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Finance & Business Services Division

Accounts Receivable


Please complete this form within 2 days of the goods or services being provided as per UQ policy
A purchase order or relevant supporting documentation is compulsory with all UQ invoices
	Customer Information

	Customer Name
	     
	ABN
	     

	UniFi Customer Number
	     
	Purchase Order #
	     

	Contact Name 
(invoice Attention To)
	     
	OR  Supporting Documentation Attached       

	Address 1
	     

	Address 2
	     

	City
	     
	State
	     

	Country
	     
	Post Code
	     

	Email for Invoice Dispatch
	     

	

	Invoice Header Detail

	Invoice Requested By
	     
	Date Requested
	   /    /     

	Email
	     
	Phone
	     

	   Return ProForma Copy                            Notify Invoice Number                          Send Invoice by date     /    /   

	Special Instructions OR Note on Invoice
	     

	


	Invoice Line Information

	Line 1
	Description  (30 characters max)
	     

	
	Qty
	    
	Unit Price (Excl GST)
	     
	GST (Y/N)
	 
	Currency
	   

	
	Chart Fields to be Credited

	
	Operational Unit
	Site
	Fund
	Function
	Account
	Project ID
	Amount
	FFT

	
	     
	  
	   
	  
	     
	     
	     
	     


If multiple lines are required on the Invoice please complete the Additional Line Information form and attach to the back of this form.
	Financial Delegate Name
	     

	Financial Delegate Signature
	
	Approval Date
	   /    /     

	Invoice Entered By Name
	     
	Entry Date
	   /    /     

	Invoice Number
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