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Employee Details
· Employee Name: ______________________________________
· Employee ID: ______________________________________
· Department: ______________________________________
· Position: ______________________________________
Advance Details
· Amount Requested: $__________________________________
· Reason for Advance: __________________________________________________
· Repayment Plan: __________________________________________________
Approval
· Supervisor’s Signature: ______________________________________ Date: _______________
· Finance Department Approval: ________________________________ Date: _______________
Employee Agreement
· I agree that the amount requested will be deducted from my future paychecks according to the repayment plan specified above.
· Employee Signature: ______________________________________ Date: _______________
Comments
· Additional Information or Comments:
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