
INVOICE 

Customer ID____________________

Name__________________________

Address________________________

City___________________________
State_________________
Zip_____________

Date_____________


[ ] The attached document(s) should be sent with the invoice


[ ] The invoice is revenue for job account department number __________. (Budget Account Code not required)


[ ] The invoice is reimbursement of an expenditure.  (be sure to indicate the budget account code).  Purchase



Requisition # or Blanket Withdrawal # of original expense.

	FEE CODE
	DEBT TYPE
	YQTR
	DESCRIPTION
	APPR INDX
	PROG INDX
	ORG INDX
	SUB OBJ
	SSOBJ
	SOURCE REVENUE
	SUB SOURCE
	AMOUNT

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	
	
	
	
	
	
	AMOUNT DUE
	 


Requested By:  __________________________________________  _________________________________  _________________

                           NAME                                                                                                DEPARTMENT                          
                            EXTENSION
Approved By:  __________________________________________  ____________________________

                          NAME                                                                                                 DATE
Entered By:      __________________________________________  ____________________________

                          NAME                                                                                                 DATE
INVOICE REQUEST

INSTRUCTIONS:
To request an invoice, please complete this form.  If you need assistance, please call Accounting Services at extension 4313.  All invoices are prepared and mailed from Accounting Services.

Customer ID:  Customers are assigned a customer ID by Accounting Services.  For students this is usually the student ID.  If billing a student, this is required.

Name & Address:  Required.  Include the zip code.

Date:  Date of request.

Attachments:  The system invoices provide for limited information in the description field.  If you would like to attach a detailed description or if you have other enclosures, attach them to this request and check the box requesting they be sent with the invoice.

Realistic Training Enterprises:  Check the box for job account revenue and record the department number in the space provided.  It is not necessary to include the full budget account code if you have the department number.

Reimbursement of Expenditures:  Include the full budget account code(s).  Record the purchase requisition or blanket withdrawal # of the original expense in the space provided.

Fee Code:  For areas that regularly bill for the same thing (example: Daycare Fees), a fee code can be assigned by Accounting Services.  Once a fee code has been assigned, you may enter the fee code in the first column.  If using a fee code, the full budget account code is not required.

Debt Type:  For use by Accounting Services.

YQTR:  For fees that are specific to a reporting period.

Keep the pink copy for reference.  Send the white and yellow copies to Accounting Services.  A copy of the invoice will be attached to the yellow copy and returned to the originator.
The invoice will be entered into the accounting system which records the revenue or reimbursement for expenditure and the amount due as a receivable.  Once invoiced, no work in process should be carried on your inventory.  These transactions will show up on the reports for the month.  Accounting will monitor receivables and follow through on collections.  DO NOT record these receivables on the inventory.
Job Account:  A copy of the receipt when the invoice is paid will be forwarded to the job account area for your records.  If you need to inquire on the status of an invoice, call Accounting Services with the invoice number.
Invoice #_____________





Date: ________________�
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