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Those applying for progressive payment should adhere 

to timeline and submit relevant invoices within the 

stipulated payment month so that reimbursement can 

be processed accordingly. Do note that payment will 

be made within 60 days after the submission of the 

claim. The respective vendor must submit all 

documents on time and reply all queries raised.  

Example: 

 

 

 

 

Ensure the organisation is registered under 

Vendors@gov. In the claim form provide accurate 

vendor ID and organisation name as in the registration 

document. 

 

 

 

 

 

 

 

 

 

 

 

Payment Amount  Payment Month 

First payment (30%) $9, 030.00 (nett) February 2023 

Second Payment (30%) $9, 030.00 (nett) March 2023 

Final payment (40%) upon 
completion of programme 
and submission of invoices  

$12, 040.00 (nett) April - May 2023 



You can only claim the amount for items indicated 
in the LOA. Do not submit claims for items not listed 
in the LOA.  

 

Note: 

• Ensure good planning and proper market sensing is done before deciding 

on the quantity and unit price when submitting the proposal form. 

• Proposers (one who submits the proposal) who claim for self, should 

include their name beside the line item in the proposal form that is 

submitted to TPC.  

E.g.  

Item Unit Amount Quantity Total Amount 

Director (Mr Sathish) $2,000 1 $2,000 

• The description of the item, quantity and unit price stated in the invoices, 

receipts, vouchers must tally with the LOA.  If quantity and unit price do 

not match, then the amount reimbursed for the line item will be 

prorated.  

• When using UPTLC as venue ensure cleaning services and engagement 

of TA is factored in the costing for venue. 

 



Complete the claim form (use the latest version sent 

together with the LOA) and send it along with all 

other documents. 

 

 

 

 

Include all bank 

details accurately. 

This form is to placed 

as the first document 

in the stack 

submitted for claims. 

Include name of 

account holder 

(organization or 

individual) receiving 

the funding. 

Include programme 

details along with a 

summary of the event 



Stack all project expenditure as in the claim form. 
Send a signed hardcopy to TPC and email a soft copy 
in word format. 
 

 

 
 
 
 

 

Ensure that all items match those 

that are listed in the LOA.  Include 

invoice number or receipt 

number. Label the necessary 

documentations accordingly and 

ensure they are placed according 

to the line items listed in this 

claim form. Categorise the 

expenses under different 

sections. E.g. Under the Actors 

Section, to have all payment to 

artistes. 

Only provide receipts/invoices 

that add up to the approved 

amount 

Company or organisation stamp 

and Chairperson or President of 

organisation to sign under 

Section C: Declaration 

If the event is ticketed, amount 

collected from the sales of tickets 

must be deducted from the total 

expenses incurred for the project. 



One document per line item (receipt, invoice and or 

voucher) is encouraged.  If submitting invoices in one 

pdf document arrange all supporting documents 

according to the line item listed in the claim form. Do 

not merge two line items in one receipt. 

Receipts 

Indicate on the supporting documents the s/n reference (see example below) 

 

 

 

 

 

 

Number all the pages submitted 

Number/Label each receipt submitted 

(E.g. A/B or 1/2) 

Additional writings on receipts will not 

be accepted. Unclear, handwritten and 

handwritten-over receipts are not 

accepted. 

Company Stamp, ‘Certified True Copy’ 

stamp and initials must be reflected on 

the photocopied document.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Unclear receipts will not be 

accepted. 

Crumpled invoices (such as above) 

are to be pasted on a A4 size paper 

accordingly. Preferably 2 invoices 

pasted on a A4 size paper, so it is 

not overcrowded. 



Take note that for refreshments and transportation 

only invoices from caterers or transport companies 

will be accepted. Grab food deliveries, food 

purchased from outlets such as fast-food outlets and 

Grab/Uber/Gojek etc. car ride receipts will not be 

accepted. Avoid using external transportation services 

for delivery of refreshment. Use delivery service by 

the restaurant and it must be reflected in the invoice. 

 

 

 

 

                            



Invoices  

Only Tax Invoices are accepted. Proforma Invoices, 

Quotations, Schedule, etc will not be accepted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Proforma Invoice such as this will 

not be accepted. 



 

 

 

 

 

 

 

 

 

Quotations such as this will not be 

accepted if no evidence/receipts or 

invoices are submitted. 



 

 

 

Schedule will not be accepted. 



 

• Ensure that the date stated on invoices, receipts and vouchers is not before 

the date on which LOA was signed or after the date of event. 

• For invoices that contain “This is a computer generated invoice. No 

signature is required.” issuer’s signature is not required. 

• For all other invoices an original or Certified True Copy (organisation logo, 

“Certified True Copy” stamp and signature to certify true) must be 

submitted. Signatory must be part of the management team. 

 

Invoice must be billed to the 

relevant organization and 

not any individual. (TPC, 

MOE) 



 

 

 

 

 

 

 

 

Stamp ‘Certified True Copy’ and initial next to it (on every page) 

Company’s Logo must be stamped on every page too. 

 



Payment Voucher 

Payment made to individuals (artistes, composers, etc) must be substantiated with a payment 

voucher signed by both the payer and the payee together with proof of bank transfer to payee. 

 

 

 

Company’s Stamp 

Company’s Stamp 

Company’s Stamp 

 

Paste 1-2 receipts on each side of an A4 sized paper (for clarity sake) 

Event Title 

Event Title 

Voucher must be signed by 

recipient and not any other 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Cheque Payments 

If cheque payments are made to service providers, then submit the bank statement as evidence of 

clearance of cheques. 

 

 

 

 

 



Foreign Currency 

Avoid making payments in foreign currency. If for some reason you make payment in foreign 

currency then submit a statement as given below stating the exchange rate for the day the payment 

was made or submit a bank statement if a bank transfer was made on the mentioned date. 

 

 

  

To:                                                                                                                                       30 Oct 2019 

TPC  

Attn: Ms Tamilvani  

 

 

 

 

RE: Exchange rate for payments for ‘Poem Festival 2019 (Muthirai Varigal)’ event on 20th July 2019 

 Based on actual forex rates, here is our amendment to the budget report form submitted earlier 

Thank you 

No. Item INR 

Amount 

Rate Amount Remarks 

1. Artwork Publication 

Preparation 

RS 

30000.00 

1.9719 S$591.57 Based on exchange rate 

on date (19/07/19) 

 

Total Amount: S$591.57 

 

 Attachments: MAS report for exchange rates for the above period. 

 

 Organisation:  

 

Signature:  

 

 

 

 



 

Submit soft copy of the following within 1 month after the project has ended. Claims that 

reach us later than 1 month will not be processed for payment: 

• Finance Checklist 

• Activity Report Form with media reports  

• Signed TPC Claim Form with all project expenditure listed (to match line items stated 

in the LOA), 

• All original or Certified True Copy invoices, receipts, supporting documents for 

expenses (stamped with organisation logo and “Certified True Copy” + signature 

from the management team) 

• Event photos and feedback forms  


