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Invoice Number is created using first and last 
name iniƟal, the month you’re seeking to get 
paid, and the year. For example: FL is submiƫng 
this invoice for June in the year 2023. 

Please source 
your duƟes 
using 
Knowledge 
Base 

Insert the approved 
gratuity amount 
here. 

Make sure that all 
banking informaƟon 
matches exactly the 
direct deposit form 
previously submiƩed. 
If changes are 
needed, please 
request a new direct 
deposit form. 

Due Date is the 15th of the 
month you are submiƫng 
for. Your due date and 
invoice number should 
reflect the same month. 

“Today’s” date 

For JUNE 


