Letter must be on Company Letterhead and accompanied with a business card of the person authorizing the Paid-out.
(Date)
To: Loews Miami Beach Hotel,

Please consider this as a letter of authorization for (Guest Receiving the Cash Paid Out) with (Company Name), to receive a cash advance on behalf of the (Company Name & Meeting Name).    
The cash advance is authorized to be reflected on the group master account invoice for the group’s record and not billing or deposit purposes. 
The funds to be given are (Total Amount) on (Date Cash Paid out Needed) 
Please have the following denominations: (Sample in Blue) 
	Bill Denominations
	Amount Needed 
	Total Amount 

	$100 
	5 
	$500 

	
	
	

	
	
	


_____________________________


_________________

PRINTED NAME

                                                         Date
_____________________________
SIGNATURE
_____________________________

TITLE
Please Note:
· An approval letter (letter of authorization) from the paying entity must be provided for paid outs made to groups, regardless of whether such paid outs are for services performed, gratuities to hotel employees, or other unexplained purposes.  

· All corporate charges must be pre-approved by someone other than the group leader who is the recipient of the paid out.

· An authorized direct bill group member must approve all disbursements.  

·  Proper identification must be checked prior to the money being paid out.

·  All group paid outs require a check, or other cleared federal funds (i.e. wire transfer) received at least 2 weeks prior to group’s arrival.

·  Payments by Credit Card will be charged a 5% processing fee.

