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Invoice Guide 
 
Invoices are the best way to fund your club as it means money is sent straight from 

La Trobe to the business. Invoices may seem scary at first but we're here to break 

them down and guide you through them.        

Invoices are just a list of goods or services provided by a vendor, detailing the 

amount due. A "vendor" is the person or company you're buying goods / services 

from, on behalf of your club. 
 

 

Here's what an invoice you receive might look like. The format will 

likely be different, but the information will be the same. 
 

 

Example invoice, please refer to each numbered item. 
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What we need to see on an invoice: 

1) Have the heading “Invoice” p.2 

2) Vendor Name and contact information p.2 

3) Vendor ABN p.2 

4) To be addressed to La Trobe University p.2 

5) Invoice Number p.3 

6) Invoice Date p.3 

7) Line items for what payment is for p.3 

8) GST Details p.3 

9) Bank Details p.3 

 Invoice Heading 

It sounds obvious but the heading of an invoice needs to be “Invoice” Or “Tax 

Invoice”. Finance cannot process a “Quote” or anything else unless clearly labelled 

as an invoice. 

 

 Vendor Name and Contact Information 

A vendor should include their business name, email address and phone number. 

This is so the finance team can contact them in regard to the invoice in case 

anything goes awry. 

 

 Vendor ABN 

ABN (Australian Business Number) must be written on the invoice. If a business tells 

you, they don’t have an ABN they will need to include a Statement By Supplier. 

 

 Invoice Address 

An invoice should always be addressed first to La Trobe University. Adding a club 

name after that is fine, but La Trobe needs to come first. 

 

 

 

 

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

This one’s easy, invoices just need a number to be referenced by. Even if your 

vendor is an individual person who hasn’t invoiced before, it can always be “Invoice 

001”. 

 

 Invoice Date 

Each invoice needs to include the date it was made and a due date.  

 

 Line Items 

Each item needs its own line detailing the costs associated with it. This is separate 

from the subtotal (where GST is included) and must be included even if there’s only 

one item. 

 

 GST Details 

GST (Goods and Services Tax) should always be on an invoice, even if it’s not 

applicable. Vendors who aren't registered for GST should put GST as 0 or note on 

the invoice they are not GST registered. Finance cannot process an invoice if there 

is no mention of GST. 
 

 Bank Details 

La Trobe pays vendors directly through bank transfers, so an account name, BSB 

and Account Number are required to send through the money. 

La Trobe cannot process invoices that require payment via BPAY, Pay ID, or PayPal. 

 

 

Requests for a Deposit 

Note - if the invoice is for a deposit, the total must be for the deposit only. If you need 

help with this, just reach out. 

 

 

Check out the following pages for some bad examples…. 
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Here are some examples of invoices we would turn 

back, and why: 
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If you’re still not 100% confident, don’t be afraid to ask for help! You can reach us at 

clubs@latrobe.edu.au. 

mailto:clubs@latrobe.edu.au

