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City of Maumelle 
 

ADDITIONAL HOURS APPROVAL FORM 
 

 
All additional hours must be documented and signed by the parties listed below.   
Approvals must be obtained before the additional hours are worked.  In case of an 
emergency, approvals must be obtained the day after the additional hours are worked.  
All approvals must accompany the time sheet for the employee. 

 
EMPLOYEE NAME: __________________________EMPLOYEE NUMBER: ______ 
 
DATE OF ADDITIONAL HOURS: ___________________. 
 
BEGINNING TIME: ______________ ENDING TIME: ________________________ 
 
REASON FOR ADDITIONAL HOURS:  
 

 

 

 

 

 

 

 

 

 
 
 
 
SIGNATURE OF EMPLOYEE: ___________________________DATE: ____________ 
 
SIGNATURE OF SUPERVISOR: __________________________DATE: ___________ 
 
SIGNATURE OF DEPARTMENT HEAD: ____________________DATE: ___________ 
 
 
HUMAN RESOURCES/PAYROLL: _________________________DATE:___________ 
 


