (2) hours for a domestic flight or travel by train, or up to three (3) hours for an international flight.  Any hours of “usual waiting time” that are within the normal tour-of-duty are deducted from creditable time.  Usual waiting time begins when the employee physically arrives at the terminal to check in and includes time spent waiting in line, checking bags, going through security, etc.  It does not include time spent parking, taking a shuttle from parking, etc.  Time spent at an intervening transportation terminal waiting for a connection is also creditable time subject to the “usual waiting time” guidelines.

9. An “extended waiting period” (e.g., more than 2 hours) between actual periods of travel (i.e., when waiting for a connecting flight) during which an employee is free to rest, sleep, or use the time for his/her own purposes (such as shopping in the terminal), is not creditable as time in a travel status. 

10. An employee is no longer in a travel status once he/she has arrived at a temporary duty worksite or place of lodging, whichever occurs first.  When an employee departs from the temporary duty worksite or his/her place of lodging whichever occurs last, he/she is once again in a travel status for purposes of compensatory time off for travel.

11. When travel involves two or more time zones, the time zone from point of first departure must be used to determine how many hours the employee actually spent in a travel status.  For example, if an employee travels from Portland, OR to Washington, D.C., the Pacific Time zone is used for the outbound leg and the Eastern Time zone is used for the return leg of the trip.  In each case, the recorded time traveled shall be the actual hours of travel.

C. Special Travel Circumstances

1. If a flight or train is delayed or cancelled after the employee has arrived at the departure point or at an intermediate point between departure and arrival at the temporary duty station, waiting time spent up to the point of notification (including making alternative arrangements) is creditable.  Supervisors have the sole and exclusive discretion to determine, based on the employee’s documentation, what time is creditable and what time is not creditable.  

2. When cancellation of transportation occurs at the initial departure terminal within the official duty station and the employee returns home, the return home is considered equivalent to normal commuting time.  If the departure terminal is outside the official duty station and the employee returns home, the time spent returning home is creditable but must be adjusted for the employee’s normal commute time.  

3. When cancellation or delay occurs while the employee is at a transportation terminal at the temporary duty station, time spent returning to the hotel is creditable if it occurs outside duty hours.

4. If an employee returns “early” (i.e., the night before authorized travel during regular duty hours), travel during non-duty hours is creditable for compensatory travel time off if such travel is authorized. 

When an employee travels at a time other than the time selected by BPA, BPA must determine the estimated amount of time in a travel status the employee would have had if the employee had traveled at the time selected by BPA. 
BPA must credit the employee with the lesser of:
(1) The estimated time in a travel status the employee would have had if the employee had traveled at the time selected by BPA; or 
(2) The employee's actual time in a travel status at a time other than that selected by BPA. 

5. Time spent traveling that meets the conditions for earning credit hours per Personnel Letter 610-05, Section VI. D. meets the definition of “otherwise compensable” and is therefore not creditable for earning compensatory time off for travel, unless the employee is unable to claim credit hours (e.g., balance already maxed out).  

6. Time spent traveling on a Federal holiday or a day designated as an “in lieu of holiday” is “otherwise compensable” and is therefore not creditable for earning compensatory time off for travel.  An employee is paid at his/her regular rate of basic pay on a holiday whether or not he/she travels that day.  In cases where travel is considered “hours of work” (see PL 550-01), an employee who travels on a holiday is entitled to holiday premium pay.  In either case, the employee is compensated for that time.

7. An employee on a multiple-day travel assignment who chooses for personal reasons not to use temporary lodging and returns home at night or on a weekend must be given compensatory time off only for travel to the temporary duty station on the first day and the return home on the last day under the regulations.  However, under BPA policy the employee’s manager may approve compensatory time for travel for the return home each night outside of duty hours or over the weekend if such travel results in a net cost-savings to BPA.  These arrangements must be approved in advance and the savings must be calculated in terms of reduced lodging costs balanced against the value of lost labor time resulting from the compensatory time off (i.e., as calculated at employee’s regular hourly rate of basic pay).

D. Documenting, Crediting, and Using Compensatory Time for Travel

1. The Compensatory Time for Travel Worksheet for Non-local Travel on form BPA F 2220.14e may be used to help calculate compensatory time-travel earned.

2. Compensatory time for travel must be requested and approved on form BPA F 2220.15e, Overtime/Comp Time Request and Justification, on the employee’s time sheet, or on other time and labor reporting forms designated by line organizations.  Compensatory Time for Travel must be recorded in BPA’s Time and Labor System under the appropriate Time Reporting Code (TRC). 

