Standard Payment Order Form

Payment Order No.:

| |

Date:

| |

Vendor Details

Vendor Name ]

Contact Person ]

Address ]

Email y

Phone ]

Payment Details

Description Invoice No. Invoice Date Amount

| | | | |

| | | | |

Payment Method:

\Bank Transfer
Due Date:

Authorized By:] Signature:

Date:’

Important Notes:

e Ensure all payment information and vendor details are accurate before processing.
e Attach supporting documents such as invoices or delivery notes where applicable.
e Payment orders should be authorized by designated signatories only.

e Keep a copy of this form for your records and future reference.
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