	Office of Career and Technical Education Comp Time Request Form
I hereby request authorization to work overtime for the dates and hours listed below.

	MONTH:
	2011
Sept.   Oct.   Nov.   Dec. 
Circle Month
	Comp Time Balance as of 7/1/11:__________
Comp Time Balance as of Today:____ ______
Comp time balance on 12/31/11 cannot exceed the balance on 7/1/11

	COMP/OVERTIME
REQUEST

Circle Day(s)
	OVERTIME

18A
	COMP TIME
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	PURPOSE
	2011 DATE EXPECTED TO TAKE LEAVE

	
	1
	1.5


	With Pay
	1.0
	
	

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	

	16
	
	
	
	
	
	

	17
	
	
	
	
	
	

	18
	
	
	
	
	
	

	19
	
	
	
	
	
	

	20
	
	
	
	
	
	

	21
	
	
	
	
	
	

	22
	
	
	
	
	
	

	23
	
	
	
	
	
	

	24
	
	
	
	
	
	

	25
	
	
	
	
	
	

	26
	
	
	
	
	
	

	27
	
	
	
	
	
	

	28
	
	
	
	
	
	

	29
	
	
	
	
	
	

	30
	
	
	
	
	
	

	31
	
	
	
	
	
	

	PRINT EMPLOYEE NAME:

	SCHOOL NAME:  
	

	Employee's Signature
	Date



	Immediate Supervisor


	Date


	AREA SUPERVISOR/OCTE  APPROVAL:



	101 KAR 2:102 Classified leave administrative regulations
(2) Reductions in compensatory leave balances

(a) An appointing authority may require an employee who has accrued at least 100 hours compensatory leave to use compensatory leave before 

      annual leave unless the employee's annual leave balance exceeds the maximum number of hours that may be carried forward under this regulation.

(b) An appointing authority may require an employee who has accrued 200 hours of compensatory leave to take off work using compensatory 

     leave in an amount sufficient to reduce the compensatory leave balance below 200 hours.


