
	Supplier’s Checklist – Preparing an invoice
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	User instructions

Adapt this checklist to suit the nature of your invoicing and internal processes. 


	Prepare invoice
	Check
	(

	Standard information:
	· invoice is clearly marked 'Tax Invoice'
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	· includes your GST registration number (if you are registered for GST)
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	· states your business or trade name and business address
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	Date:
	· invoice is dated 
	
[image: image5]

	The contract:
	· correctly states the buyer’s name and address
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	· states the name of the contract it relates to
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	· contains contract or purchase order reference number - if applicable
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	· contains short description of the goods or services supplied
	
[image: image9]

	
	· specifies the quantity or volume of the goods or services supplied  
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	Amounts due:
	· amounts are in NZD – unless the contract states another currency
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	· only items allowed for under the contract are included
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	· correctly calculates the amount due, excluding GST
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	· correctly calculates the amount of GST due – if relevant
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	· correctly calculates the total amount due, including GST
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	Address:
	· is correctly addressed to the right person in the buyer’s agency 
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	Attachments:
	· attach all GST receipts for expenses claimed – if applicable
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	· receipts numbered and cross-referenced on the invoice
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	· attach any other verifying documents requested by the buyer
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	Invoice prepared:
	
	
	

	
	name of officer
	signature
	date


	Peer Review
	Check
	(

	Basic:
	· all of the above information correct
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	Financial:
	· each item is charged in the correct amount of $
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	· all additions and subtractions are correct
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	· amount of GST (15%) is correctly calculated and added
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	Invoice checked:
	
	
	

	
	name of officer
	signature
	date

	
	
	
	

	Submit for payment

	Details:
	date invoice to be submitted
	post / email / hand delivered
	actual date submitted

	
	deadline 
	method
	date submitted
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