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Instructions for Using Exhibit 1119b 
 

 
Compensating Time Off (CTO)/Excess Hours Usage: 
 
CTO and/or excess hours records are maintained on a 72-hour basis for both ERP and 
NERP.  CTO/Excess hours are used on the 72-hour basis. 
 
During NERP the hours recorded on the CTO paid absence code line must be 
converted from the 53-hour basis to the 40-hour basis by using this conversion chart.  
Locate the number of hours used in Column A and the number on the same line in 
Column B is the 40-hour basis figure.  The 40-hour basis figure is then converted to 72-
hour basis by using Exhibit 1119a.  Locate the number of hours used on the 40-hour 
basis in Column B of Exhibit 1119a.  The number shown on the same line in Column A 
is the number of hours to be charged (72-hour basis). 
 
Conversion from 53-Hour Basis to 40-Hour Basis: 
 
The 53-hour CTO/Excess balance figure is located in Column A of this conversion chart 
and the figure on the same line in Column B is the 40-hour basis figure. 
 
Separation Payment for CTO/Excess Hours: 
 
When an employee separates his/her CTO/Excess hours balance figure is converted 
from the 72-hour basis to the 40-hour basis by using Exhibit 1119a. 
 
 
(see Table of Contents)  


