[Company Logo]   [Company Name]
EXPENSE PRE-APPROVAL REQUEST
	Company:
	[Company Name]

	Approval No.:
	[Reference Number]

	Date:
	[Date]



Requested by
	Employee Name
	 

	Employee ID
	 

	Department
	 

	Cost Centre
	 



Expense Details
	Expense Type: Team Event / Training / Client Gift / Purchase / Other
	 

	Description
	 

	Business Justification
	 

	Date Required By
	 

	Number of Beneficiaries / Attendees
	 



Cost and Quotes
	Vendor
	Quote Ref.
	Amount excl. GST (₹)
	GST (₹)
	Total (₹)
	Preferred (Y/N)

	[Vendor]
	[Quote Ref.]
	[Amount]
	[Amount]
	[Amount]
	[Y/N]

	[Vendor]
	[Quote Ref.]
	[Amount]
	[Amount]
	[Amount]
	[Y/N]

	[Vendor]
	[Quote Ref.]
	[Amount]
	[Amount]
	[Amount]
	[Y/N]



Budget Check
	Budget Line
	 

	Annual Budget (₹)
	 

	Spent to Date (₹)
	 

	Available Balance (₹)
	 

	Payment Route: Direct to Vendor / Employee Reimbursement
	 



Approval Matrix
	Amount Range
	Approver
	Signature
	Date

	Up to ₹[Amount]
	[Reporting Manager]
	 
	[DD/MM/YYYY]

	₹[Amount] to ₹[Amount]
	Department Head
	 
	[DD/MM/YYYY]

	Above ₹[Amount]
	Finance Head / [Authorised Signatory]
	 
	[DD/MM/YYYY]



Approval valid until [DD/MM/YYYY]. The approved amount is the maximum payable; any increase needs fresh approval. Quote Approval No. [Reference Number] on the invoice or reimbursement claim.

	______________________________
Requested by
[Employee Name]
Date: [Date]
	______________________________
Final Approval
[Authorised Signatory]
Approved Amount: ₹[Amount]
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