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As a general practice, compensation for overtime, either by cash payment or time off, 
should be based upon prior written approval signed by a designated supervisor.  It 
should also be authorized and issued in accordance with bargaining unit agreements.  
Due to the nature of work carried out by a state agency, management can retroactively 
approve this compensation.  Care should be exercised in recording the overtime hours 
on the monthly attendance reports and overtime records of the employing State agency. 
 
 


