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HOW TO CREATE AN INVOICE

musicnsw.com/firstnations

Each invoice should have a unique
number so you can track them easily.

Add your ABN here. If you don't have a
business or an ABN, you can still provide
an invoice for payment but you'll need 
to attach a Statement by a supplier form,
which should only be for one-off
payments.

How to apply for an ABN

About Statement by supplier forms

Put your business name and logo at the
top of your invoice. if you don't have a
logo, just put your business name.

"This is where you add description,
quantity and price for the services you're
getting paid for. If you are registered for
GST add it in.

If you are not registered for GST say "not
registered for GST" and don't add it.

Let people know when they need to pay
you by. Some invoices say "due and
payable now" or payable in 14 or 30 days.

Make sure you add your bank details
so you can receive the payment.

If you are a sole trader contractor, you
may be eligible for superannuation so
you should add your superannuation
fund information to your invoice.

https://www.abr.gov.au/business-super-funds-charities/applying-abn
https://www.ato.gov.au/forms-and-instructions/statement-by-supplier-not-quoting-an-abn

