[Company Logo]   [Company Name]
RECRUITMENT APPROVAL FORM
	Approval No.:
	[Reference Number]

	Requisition No.:
	[Requisition Number]

	Date:
	[Date]



1. Position Summary
	Designation
	 

	Department
	 

	Grade
	 

	Number of Positions
	 

	Work Location
	 

	Type: New / Replacement
	 



2. Headcount Check
	Approved Headcount
	Current Headcount
	Open Positions
	Headcount After This Hire

	[Number]
	[Number]
	[Number]
	[Number]



3. Budget Check
	Item
	Budgeted (₹)
	Proposed (₹)
	Variance (₹)

	Annual CTC per position
	[Amount]
	[Amount]
	[Amount]

	Agency fee
	[Amount]
	[Amount]
	[Amount]

	Joining bonus / relocation
	[Amount]
	[Amount]
	[Amount]

	Total hiring cost
	[Amount]
	[Amount]
	[Amount]



4. HR Comments
[Internal candidates considered, market availability, expected time to hire]
5. Approval Decision
	Approver
	Decision (Approve / Hold / Reject)
	Conditions
	Signature & Date

	Department Head
	 
	 
	 

	HR Head
	 
	 
	 

	Finance Controller
	 
	 
	 

	CEO / Director
	 
	 
	 



	Approval valid until
	 

	Approved number of hires
	 



This approval authorises HR to recruit for the position described above within the approved budget and validity period. Any change in grade, CTC or headcount requires fresh approval.

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Final Sanction
[Authorised Signatory]
[Designation]
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