[Company Logo]   [Company Name]
APPLICATION ACCESS REQUEST FORM
	Request No.:
	[Reference Number]

	Date:
	[Date]

	Request Type:
	New User / Additional Role / Change in Limit / Remove Role



1. User Details
	Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Branch / Location
	[Work Location]

	Reporting Manager
	[Reporting Manager]

	Official Email
	[Email ID]



2. Application and Role Details
	Application
	Module
	Role (from catalogue)
	Data Scope (Company / Branch / Territory)
	Approval Limit (₹)
	Justification

	[ERP / Accounting Software]
	[Module]
	[Role Name]
	[Company Code / Branch]
	[Amount]
	[Justification]

	[CRM]
	[Module]
	[Role Name]
	[Territory]
	-
	[Justification]

	[HRMS / Payroll]
	[Module]
	[Role Name]
	[Entity]
	-
	[Justification]



	Access required from
	[DD/MM/YYYY]

	Access required till: Permanent / [DD/MM/YYYY]
	 

	Licence type: Full / Limited / View-only
	 



3. Segregation of Duties Check (Application Owner)
  No conflict with roles already held by the user
  Conflict found: [Role A] with [Role B] – compensating control: [Details]
  Licence available / to be purchased
4. Approver Chain
	Level
	Approver
	Name
	Decision
	Date

	1
	Reporting Manager
	[Reporting Manager]
	Approved / Rejected
	[DD/MM/YYYY]

	2
	Application Owner
	[Application Owner Name]
	Approved / Rejected
	[DD/MM/YYYY]

	3
	Finance Controller (finance roles and limits)
	[Finance Manager]
	Approved / Rejected
	[DD/MM/YYYY]

	4
	IT / Application Admin
	[IT Executive Name]
	Provisioned
	[DD/MM/YYYY]



5. Provisioning Record
	Application user ID
	[User ID]

	Roles assigned
	[Role Names]

	Provisioned on
	[DD/MM/YYYY]

	Training on the module completed: Yes / No
	 



6. User Declaration
I will use the application only within the role and limits approved above, keep my password confidential, and not perform transactions on behalf of other users. I understand that application activity is logged and audited.

	______________________________
User
[Employee Name]
Date: [Date]
	______________________________
Application Owner
[Application Owner Name]
Date: [Date]
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