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Payment Voucher
	Voucher reference
	Payment date
	Amount and currency

	[Reference]
	[Date]
	[Amount and currency]



Payee  [Enter payee]
Invoice or supporting reference  [Enter invoice or supporting reference]
Payment purpose  [Enter payment purpose]
Payment detail
	Description
	Reference
	Amount

	[Item or service]
	[Reference]
	[Amount]

	
	
	

	
	
	

	Total
	
	[Total]



Authorization and payment
	Stage
	Name or reference
	Date
	Status

	Prepared
	[Name]
	[Date]
	Draft

	Approved
	[Authorized person]
	[Date]
	[Decision]

	Settlement
	[Payment reference]
	[Date]
	[Confirmed or pending]



Approval and settlement are separate events. Verify supporting records and payment-detail changes through your actual payment process.
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