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Instructions:
	Please fill out the following information to request a payment or reimbursement. Ensure all required fields are completed to avoid any processing delays. Submit the completed form to the finance department at {{company_email}}.




Requester Information

	Full Name: {{requester_full_name}}

	Employee ID: {{employee_id}}

	Department: {{department_name}}

	Position: {{position_title}}

	Email Address: {{requester_email}}

	Phone Number: {{requester_phone}}






Payment Details
	Payment Type:

· Reimbursement
· Direct Payment

	Amount Requested: ${{amount_requested}}

	Currency: {{currency_type}}

	Purpose of Payment/Reimbursement: {{payment_purpose}}

	Date of Expense/Service: {{date_of_expense}}






Expense Details

	Vendor/Supplier Name: {{vendor_name}}

	Invoice/Receipt Number (if applicable): {{receipt_number}}

	Description of Goods/Services: {{description_of_goods_services}}

	Attach supporting documents (Receipts, Invoices): (Insert link to upload or attach documents here)





Approvals

	Immediate Supervisor:
Full Name: {{supervisor_name}}
Signature: _________________________
Date: {{supervisor_approval_date}}

	Department Head (if different from Immediate Supervisor):
Full Name: {{dept_head_name}}
Signature: _________________________
Date: {{dept_head_approval_date}}




Finance Department Use Only

	Received By: {{finance_receiver_name}}

	Date Received: {{date_received}}

	Approved/Rejected By: {{finance_approver_name}}
Approval Date: {{approval_date}}

	Payment Processed By: {{processed_by}}

	Date of Payment Processing: {{payment_processing_date}}




Notes or Comments:

	{{additional_notes}}






Disclaimer:

	By submitting this form, the requester certifies that all information provided is accurate and agrees to the company policy concerning payments and reimbursements. Any misuse of this form or falsification of information may lead to disciplinary action.

For queries regarding the payment request, please contact the finance department at {{finance_department_contact}}.




Thank you for your submission!This template ensures a comprehensive and streamlined approach to processing payment and reimbursement requests, making it easier for both employees and the finance department to manage the workflow efficiently.

image1.png




