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Finance & Business Services Division

Accounts Receivable


All documentation in support of a write off is to be attached to this form
Recommendations to write off a debt are to be made in writing to the Chief Financial Officer.
Email this form and all documentation to ar@fbs.uq.edu.au
	Invoice Details

	Customer Name
	     

	Customer Number
	     

	Invoice Number
	     

	Operational Unit
	Site
	Fund
	Function
	Account *
	Project
	Amount
	Cur

	     
	  
	   
	  
	800310
	     
	     
     
	   

	     
	  
	   
	  
	800310
	     
	     
	   

	     
	  
	   
	  
	800310
	     
	     
	   

	     
	  
	   
	  
	800310
	     
	     
	   

	Total
	     
	   


* 800395 – Bad Debt Write Off
	Reason 
for 
Write Off
	      Bad Debt  (Item will never be paid)

	
	      Bankruptcy Declared 

	
	      Customer in Liquidation 

	
	      Uneconomical to Pursue (amount is $500 or less)

	
	      Customer in Voluntary Administration


	Financial Delegate Approval

	I hereby understand that the write off will be applied against the operational unit listed above

	Name
	      

	Signature
	 
	Date Signed
	   /    /     


Version 2.2
Updated November 2019

