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     Invoice Request Form
	Finance Office Use Only

	
	Invoice Number

	
	


Please complete details requested below, a separate form must be completed for each Invoice required.  All sections must be completed, any incomplete forms will be returned for further information.  Completed forms should be e-mailed to arcommercial@gcu.ac.uk, alternatively hard copies can be sent to the Finance Office.
	GCU Contact Details

	Requested by:
	
	Department:
	
	Extension:
	
	

	
	
	
	
	
	

	

	Customer Details

	Name: 
	
	

	(Person/Company to be Invoiced)

	Address:
	
	

	(Include contact name if applicable)
	
	

	
	
	Post Code:
	
	

	Customer’s Telephone Number:
	
	
	
	

	Customer’s E-mail Address:
	
	

	


	Invoice Details - All fields below must be completed for each item to appear on the Invoice

	Description

(Please give a full description of the Supply or Service to be invoiced.  Contract References or Student ID Numbers must be included if applicable.)
	Price (Excluding VAT)
	VAT (Y/N)

(Please refer to the VAT Manual if unsure whether VAT should be charged.)
	Cost Centre to be Credited

	
	
	
	Primary
	Secondary
	Project
	VAT code - FNO only

	
	
	
	
	
	
	

	Invoice Total Including VAT
	£
	
	
	


	Finance Office Use Only

	Customer Number:
	
	HOS Approval for New Customer Set Up:
	

	Prepared & Entered by:
	
	Date:
	
	Authorised for Issue:
	
	Date:
	



