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Invoice Instructions
Your tax invoice to the City of Melbourne must include the following information:
· The words “Tax Invoice”

· Date of invoice

· Address to: 
Sarah Ritchie
Business and Tourism Branch
City of Melbourne
PO Box 1603, MELBOURNE VIC 3001

· From: your name and contact details

· ABN (must belong to your organisation)

· For: “Small Business Grant + year”

· Total amount plus GST

· Purchase order number (as per email advice)
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To:

From:
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For:

Purchase order #:

Amount:

Total payable:

Tax invoice — sample|

Today's date

Sarah Ritchie
Business and Tourism Melbourne
City of Melbourne

PO Box 1603

MELBOURNE VIC 3001

John Citizen
‘Smith Street Company

24 Smith Street
COLLINGWOOD VIC. 3132
Email: jcitizen@hotmail.com

Your ABN (must belong to you or yourorganisation)

‘Small Business Grant

(as per the Getting Started: invoicing details and
useful info advice)

S0
+ $xxxx GST
$XXXX





Please note: City of Melbourne payment terms are 30 days from the date of the invoice.
