[Company Logo]   [Company Name]
SALARY ADVANCE REQUEST FORM
	Form No.:
	[Reference Number]

	Date of Request:
	[Date]



Section A – Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Work Location
	 

	Date of Joining
	 

	Reporting Manager
	 

	Mobile Number
	 

	Current Monthly Net Salary (₹)
	 



Section B – Advance Details
	Advance Amount Requested (₹)
	 

	Amount in Words
	 

	Required By (Date)
	 

	Purpose: Medical / Education / Marriage / Housing Repair / Relocation / Other (specify)
	 

	Brief Description of Need
	 

	Supporting Document Attached (if any): Yes / No
	 



Section C – Proposed Repayment
	Instalment No.
	Salary Month
	Amount (₹)

	1
	[Month YYYY]
	[Amount]

	2
	[Month YYYY]
	[Amount]

	3
	[Month YYYY]
	[Amount]

	Total
	 
	[Amount]



Section D – Existing Advances / Loans from Company
	Any outstanding advance or loan: Yes / No
	 

	If yes, amount outstanding (₹)
	 

	Monthly recovery currently in progress (₹)
	 



Section E – Manager Recommendation
	Recommended: Yes / No
	 

	Remarks
	 

	Manager Name and Signature
	 

	Date
	 



Declaration
I declare that the information given above is true. If the advance is approved, I authorise [Company Name] to recover it from my salary in the instalments approved. If my employment ends before full repayment, I authorise recovery of the balance from my full and final settlement, and I agree to repay any remaining amount within [Number] days of my last working day.

	______________________________
Employee Signature
[Employee Name]
Date: [Date]
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