Advance Payment Application

Official Document Template

Applicant Information

Name: Employee ID:
Department: Position:
Date of Application: / / Contact:

Advance Payment Details

Description of Need Amount Requested  Purpose

Repayment Plan (if applicable)

Repayment Date(s):

Repayment Method:

Justification / Remarks

Applicant Signature
(Name & Date)

Supervisor / Manager Approval
(Name, Signature & Date)

Finance / Accounts Approval
(Name, Signature & Date)

For Official Use Only

Important Notes:

e Advance payment applications must be submitted with supporting documents.

Allinformation provided must be true and accurate; misrepresentation may result in disciplinary action.
e Repayment details and deadlines must be agreed upon prior to disbursement.

Approval from relevant authorities is mandatory before processing payment.

This form is only valid for its stated purpose and within the applicable organization policies.
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