
How to write
an invoice 
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WHY DO YOU NEED TO
WRITE AN INVOICE? 

An invoice informs the customer that the terms of the agreement have been completed and
they should pay for the goods or services. Invoices are important for a number of reasons,
including:

Recordkeeping: Invoices are a chronological record of business transactions, which can help
with tracking sales, revenue, and inventory.
Tax purposes: Invoices are tax documents that help businesses meet their tax obligations
and claim credit for GST paid on purchases.
Payment request: Invoices are a formal request for payment, specifying the amount due and
the due date.
Legal document: Invoices can be used as a legal document in the event of a payment
dispute.
Proof of transaction: In New South Wales, businesses are required to provide proof of
transaction for goods or services valued at $75 (excluding GST) or more.

Invoices also help businesses set clear payment terms, establish a right to payment, get paid on
time, reduce billing questions, and reduce tracking issues.

WHAT INFORMATION DO I INCLUDE
ON AN INVOICE?   

An invoice is a document that lists the costs for goods or services sold, and includes the
following information:

Seller's identity: The seller's business name, address, and contact details, as well as their
Australian Business Number (ABN) or Australian Company Number (ACN) 
Customer's identity: The customer's business name, address, and contact details 
Itemised list: The individual prices for each item or service
Total charge: The grand total amount due, including discounts and GST if applicable (GST:
The GST amount payable, or a statement that the total price includes GST )
Payment terms: When the customer should pay, and the payment methods accepted
including bank details, BPay options etc 
Description: A description of the transaction so the customer knows what they're paying for
Date of Invoice generated and date of payment: so payment can be made by the certain
date - normally within 14 days 







WHAT IS A STATEMENT BY
SUPPLIER FORM ? 

A Statement by Supplier is a written statement provided by an individual supplier to the
payer when services are supplied that does not require an Australian Business Number.
The Written Statement by Supplier form acts as a confirmation that no withholding is

necessary when the payment pertains to a supply exempt from withholding requirements. 

You must register for GST if you: 
Run a business or enterprise that has a GST turnover (gross income minus
GST) that exceeds the GST threshold of $75,000.
Expect your new business to reach the GST threshold in the first year of
operation. 
Have a non-profit organisation with a GST turnover of $150,000 per year or
more

 STATEMENT BY SUPPLIER VS GST -
WHAT DOES IT ALL MEAN?  

In Australia, there are two types of invoices, depending on whether the business
is registered for goods and services tax (GST):

Tax invoices: Used by businesses that are registered for GST
Regular invoices: Used by businesses that are not registered for GST

WHEN DO I NEED TO REGISTER FOR GST? 

When a payer makes payments to suppliers for goods or services to the business, those suppliers generally
need to quote an Australian business number (ABN). They can quote their ABN on an invoice, or some other

document that relates to the goods and services they provide.

If a supplier does not provide its ABN, the payer may need to withhold an amount from the payment for that
supply – this is referred to as 'no ABN withholding'.

Certain suppliers are not required to quote an ABN to a payer. In these cases, the suppliers can use the
form Statement by a supplier (PDF, 145KB)This link will download a file to justify the payer not withholding

from the payment to the supplier.

https://www.ato.gov.au/forms-and-instructions/statement-by-supplier-not-quoting-an-abn

https://www.ato.gov.au/forms-and-instructions/statement-by-supplier-not-quoting-an-abn




USEFUL LINKS 

https://www.service.nsw.gov.au/transaction/register-your-business-for-goods-
and-services-tax-
gst#:~:text=You%20must%20register%20for%20GST,%24150%2C000%20per
%20year%20or%20more

https://business.gov.au/finance/payments-and-invoicing/how-to-invoice

https://www.ato.gov.au/forms-and-instructions/statement-by-supplier-
not-quoting-an-abn

https://www.service.nsw.gov.au/transaction/register-your-business-for-goods-and-services-tax-gst#:~:text=You%20must%20register%20for%20GST,%24150%2C000%20per%20year%20or%20more
https://www.service.nsw.gov.au/transaction/register-your-business-for-goods-and-services-tax-gst#:~:text=You%20must%20register%20for%20GST,%24150%2C000%20per%20year%20or%20more
https://www.service.nsw.gov.au/transaction/register-your-business-for-goods-and-services-tax-gst#:~:text=You%20must%20register%20for%20GST,%24150%2C000%20per%20year%20or%20more
https://www.service.nsw.gov.au/transaction/register-your-business-for-goods-and-services-tax-gst#:~:text=You%20must%20register%20for%20GST,%24150%2C000%20per%20year%20or%20more
https://business.gov.au/finance/payments-and-invoicing/how-to-invoice
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