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State 
company 
name or 
client with 
full postal 
address 

This will 
appear with 
the details 
on the 
invoice 

Breakdown 
the charges 
whenever 
possible 
and 
code/price 
accordingly 

Please fill out the invoice requisition as shown below 

Must be 
signed by 
HOD/ 
Manager 
with 
appropriate 
delegated 
authority 

To refer to 
if there are 
any queries

© Unitec 2010                  Doc Owner: Finance Manager               Version: 1.1                       Page 1 of 1 
                                                                                                                                                           

Hard copies of this document are considered copies of the original. Refer to the electronic source for  
controlled latest version 

 


