Procedure for AR Invoice Request


PURPOSE
	Purpose
	To provide procedures, tools and reference material to assist with preparing a request to raise an invoice.

These procedures do not cover charging through Callista course fees and related charges directly to enrolled students.
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PROCEDURES
	General
	1. All invoices will be EMAILED to the customer.
2. Minimum invoice value is $10.
3. AR Invoice Request documents are to be raised by the Requestor and then approved and sent by the Cost Centre Manager by email to receivables@westernsydney.edu.au where the invoice will be created.
4. AR Invoice Request documents will only be accepted by email from the Cost Centre Manager.

5. The Requestor is the person who prepares the AR Invoice Request.
6. The Cost Centre Manager is the person who is answerable for any income attributed to a Cost Centre and approves AR Invoice Request documents. 

7. AR Invoice Request documents that do not comply with these procedures will be returned to the Requestor for proper completion.

8. For further assistance refer to your Management Accountant.



COMPLETION SEQUENCE
	Requestor
	1. Gather all required appropriate Supporting Documents (refer Supporting Documents).
2. Download Excel file AR Invoice Request.xlsx [Refer to Finance website/Finance Forms for a copy of this file]
3. Complete document in Excel.
4. Complete all mandatory and other relevant sections.
5. Save file for your own records.
6. Scan all required supporting documents.
7. Prepare an email, attaching file AR Invoice Request.xlsx and scanned copies of supporting documents, and send to Cost Centre Manager requesting approval.
The email might read:

“Please approve attached AR Invoice Request/s and forward to receivables@westernsydney.edu.au “


	Cost Centre Manager
	1. Cost Centre Manager should forward the above email, with attached file AR Invoice Request.xlsx and scanned copies of supporting documents, to receivables@westernsydney.edu.au stating approval.
The email might read:

“Approved”



	Accounts Receivable
	1. Accept AR Invoice Request.xlsx from Cost Centre Manager only. If not directly from Cost Centre Manager return file to sender.
2. Review AR Invoice Request.xlsx for completeness. If incomplete return file to sender.

3. Review AR Invoice Request.xlsx for compliance with these procedures. If non-compliant return file to sender.

4. If pass items 1, 2 and 3 then prepare invoice in accordance with AR Invoice Request.xlsx


AR INVOICE REQUEST
	INVOICE TO:

	Full Name
	Full customer name, i.e. the entity or person who is to be billed

NO ACRONYMS please, e.g. GPET is General Practice Education & Training

	Postal Address
	Full postal address 

	Email
	Full email address, to be used to send the invoice to the customer

	Phone number
	Full phone number, including country and area code where applicable

	Contact
	Name of contact at customer

	Purchase Order No.
	Customer Purchase Order number

Ask the customer for a Purchase Order to support the invoice.


	DETAILS OF GOODS OR SERVICES TO BE INVOICED

	Description
	Please provide a clear description so the customer knows exactly what they are paying for and so too any reader of the invoice,  e.g. Airfares for Prof Blog for ZZZ Conference presentation, 21 May 2016 travelling from XXX to YYY

	Quantity
	Only applicable if there are several units of the same thing being billed

	Unit Price
	Per unit price of units being billed

	GST Exclusive Amount
	The total value of goods before any GST is added
This value will be posted to your Cost Centre revenue account

	GST?
	Select ‘Yes’ from the dropdown box if this item attracts GST
Select ‘No’ from the dropdown box if the item is GST Free

Please show on separate lines items that attract GST from line items that are GST Free

A GST selection must be made for each line item.



	GST
[protected field]
	GST will be calculated automatically according to your response to [GST?]
If GST is applicable for an item it is always 10% of [GST Exclusive Amount]

	Total
[protected field]
	Calculated automatically as the sum of [GST Exclusive Amount] plus [GST]
Please check that this represents the GST inclusive value contracted with the customer.
[Total] is the value that the customer will be required to pay.


AR INVOICE REQUEST (continued)
	INCOME ACCOUNT

	Cost Centre
	Refer to Allowable Account Code Combinations
[GST Exclusive Amount] will be posted to Cost Centre

	Project
	Refer to Allowable Account Code Combinations

	Account
	Refer to Allowable Account Code Combinations

	Campus

[drop down box]
	Refer to Allowable Account Code Combinations

	Entity

[drop down box]
	Refer to Allowable Account Code Combinations

	Type

[protected field]
	Always ‘00’


	REQUESTOR

	Name
	Full name of Requestor
The Requestor will receive the Oracle Workflow alerts.
The Requestor is named on the invoice as the contact if the customer requires further information or has a query – it shows as 

“ *PLEASE DIRECT ALL ENQUIRIES TO name ON phone “ 

	Copy to Requestor?
[drop down box]
	Select ‘Yes’ from the dropdown box if the Requestor wants a copy of the invoice sent to them.
Select ‘No, from the dropdown box if the Requestor does not require a copy of the invoice.
If field is left blank then ‘No’ will be assumed.

