Somalia Evaluation Society (SOMES)
Annex 1 — Disbursement Request Form
Financial Policies & Governance Manual

Requester details
	Requested by
	

	Department / programme
	

	Date of request
	

	Budget code
	

	Donor / funding source
	



Disbursement details
	Line item / purpose
	Budget code
	Amount (USD)
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Total requested (USD): _______________
Supporting documents attached
Quotation(s) / invoice(s)
Contract or purchase order (if applicable)
Budget line confirmation
Previous advance reconciliation (if applicable)
Authorizations
	Prepared by (name & signature)
	Date: ____________

	Budget holder approval (name & signature)
	Date: ____________

	Finance verification (name & signature)
	Date: ____________

	Final authorization — per the Signatory Matrix (Annex 4)
	Date: ____________



Note: The approving signatory required depends on the amount and transaction type — see Annex 4, Signatory Matrix. Disbursements above the threshold set in the Financial Policies & Governance Manual require Board Finance Committee sign-off.




