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

	Request Form No.:
	[Request Reference Number]

	Date Received:
	[DD/MM/YYYY]



Section A – Employee Summary
	Employee Name
	 

	Employee ID
	 

	Designation / Department
	 

	Date of Joining
	 

	Monthly Net Salary (₹)
	 

	Employment Status: Confirmed / Probation / Notice
	 



Section B – Eligibility Check (HR)
  Minimum service of [Number] months completed
  Amount within policy limit of [Limit]
  No outstanding advance or loan
  Not serving notice period
  Deduction consent signed by employee
  Total monthly deductions within permitted limits after this recovery
Section C – Sanction
	Particulars
	Details

	Amount Requested
	₹[Amount]

	Amount Sanctioned
	₹[Amount]

	Number of Instalments
	[Number]

	Monthly Recovery
	₹[Amount]

	Recovery Start Month
	[Month YYYY]

	Recovery End Month
	[Month YYYY]

	Decision
	Approved / Partly Approved / Rejected

	Reason (if reduced or rejected)
	[Reason]



Section D – Disbursement (Finance)
	Disbursement Date
	 

	Mode: NEFT / IMPS / Cheque
	 

	UTR / Cheque No.
	 

	Payroll Recovery Set Up On (Date) and By (Name)
	 



Approvals

	______________________________
Recommended by
[Reporting Manager]
Date: [Date]
	______________________________
Verified by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Finance Head Name]
Date: [Date]
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