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	Non Order Payment Request

Staff or Student

(To be used when a University order is not required)



	To be completed by claimant:

Note: This form is not complete until details have been entered on page 2
	Financial unit transaction reference

	
	
	
	
	
	
	
	
	
	

	
	

	(a) Original supporting documentation to this form required for all reimbursement requests. If the originals have been lost or destroyed, you need to attach a declaration and explanation.

(b) If your expenditure includes taxable supplies “TAX INVOICES” are required. Otherwise GST inclusive cost will be passed on to your financial unit.

(c) If your expenditure includes catering or entertainment expenses incurred, the University may be liable for fringe benefits tax, which will be passed on to your financial unit. Both the number of MU staff and the number of guests are required for calculations.

	Payment to:
	
	Staff or Student Number

	
	
	
	
	
	
	
	
	
	

	Address:
	
	Date required: ___/___/_____

	
	
	Allow 5 working days after receipting at AP for local cheques, more for overseas drafts

	( Overseas draft
	( EFT *
	*Form available at http://www.ofs.mq.edu.au/ofs_web/Forms/BankingAuthorityForm.doc

	
	
	Official description to be used on reports:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Total Amount Payable:
	$
	
	Total Receipted
	$
	
	Total in Advance
	$
	

	Total Includes GST of:
	$
	
	Total Unreceipted:
	$
	
	Total  per  Diem
	$
	

	Tick one:
	( Original receipts/invoice attached
	or
	( Explanation attached (see (a) above)

	
	
	Advance
	

	
	( Receipts to follow within four weeks of return
	or
	( Per Diem

	I declare that these expenses paid would be 100% allowable as tax deductions if incurred by me personally.

	Claimant:
	
	Signature:
	
	Date:
	___/___/_____

	


To be completed by financial unit administrator:

	Account name
	Account code (Ensure correct natural code is applied)
	Amount

	Taxable Supplies
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total of GST Inclusive expenditure:
	$
	C

	Total Includes GST of:
	$
	
	

	Non Taxable Supplies
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total of GST Free and GST Non Claimable expenditure :
	$
	Z 

	 Total Payment (C+Z):
	$

	Additional Accounts Dissection Lines Are Available on page 3 (optional)

	Confirmation:  in accordance with the terms of the Public Finance and Audit Act 1983, I confirm that the goods and services have been provided as described in the attached documentation and that this payment request has not been previously submitted.

	Certifying officer's name:
	
	Signature:
	
	Date:
	___/___/_____

	


Payment authorisation (by authorised officer with sufficient delegated financial authority)
	Authorised by (name):
	
	Signature:
	
	Date:
	___/___/_____

	


	Office of Financial Services use only
	Authorised by:
	
	Date:
	___/___/_____

	
	



	Financial unit transaction reference

	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	


	
	Date
	Suppliers Name/ Description
	ABN Y/N
	Tax Invoice Y?N


	Within Australia
	Overseas

	
	
	
	
	
	GST 

charged
	GST Inclusive Portion
	GST Free & Non claimable Portion
	Foreign Currency
	Ex Rate 

	A $ Equivalent

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Sub-Total 
:
	$
	$
	
	C
	$
	Z
	
	
	$
	Z

	
	Total Amount Payable (C+Z) and/or NA
	$
	
	
	
	
	


	Additional accounts dissection lines
	
	

	Account name
	Account code (Ensure correct natural code is applied)
	Amount

	Taxable Supplies
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total of GST Inclusive expenditure:
	$
	C

	Total Includes GST of:
	$
	
	

	Non Taxable Supplies
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total of GST Free and GST Non-Claimable expenditure :
	$
	Z

	Total Payment (C+Z):
	$


� http://www.oanda.com/convert/classic


� Total of GST should be 1/11 of the total GST Inclusive portion
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	Office of Financial Services
	This form is available under Forms at www.ofs.mq.edu.au/ofs_web/index.htm
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	More information related to GST & brief instructions on how to complete this form are available at http://www.ofs.mq.edu.au/ofs_web/
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