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How do | Request an Invoice to be
sent to an external
business/individual?




The DUSA Finance department will send an invoice to an external business or
individual requesting payment on your behalf, when you submita ......

Y

REQUEST FOR INVOICE FORM - DUSA CLUBS

DUSA CLUE MAME

s Request for Invoice form (see DUSA website)

& Geelong

O Warrnambaoal

A AL et o e e What you need to include on the form:
——— * Club name

* Campus

* Details of who the invoice is being sent

Clty Stata | Provinca | Raglon

Postal [ Zip Cods Country

Email *

DUSA
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Include details of why you are sending

the invoice

e.g. sponsorship for Health Ball July 2023
Include Purchase Order number (if one
has been provided to you)

Choose type of income
Remember to add GST to the amount

you want to receive in club account
Eg if you want S500 of income to show in
club account then the invoice must be for

S$550 (5500 + 10% GST)

SUBMIT

DUSA.ORG.AU | 1300 555528 | REG NO. A0040625Y

/

The payment will be
directly deposited into
your Club account.

INVOICE DETAILS *

Supplior Purchase Ordar No_ *

DEFARTMENT (210 Olubs) - ACCOUNT CODE
® 4002 Sales-General

&) 4007 Sponsorship/Fundraising/ Donation
) Type in your Sales Code if not listed here

Amount (Inc GST) *

Attach Filas *

| Browsa... | No file selected.

your Clubz Support Coordinator? *
) Yes

® No

Plaaxa list any othar commeants_

Deakin University Student Association Inc.
ABM 95 022 653 791
Reg. Mo. ADD40625

| Submit |




Your CSC is your best source of
information if you have any further
guestions
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