
UNSW Reference:

Vendor/Supplier Reference:

Facsimile Order Form 
Using UNSW Credit Card

Contact Name: 

Vendor Name:

Fax Number:

UNSW Cardholder: Phone No:

Purchasing Contact (if different to the Cardholder):

Currency:  

To:

From:

Customer Name: The University of New South Wales, Australia         ABN: 57 195 873 179
Please send me the following:

 Name on Card:

Expiry Date: /

Phone No:

Department: Faculty / Division:

Address:

Suburb: State: Country:

Method of Payment: Visa - UNSW Credit Card

Goods Delivery Address:

(including any cover sheet)

  
  
Please note: 
This order is subject to the University’s terms and conditions of purchase which are available on the University’s Finance website:  
www.fin.unsw.edu.au or a copy may be obtained by contacting the Manager, Accounts Payable & Procurement Operations. 
 

PLEASE FORWARD A TAX INVOICE / INVOICE TO THE CARDHOLDER:

Description of Goods Qty UOM Unit Price 
Excl GST / Tax

Line Total 
Excl GST / Tax

Add Freight (excl GST / Tax): 
Add GST / Tax (if applicable):

TOTAL PURCHASE INCL GST / TAX: 

Suburb: State: Country:

Address:
 With the goods at the delivery address above,  OR  Separately, to the address below:

No of Pages:

Contact Name:

Postcode:

Postcode:

Signature:

Date:

Card Number: CCV:

Type in the order details online, print 
the form. Have the cardholder sign it, 
then fax the form to the Vendor.    


Facsimile Order Form Using UNSW Credit Card
To:
From:
Customer Name: The University of New South Wales, Australia         ABN: 57 195 873 179
Please send me the following:
Method of Payment: Visa - UNSW Credit Card
Goods Delivery Address:
(including any cover sheet)
 
 
Please note:
This order is subject to the University’s terms and conditions of purchase which are available on the University’s Finance website: 
www.fin.unsw.edu.au or a copy may be obtained by contacting the Manager, Accounts Payable & Procurement Operations.
 
PLEASE FORWARD A TAX INVOICE / INVOICE TO THE CARDHOLDER:
Description of Goods
Qty
UOM
Unit Price
Excl GST / Tax
Line Total
Excl GST / Tax
Add Freight (excl GST / Tax):    
Add GST / Tax (if applicable):
TOTAL PURCHASE INCL GST / TAX: 
Type the order details in online,  print the form, have the cardholder   sign it, fax the form to the Vendor.
Signature:
Type in the order details online, print the form. Have the cardholder sign it, then fax the form to the Vendor.    
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Online form used by staff to issue orders funded from a UNSW Credit Card
Anne-Marie Sirca
Facsimile Order Form
1
	Your internal UNSW reference: 
	The Vendor's reference: 
	The name of the Vendor's contact person: 
	The full legal name of the Vendor: 
	Enter the Vendor's fax number, 
including area code or country code 
(if an overseas Vendor). : 
	The name of the UNSW Cardholder who is authorising the purchase.: 
	The phone number of the person who
the Vendor should contact if they have 
any questions about the order. Don't 
forget to include country code and area 
code if it's an overseas order eg 61 2 . . .: 
	The name of the person co-ordinating the purchase, if different from the UNSW Cardholder : 
	If the purchasing currency is not $AUD, use the drop down arrow to select a different currency. 
If it is not listed, simply type in (overtype) the name of the other currency. : 1
	Enter the UNSW Cardholder's name exactly as it appears on the UNSW credit card.: 
	Enter the credit card expiry date month eg 01-12: 
	Enter the credit card expiry date year eg 12: 
	The phone number of the person to whom the goods are being delivered. 
Be sure to include the country code and area code if being delivered from 
overseas or interstate. : 
	The UNSW Department/School/Centre/Unit to which the goods are being delivered.: 
	Abbreviation of the Faculty or Division to which the goods are being delivered.: 
	Full delivery address including room/floor number, building name, 
via gate and street address.: 
	Suburb / City / Town: 
	State eg NSW: 
	Optional - eg type in Australia if the goods are being ordered from overseas. : 
	Specify the details of the goods or services you are buying.: 
	Enter the unit quantity of the goods being ordered.: 
	Select the Unit of Measure for the item. If the one you want is not in the list, type it in manually (limit 4 chars).: 
	Enter the unit price of the good or service, excluding GST or tax. : 
	Enter the total GST or tax being added to the cost.: 
	grandTotal: 
	Only entered if the invoice is to be sent separately to a 
different address (not the same as the delivery address).: 
	Only entered if the invoice is to be sent separately to a 
different address (not the same as the delivery address).: 
	Only entered if the invoice is to be sent separately to a 
different address (not the same as the delivery address).: 
	Only entered if the invoice is to be sent separately to a 
different address (not the same as the delivery address).: 
	If you select this option, the invoice should be sent to a different address to the goods. 
Enter the separate mailing address for the invoice below.: 
	Once all ordering details have been typed into the form, click this button to print it to your local network printer. Have the UNSW credit card holder sign the form, and then fax it to the Vendor. : 
	The total number of pages you are going to fax.: 
	The name of the person to whom the goods are being delivered. 
Be sure to include the country code and area code if being delivered 
from overseas or interstate. : 
	Postcode: 
	Only entered if the invoice is to be sent separately to a 
different address (not the same as the delivery address).: 
	Click this button to clear any data entered in 
before beginning a new order.: 
	Defaults to today's date. Otherwise, 
enter the Order Date in the format 
DD/MM/YY or select another date 
using the dropdown arrow.: 07-May-2015
	Type in the 16 digit UNSW Credit Card number eg 1234567890123456.: 
	Enter the CCV or 3 digit security code printed on the back of the card. 
(Optional, depending on the Vendor's needs.): 



