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	ED161 UPDATED JANUARY/2016
Contact ACCOUNTS CLIENT SERVICES (08) 8226 0097 

should you have any queries



GENERAL PURPOSE CLAIM FORM
to be used by ALL DECD staff to submit to head office for the approval of reimbursements
	1. dETAILS


	Name 
	
	Employee ID No.
	

	

	Position Title
	
	Location No. 
	

	

	Unit/Branch
	
	Work Group
	
	Phone
	

	

	Email Address
	

	

	Postal Address
	


	2. DETAILS


	Date
	Description
	Amount

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	Total
	$


I certify that the expenses for which payment is claimed above, were 100% incurred in the performance of my duties and the earning of my assessable income. All receipts attached meet GST and FBT ‘otherwise deductible’ requirements.
	Claimant’s Signature:


	Date:

	
	

	ENDORSEMENT BY MANAGER/SUPERVISOR

	Name:








	Title:


	Signature:







	Date:




	APPROVAL*

	Name:








	Title:


	Signature:








	Date:



*Claims are to be sent to the Authorising Corporate Business Unit for approval – Schools please forward to the applicable unit below
	Protective Clothing

Removal Costs
	Principal phone bills
	Criminal History Checks
	Head Lice Treatments
	Mileage
	First aid
	Flu Vaccinations

	Site HR
	Criminal History Screening Unit
	School Cards
	Payroll
	Child & Student Wellbeing
	Site Allocations

	R11/10
	R11/10
	R11/16A
	R11/15
	R11/02B
	R11/03D


	3. coding


	Project Code
	Object Code
	Cost Centre
	Cost Account (if applicable)
	Amount (including GST)
	GST Code*

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	*GST Codes:
	T10 Taxable Supplies; TFR Tax Free Supplies; TIN Input Taxed Supplies; T100 Tax Amount ONLY – See below for details
plea


GST Codes

T10

Taxable Supplies
GST of 10% is charged on these purchases. For more detail on the requirements for a GST compliant tax invoice and receipt refer to the ATO website https://www.ato.gov.au/business/gst/issuing-tax-invoices/
TFR
GST Free Supplies
No GST is charged on these purchases as they are specifically identified by legislation as GST free.  No documentation is required for GST compliance.

TIN
Input Taxed Supplies
No GST is charged on these purchases as they are specifically identified by legislation as Input Taxed Supplies.  No documentation is required for GST compliance.

T100
100% GST only
This amount is purely for GST and is normally used to adjust a previous invoice.  The same rules that apply for GST compliant tax invoices or receipts are relevant.

TNA
Tax Not Applicable
These transactions are “outside the scope” of GST legislation (eg allowances, appropriations).
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