Community Grants Program

A Guide to Invoicing

S

City-Stirling
City o Choice

Registered for GST

Example Tax Invoice

1.Write TAX Invoice

2. Organisation Name and
Address

3. State your ABN*
4. Date of Invoice

5. Grant Application
Number eg CFXXXX and
Project Name

6. Include the GST If your
organisation Is registered
for GST

7. Total amount for the
Invoice.

8. Address the Invoice to
City of Stirling -
Community Grants Team
grants@stirling.wa.gov.au

Bl Tax invoice

[ Windows to Fit Pty Ltd 15 Burshag Road
ABN: 32 123 456G 789 E Festler NSW 2755
[ Date: 1 August 2013
To: Building Company [z}
254 Burshag Road
Festler NSW 2755
Qty | Description of supply | Unit price | GST Total
50 | Window frames $150| $15| $8,250
10 | Deadlocks $40| $4| $440
6
TOTAL AMOUNT PAYABLE $8,690

The total price includes GST

*If you do not have an
ABN you will need to
complete a "statement by
Supplier' form and send
this in with your invoice.

Australian Government
onomee Statement by a supplier

HOW TO COMPLETE THE STATEMENT

« Print clearly in BLOCK LETTERS using a black pen onl

nonly.
nnnnnnn = Use BLOCK LETTERS and print ona character in sach box.
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Reason/s for not quoting an ABN Flace X in the appropriate box/es.




