Advance Payment Request Letter

Date:

To,

[Recipient Name]
[Designation/Department]
[Company/Organization Name]
[Address Line 1]

[Address Line 2]

Subject: Request for Advance Payment
Dear [Recipient Name],

| am writing to formally request an advance payment of [mention amount and currency] for
[purpose/reason, e.g., upcoming business trip, project expenditure, procurement, etc.]. The advance is required to
ensure timely commencement and smooth execution of the related tasks.

Kindly approve the request so | may proceed as planned. Once utilized, a detailed statement of the expenses along
with necessary vouchers and receipts will be submitted for reconciliation.

Thank you for your attention and consideration.

Sincerely,

[Your Name]

[Your Position]
[Department/Team]
[Contact Information]

Important Notes:

e Mention the exact amount and reason for the advance payment clearly.

e Attach supporting documents or estimates if required by company policy.

e Keep a copy of this request for your records.

e Ensure to submit all utilization details and receipts after spending the advance.

Follow organizational protocols for approvals and signatures.
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