
Project Advance Payment Application Form
Project Name Enter project name

Project Code / Reference Enter code or ref

Applicant Name Your name

Department / Team e.g. Engineering

Date of Application

ADVANCE PAYMENT DETAILS

Requested Advance
Amount

Amount (e.g. 10,000.00)

Currency e.g. USD

Purpose of Advance
Describe intended use of funds

Expected Settlement
Date

SUPPORTING DETAILS (IF ANY)

List supporting documents, references, or remarks

Applicant's Signature

Date: 

Approval (Project Manager / Department
Head)

Date: 

IMPORTANT NOTES
This form must be completed and approved before any advance is released.
All expenses made using the advance must be documented and accounted for during settlement.
Unutilized advance must be returned as soon as possible with a detailed breakdown of spending.
Failure to settle advances on time may result in disciplinary action or suspension of further advances.
Attach all relevant supporting documents (e.g., quotations, approvals) along with this application.
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