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Enter the CPT Institute org website 
and hover over the “Our Clients” 
tab that will drop down a menu

1. Upon Entering Website

2. Click Our Clients and Access the Disbursement Request Form

This will drop this 
menu which opens the 
electric disbursement 

request forms
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3. Enter Personal Info

Enter the name of the beneficiary

Enter the trust id

If applicable, enter the beneficiary advocate’s full name

Select in between request for 
disbursement or true lined 

replenishment and increase to all of one

Enter the email could be the beneficiary 
or the beneficiary’s advocate
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4. Selecting For What do you Want:

This will reload funds in the true link

This will also open the same  menu 
if you select the disbursement type 

of the credit card

Enter your credit card 
or true link card

Enter the amount of 
receipts (if you don’t 
have any enter a 0)

If you don’t want the full 
payment, enter the amount 

of money you want to 
receive 

If you picked directly to payment the address 
of where the payment lives
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5. Disbursement Types

Pick where the money is going to be spent

Third party vendor and 
sending bills or payments to 

stores
Selecting a credit card pay 

off any payments 

Sending money to another 
person to pay them back 

6. Receipt Tracking Log

Enter the date 
of the receipt 

Enter the name of the store 
of the purchases 

Enter the description of the 
items purchased 

Enter the amount of each 
receipt 

Upload all receipts
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7. Acknowledgement

Read before signing 

Enter the date of 
when you complete 

this form 

Sign here

Print your name