3. Compensatory time for travel is earned and used in 15-minute increments. 
	
4. Earned compensatory time off for travel must be used before using compensatory time earned in lieu of overtime or annual leave, unless use of accrued compensatory time for travel would result in forfeiture of use-or-lose annual leave.  There is no legal authority to restore forfeited annual leave because the employee used earned compensatory time off for travel instead of over-ceiling annual leave.

5. Earned compensatory time for travel must be used by the end of the 26th pay period after the pay period in which it was earned or it will be forfeited.  Employees must request managerial approval to schedule the use of earned compensatory time for travel in accordance with leave requesting procedures.  Managers will approve such requests unless the employee’s services are needed.  
To avoid forfeiture, employees are encouraged to request approval to use this time well in advance of the date of forfeiture.

6. Unused compensatory time for travel will be forfeited if an employee separates from Federal service, voluntarily moves to another agency covered by 5 CFR Part 550, or moves to a position that is not covered by 5 CFR Part 550 except
as follows:  Unused compensatory time off is held in abeyance for an employee who separates or is placed in a leave without pay status and later returns following:  
1) separation or leave without pay to perform service in the uniformed services and a return to Federal service through the exercise of a reemployment right, or 2) separation or leave without pay due to an on-the-job injury with entitlement to Worker’s Compensation under 5 U.S.C. Chapter 81.  In these cases, the employee must use all the compensatory time off by the end of the 26th pay period after the pay period he/she returned to duty.

7. Under no circumstances can payment be made for this type of unused compensatory time off.

E. Compensatory Time for Travel Limits

1. There is no limitation on the total travel compensatory time off an employee may accumulate or on the number of hours an employee may earn for an individual trip.  

2. The premium pay and aggregate pay caps associated with other forms of compensatory time are not applicable to compensatory time for travel.
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A. General

1. An employee whose personal religious beliefs require abstention from work during certain periods of time in the administrative workweek may elect to earn compensatory time off to cover time lost in meeting religious requirements.  Employees may earn the compensatory time off before or after the religious observance.  The hours worked for the purpose of earning compensatory time off to accommodate religious observances do not create entitlement to premium pay (including overtime pay).

2. Severe disruption of work is the only basis for denying a request for compensatory time for religious observances.  Managers will afford an employee the opportunity to earn compensatory time and will grant compensatory time off for religious observances when the employee’s personal religious beliefs require abstention from work during certain periods of the workday or workweek.  

B. Requesting, Documenting, and Repaying Advanced Compensatory Time

1. Requests to use compensatory time off or advances of compensatory time off for religious observances are made using OPM Form 71, “Request for Leave or Approved Absence”.  The employee indicates in the remarks section of OPM Form 71 that time requested is for religious observances.  This employee certification provides acceptable documentation of the need to abstain from work.

2. Advances of compensatory time off for religious observances must be repaid by working an equal number of compensatory overtime hours.  Repayment must be completed by the end of the third bi-weekly pay period following the pay period in which the absence occurred.  Any overtime hours worked after the absence will be reduced by the amount of advanced compensatory time off before any entitlement to overtime pay accrues.  Payroll automatically makes this reduction.  If the debt is not repaid by the end of the third pay period, Payroll will recover outstanding advanced compensatory time off as follows:  from credit hours, then from annual leave, and if necessary, conversion to leave without pay.  If an employee is absent when scheduled to perform compensatory overtime to make up for the advanced compensatory time off for religious observance, he/she must take paid leave, request leave without pay, or be charged absence without leave.  The same options apply to any other absence from an employee’s basic work schedule.

3. Compensatory time for religious purposes is earned and used in 15-minute increments.

C. Liquidation upon Separation from BPA

If an employee is separated or transferred from BPA before using compensatory time earned and set aside for religious observances, the unused hours must be paid at the employee’s rate of basic pay in effect when the extra hours of work were performed.
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· 5 U.S.C., Chapter 55, Subchapter V, Premium Pay
· 5 U.S.C., Chapter 61, Hours of Work 
· 5 CFR, Part 550, Pay Administration (General)
· 5 CFR, Part 610, Hours of Duty
· Personnel Letter 550-01, “Overtime and Compensatory Time for Annual Employees”
· Personnel Letter 551-01, “Overtime and Compensatory Time under the Fair Labor Standards Act (FLSA)”
· Personnel Letter 610-05, “Hours of Duty”




/s/ Roy B. Fox
Roy B. Fox
Chief Human Capital Officer
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