Norris & Stevens, Inc.

Request for Payroll Advance

Name:








Date:









I am requesting an advance from Norris & Stevens, Inc. in the amount of $



.

These funds are to be repaid to Norris & Stevens, Inc. by payroll deduction on the next pay date.

Employee Signature: 









Supervisor Approval: 








Owner Approval:









Lower portion to be filled out by corporate accountant:


Employee Balances

As of today, the current amount owed to Norris & Stevens, Inc. (Advances, Medical Insurance, Section 132 pre-tax transportation deduction) by the employee is: 



.
.

Commissions Already Received

As of today, Norris & Stevens, Inc. has already received $



.
 in commissions for this employee’s deals that will be processed with the next payroll.

The approximate amount of pay on this commission (after co-ops, after the Norris & Stevens, Inc. split, but before taxes are deducted) to the employee will be $



.
.

Invoiced Unpaid Commissions

As of today, Norris & Stevens, Inc. has invoiced $



.
 in commissions for this employee’s deals that will be paid in the future.

Of this amount, $



.
 is expected to be paid within the next 30 days. If these invoices are paid as expected, the amount of the approximate pay to the employee (after co-ops, Norris & Stevens, Inc. split, but before taxes) will be $



.
.

To process in advance, fill out top portion of form and turn in to Corp. Accountant. Please allow 1-2 days processing time. In case of emergency request that processing be expedited.

H:\WPDATA\FORMS\INTRANET FORMS\Payroll Advance Request Form.doc

