LOAN REQUISITION FORM
  (All loan requisition should be routed through Dept. Head to HRD.  HRD shall advise Accounts / Commercial for disbursement of loan).








Date

:
Employee Name
              :




Personal No.
:
Date of Joining

:




Department
:
Location


:




Designation
:








Grade

:
Purpose of Loan

:      




 ______________________________________________________________________________________
( Please specify the reason with full details)
Type of Loan requested

Maximum Eligibility


Basic



   

   
        Salary Advance

One month Basic + DA                          
                         
  
Emergency Loan

Three months Basic + DA


      
  
Festival Loan

Two month Basic + DA or Rs.10000/- 


    
( wh ichever is lower ) only to O & S grade
    
 
Marriage Loan

Six months Basic + DA or Rs.40000/-
        
( whichever is lower ) - > than 3 yrs ser.
Three months Basic + DA or Rs.25000/-
( whichever is lower ) - < than 3 yrs ser.
        
       
Self Education Loan
Three months Basic + DA or Rs.10000/-
( whichever is lower ) only to O & S grade
    
        Privilege Loan

Five months Basic + DA   
  

        
Recovery in no.of installments requested              :
Any other loan pending  

                      :



Amount :
Declaration: On demand, I promise to pay to M/s.CavinKare Private Limited, a sanctioned Loan amount which shall be deducted from my salary.








Signature of the employee                  ______________________________________________________________________________________
Amount Recommended by Dept Head / FH :

      
Signature :


Date:







Name
  :


(Sanctioning of loans shall be subject to the conditions specified in the policy.)
---------------------------------------------------------------------------------------------------------------------------------
For HRD Use 
To:   Accounts / Commercial







Kindly arrange to pay Rs.____________ (  ___________________________________________________________________________________ ) to Mr.\Ms._______________________________________ (Personal No. ____________ )duly approved by  __________________________    towards ________________________ loan which shall be deducted in  ________equal monthly installments.
Asst. Manager - HRD






     Sr. Manager - HRD
