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Subj:  REQUEST FOR COMPENSATORY TIME PAYMENT
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United States Coast Guard

	UNIT ADDRESS HERE 

Staff Symbol: 
Phone: 

Fax: 

Email: 

7230


MEMORANDUM

	From:
	Insert Employee Name
	Reply to
Attn of:
	John/Jane Doe
(555) 555-5555

	To:
	CG-121

	Thru:
	(1) Insert Supervisor Name 
(2) Insert Civilian Resource Coordinator Name

	Subj:
	REQUEST FOR COMPENSATORY TIME PAYMENT

	Ref:
	(a) ALCGCIV XXX/15 – Compensatory Time Earned for Work – Change in Practice


1. Per reference (a), I request payment for XX-hours of regular compensatory time that was forfeited in pay-period XX.
2. Enclosure (1) is a copy of my timecard reflecting the forfeiture of the compensatory time.

3. Enclosure (2) is a copy of my request to use the compensatory time request at least three (3) pay-periods prior to forfeiture and documentation showing it was denied.
#










Insert Date
FIRST ENDORSEMENT

From: 
Insert Supervisor Name

To:

CG-121

Thru:
Insert Civilian Resource Coordinator Name
1. I certify:

a. The request to use compensatory time was submitted on DD/MM/YYYY 

b. The request was:

i. Denied on DD/MM/YYYY OR
ii. Originally approved, but subsequently reverted and denied on DD/MM/YYYY
c. The denial was based on workload requirements or other exigency of service

d. The request and denial are enclosed with this memorandum

2. The request for compensatory time off was denied for the following reason: Insert Reason Here
#

SECOND ENDORSEMENT on Insert Employee’s Name memo 7230 of insert date from employee memo
From: 
Insert Civilian Resource Coordinator Name
To:

CG-121

1. I have reviewed this package and affirm it is an accurate and complete.

2. I understand that CG-121 will process a premium pay disbursement for the number of hours that were forfeited and this will bill against the line of accounting stored in the National Finance Center payroll and personnel system.
#
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