Jun 2003

NON STAFF REIMBURSEMENT VOUCHER

PLEASE READ INSTRUCTIONS ON REVERSE SIDE

CHEQUE PAYABLE TO: Special Instructions
ID No
ADDRESS:
Creditor No:
Date:
Postcode:
PARTICULARS/PURPOSE (Show invoice numbers if applicable) Amount GST Total
Total
Discount
Net
Total Cheque
CONTACT NAME: (Please print) PAYMENT AUTHORISED BY:
LOGIN: LOGIN: DATE:
ext:
ACCOUNT CODE
BC Activity Account FS Entity AMOUNT
slofofr] [slofofunfr] [2]8]a]s| [7]n] [ofoaf esv | [ [ [ [ [[][:]
FINANCE SECTION REQUEST NUMBER
PROCESSED BY: AUTHORISED BY:

CHEQUE NUMBER




PROCEDURE

1. Complete the sections "Cheque Payable to" and "Address",
with particulars of Supplier to whom the cheque is to be made.

2. Complete the section "Special Instructions" only if there is any
special information regarding date payment required or
distribution of cheque.

3. Show the date upon which the voucher is raised.

4. Show the particulars of payment including invoice details
as appropriate.

5. Complete "Contact Name" section and Login.

6. Payment to be authorised by an authorised signatory, as per
Financial Delegations.

7. Complete "Account Code" section.

8. Forward to relevant Finance Office
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