	Date
	Enter the date AR Invoice Request is prepared

	Phone
	Full phone number of the Requestor, to enable prompt contact if further clarification is required.


	COST CENTRE MANAGER

	Name
	Full name of Cost Centre Manager

	Phone
	Full phone number of the Cost Centre Manager


SUPPORTING DOCUMENTS 
These Supporting Documents must accompany an AR Invoice Request  
	General


	· Customer Purchase Order, and/or

· Signed and dated contract or agreement detailing the goods or services to be provided by the University, and/or

· Email from customer showing details of the goods or services to be provided by the University, and/or

· Signed and dated letter on customer letterhead showing details of the goods or services to be provided by the University
Each of these is a document that commits the customer to pay the University for the products or services requested 



	Donations
	Supporting documents are not required - invoices for donations are raised for internal University administrative purposes only


	Standing Orders
	Standing Orders relate to pre-determined on-going charge, e.g. monthly rent, periodic royalties. Supporting documents are not required


	Recoveries
	Recovery accounts are used:

·  where the University has paid an amount on behalf of a customer and is on-charging exactly that amount to the customer, or 
· The University is recovering an amount incorrectly paid, e.g. a student was paid a full-time student scholarship when they were studying part-time, and the difference in scholarship entitlement is being recovered.
· 3170  -  Utility Recoveries – External

Copy of the original utility invoice being recovered

· 3355  -  Salary Recoveries

Schedule detailing how the recovery amount is calculated
· 3365  -  Expense Recoveries

Copy of the original expense invoice being recovered




SUPPORTING DOCUMENTS (continued)
	Tied
	· Signed and dated contract or agreement, detailing the goods or services to be provided by the University and the conditions that “tie” these funds, and
· Customer Purchase Order, if available


	Research
	· Signed and dated research contract or agreement detailing the research to be undertaken and under what conditions, and
· Customer Purchase Order, if available
In the case of Research these documents are to be retained with the original AR Invoice Request


	Special
	· Customer Purchase Order, and/or

· Signed and dated contract or agreement detailing the goods or services to be provided by the University, and/or

· Email from customer showing details of the goods or services to be provided by the University, and/or

· Signed and dated letter on customer letterhead showing details of the goods or services to be provided by the University



ALLOWABLE ACCOUNT CODE COMBINATIONS  


	
	COST CENTRE
	
	PROJECTS
	
	ACCOUNTS
	
	
	CAMPUS
	
	ENTITY
	
	
	TYPE

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	GENERAL
	School cost centre
	
	00000 - 19999
	
	2001-2349
	Government Grants Income
	
	29
	
	31
	Western Sydney University
	
	00

	
	
	
	
	
	2760-2769
	Scholarships, Prizes, Donation & Bequests Income
	
	
	
	33
	Foundation Trust
	
	

	
	
	
	
	
	2800-2999
	Educational Course Income
	
	
	
	34
	The College
	
	

	
	
	
	
	
	3000-3099
	Academic Activities Income
	
	
	
	40
	Whitlam Trust
	
	

	
	
	
	
	
	3100-3199
	Commercial Activities Income
	
	
	
	41
	connect
	
	

	
	
	
	
	
	3200-3499
	Incidental Income
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TIED
	School cost centre
	
	20001-29999
	
	2001-2349
	Government Grants Income
	
	29
	
	31
	Western Sydney University
	
	00

	
	
	
	
	
	3328
	Tied Grants Non-Government
	
	
	
	34
	The College
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	2763-2765
	Donation & Bequests Income
	
	
	
	33
	Foundation Trust
	
	

	
	
	
	
	
	
	
	
	
	
	40
	Whitlam Trust
	
	

	
	
	
	
	
	
	
	
	
	
	41
	connect
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	RESEARCH
	School cost centre
	
	50001-74099
	
	2351-2729
	Research Income
-invoice must be authorised by Office of Research Services
	
	29
	
	31
	Western Sydney University
	
	00

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	SPECIAL
	School cost centre

or

09999

	
	00000-29999
	
	0001-1600
	Balance Sheet accounts are used in limited circumstances only – when used ‘Campus’ must be 99
	
	99

	
	31
	Western Sydney University
	
	00

	
	
	
	
	
	
	
	
	
	
	34
	The College
	
	


