
Non-Exempt Employee Accruing Compensatory Time

Remember! 
The 6 hours of compensator y time must be used/taken within the following two 
payperiods in which the overtime was worked.  If the compensatory time is not 
used, then it must be paid as overtime.

To pay the compensatory time as overtime, complete and attach the following 
form to the timesheet for the payperiod in which the comp time is to be paid.

Note:  Complete these 2 sections to accrue comp time!
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