ANZ Purchasing Card Payment Record
	Name of Cardholder
	

	
	Card Number   NOT REQUIRED

	
	Period From

29/11/16
	Period To

28/12/16
	Year

2016


DETAILS (Double click on table below to enter electronically)

[image: image1.emf]Particulars

GST 

TypeAnalysis

Account 

Code Amount 

TOTAL .  $                -   


	Reference #


	Batch Number #
	Process Date 


Declaration Certification by Incurring Officer
	I certify that this Account is correct in respect of the requirements of Treasurer's instruction 304(5)(i) to (vii).


	………………………………………………

(Name)
	………………………………………………………

(Signature)
	……………………………………

(Date)


Authorisation by Certifying Officer

	I certify that this Account is correct in respect of the requirements of Treasurer's instruction 304(5).


	………………………………………………

(Name)
	………………………………………………………

(Signature)
	……………………………………

(Date)


PROCEDURES:

Please use this form to record your expenditure during the month.

Please ensure that you have supporting documentation for all purchases, this includes Tax Invoices/receipts and Merchant Slips. All purchases need to have documentation showing the GST content.

When recording your transaction please note the GST type and use the following codes, Includes GST = 1, Excludes GST(free of tax) = 0. If a transaction includes both GST and Free of GST, then place the amount for tax and tax free on two separate lines.

Each month you will receive your ANZ Visa Card Statement.  Once you have received the statement please attach all supporting documentation.   Sign the declaration as incurring officer.  In the Payment Details box, please enter the Cost Centres to be debited and break down the tax amounts, thank you.
Please return to the Business Manager by the 13th Calendar day of the month or earlier if going on holidays or if the 13th day occurs during a holiday period.   
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		Date of supply or period of service		Particulars		GST Type		Analysis		Account Code		Amount

		3/18/09

				TOTAL						.		$   - 0






