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Tax Invoice
"This document is provided as guidance concerning GST as it may apply in schools administered by the Department of Education and Training, and should not be interpreted as general guidance on GST matters."

GST Implications
Can documents other than standard invoices be used by schools providing certain conditions are satisfied?

If a document such as a lease agreement contains the type of information a school would find on a standard tax invoice, the school would be entitled to substitute a lease agreement or similar document for a standard tax invoice. Where this applies, the school would not be required to produce periodic tax invoices. (e.g. Insurance Cover that is paid monthly, annual subscriptions paid monthly, commercial leases for a period and building & construction contracts).

As a supplier, you do not have to issue separate “tax invoices” for each component of the supply. A single document can be a “tax invoice” for all components of the supply providing it meets the requirements of an official tax invoice, and it shows the price of each component of the supply. (e.g. A lease agreement may show the price as $900/month).This agreement is a “tax invoice” for all the months if it meets the requirements of an official tax invoice.

What is a valid tax invoice for claiming GST credits?

Tax invoices must include certain information. If you use an incorrect or incomplete tax invoice to claim a GST credit, the GST credit may not be allowed. 

A valid tax invoice for taxable sales that total less than $1,000 must contain:

the words ‘tax invoice’ stated prominently 

the name of the seller 

the Australian business number (ABN) of the seller 

the date of issue of the tax invoice 

a brief description of the things sold 

the GST-inclusive price of the taxable sale, and 

the GST amount. This can be shown separately or, where the GST to be paid is exactly 1/11 of the total price, as a statement along the lines of ‘total price includes GST’.

A valid tax invoice for taxable sales that total $1,000 or more must contain:

the words ‘tax invoice’ stated prominently 

the name of the seller 

the ABN of the seller 

the name of the buyer 

the address or ABN of the buyer 

the date of issue of the tax invoice 

the quantity of the goods or the extent of the services sold 

a brief description of the things sold 

the GST-inclusive price of the taxable sale, and 

the GST amount. This can be shown separately or, where the GST to be paid is exactly 1/11 of the total price, as a statement along the lines of ‘total price includes GST’.

If the tax invoice is for a taxable sale and either a GST-free or input taxed sale, the tax invoice must also show:

each taxable sale 

the amount of GST to be paid (for the taxable sales), and 

the amount to be paid for the total sale.
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Furniture Ltd

11 ABC Road                           Phone: 999 9999

Melbourne  VIC 3000                          Fax:  989 9999

TAX

INVOICE

ABN Number    98-765-432

To:  DE&T Date:  1 July 2000

1 Spring Street

Melbourne. VIC 3000

Quantity Description of Goods and Services Unit Price Total

10 Tables $100.00 $1,000.00

Plus Goods and Services Tax

Total Amount Due

$  100.00

$1,100.00

Name & Address of Supplier

Name & Address of Supplier

The words TAX

INVOICE

The words TAX 

INVOICE

Supplier

Australian

Business

Number

Date of issue

Date of issue

Name & Address of Recipient

Name & Address of Recipient

Description of

Goods & Services

Supplied

Description of 

Goods & Services 

Supplied

Quantity

Supplied

Quantity 

Supplied

Amount excluding tax

Amount excluding GST

GST Charged

GST Charged

Supplier 

Australian 

Business  

Number


Things to Remember
The supplier has 28 days to supply a valid tax invoice upon request from the purchaser of the goods

Enquiries

If you have any questions or enquiries, please contact DE&T Tax and Compliance Unit on Ph: 9637-3702 or 9637-3281.

e-mail

Greg Hart at hart.greg.j@edumail.vic.gov.au
Mike Collins at Collins.mike.s@edumail.vic.gov.au
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