Approval Form Template Word

General Approval Request Form

Requester Information

e Full Name:

e Department:
e Job Title:

e Phone Number:

Request Details

e Type of Approval: [] Budget [ 1 Document [ 1 Leave [ ] Project [ ] Other:

e Reason for Request:
e Start Date (if applicable):
e End Date (if applicable):

Supporting Documents

[1 Proposal Attached
[1 Budget Report Included

] Additional Documents Provided

Approval Status

e Reviewed by:

e Approval Decision: L1 Approved L] Rejected [ 1 Pending Further Review

e Comments:

Approval Signatures
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Requester’s Signature:

Approving Manager’s Signature:

Date:
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