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State of Connecticut

Department of Developmental Services

AUTHORIZATION FOR MANAGER TO ACCRUE COMPENSATORY TIME

In accordance with Management Personnel Policy 06-02 (new 3/31/06), non-appointed Managerial and Confidential employees in the MD, MP and VR Pay Plans and employees appointed to the Executive Secretary job class, must obtain written authorization in advance to work extra time in order to record the extra hours as compensatory time.

Compensatory time worked must meet the criteria outlined in the policy.

Proof of advance authorization must be submitted with the timesheet and will be retained in the employee’s personnel file for audit purposes.

	Employee:
	
	 Date of Request:
	

	

	Date(s) of anticipated compensatory time:
	

	

	Hours

	From:
	
	a.m./p.m.
	To:
	
	a.m./p.m.
	

	

	Reason:
	

	
	

	
	

	

	Employee Signature:
	
	
	
	

	
	Date
	

	Approved by:
	
	
	
	

	
	Signature of Agency Head or Designee
	
	Date
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