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APPROVAL REQUEST FORM
	Company / Store
	
	Request ID
	


1. Requester Information
	Requester Name
	
	Department / Team / Store
	

	Date of Request
	
	Contact (Email / Phone)
	


2. Request Details
	Request Title
	

	Description of Request
	


	Reason / Business Need
	


	Preferred Completion Date / Deadline
	


3. Cost Information  (if applicable)
	Estimated Cost
	
	Budget Category / Cost Code
	

	Vendor / Supplier
	
	Quotes / Supporting Docs Attached
	


[ ]  Yes      [ ]  No
4. Approval Information
	Approver Name
	
	Date of Approval
	



	Approval Decision
	[ ]  Approved      [ ]  Approved with conditions      [ ]  Rejected

	Approval Notes / Reason for Rejection
	




	 
Approver Signature
	 
Date



image1.png
Sh
o0l




