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Introduction 
24 March 2023



INVOICES (Accounts Receivable)

Grants Contracts Donations Other Income Interest 

Generally Grants 

are exclusive of 

GST if the group is 

GST registered

GST is added to 

contract amounts 

No GST on 

Donations 

received

Sale of goods must 

include a GST 

component if the group is 

GST registered

No GST on 

Interest Income

If the group is not 

GST registered 

grants will include 

GST

Council funds are 

usually plus GST

Training / workshop fees 

or registrations must 

include a GST 

component if the group is 

GST registered



BILLS (Accounts Payable)

GST Number displayed

Word “Tax Invoice” 

included

Dated 

GST amount 

included



BILLS (Accounts Payable)

No GST Number displayed

Word “Tax Invoice” 

included

Dated 

GST amount charged 

but no GST number 

recorded on the 

invoice received

If the Supplier is not GST Registered

• No GST number required 

• No GST charged

• “Not registered for GST” should be 

recorded 

If the Supplier is GST Registered

• GST number required on bill

• GST charged on bill



ORDER CONFIRMATION

No GST 

number

Although the GST amount is shown 

GST can’t be claimed as the 

suppliers GST number is not 

provided.

In this instance ask the supplier to 

provide a GST Invoice / Receipt



ORDER CONFIRMATION

GST number is 

included

Invoiced to the 

organisation



RECEIPTS

Vouchers generally 

do not have a GST 

component.

The receipt will 

confirm if GST is 

included or not.

Example

# Non-Taxable 

items

• No GST Number

• Not a “Tax Invoice”
• GST Number provided

• “Tax Invoice” printed



REIMBURSEMENTS

Contractors

1. Expense reimbursements can be included on a contractors invoice to your 

organisation but must be accompanied by an invoice / receipt

2. Mileage reimbursement can be included on a contractors invoice

3. Expense / mileage reimbursement can also be claimed through completion 

of a Expense Reimbursement form

Staff, trustees and Volunteers

1. Expense reimbursement can be claimed through completion of a Expense 

Reimbursement form, accompanied by an invoice / receipt. The payment 

should approved by the manager of the person requesting the reimbursement.

2. Mileage can also claimed through completion of an Expense Reimbursement 

form.

SAME RULES APPLY FOR RECEIPTS 

INCLUDED FOR REIMBURSEMENT

GST can be claimed on 

reimbursements with correct 

tax invoice / receipt 



BILL PAYMENTS

Bill Payment approvals:

1. A staff member / trustee should not approve a payment to themselves  

2. Have separation of duties where possible i.e. one person loads payments and two other signatories approve

3. Consider how bills / batches / payment are approved and how this is evidenced for financial review / audit

Processing / loading bills for payment:

1. Check calculations of quantity / unit rate and totals to ensure they balance, especially for manually raised bills (outside of an 

accounting system).

2. Check bank account details on bill match bank account details for saved Payee. If they don’t match, request current deposit 

slip from supplier

3. Bills should not be paid from a statement issued, a copy of the invoice must be provided 

4. Use invoice number in the reference field in accounting packages, picks up duplications and easy to check

5. Save copies of bills in cloud accounting systems for approval and accounting / auditing



END OF MONTH

At the beginning of a new month it is good practice to check the following:

1. Check the bank statement balance as at the last day of the month for each bank account against your accounting system to 

ensure they agree

2. Load / approve any additional bills received that are dated the previous month prior to running any financial reports for the

previous month

3. Manager to spot check bank statement when received to check against bill to ensure payment made to the bank account 

included on the invoice. This should be evidenced with a initial and date next to each payment that has been made. 

4. 2 – 3 working days into the new month (once all transactions have been reconciled) send statements to contacts that have 

invoices outstanding

Prior to the end of the month it is good practice to check the following:

1. All invoices (Accounts Payable) for the month have been issued

2. All bills (Accounts Receivable) have been loaded



END OF FINANCIAL YEAR

At the beginning of a new financial year it is good practice to check the following:

1. Check your Asset Register – make a note of any items sold or disposed of during the year (Manager to sign off) and ensure 

any new assets have been included

2. Make a list of any Bills to be accrued i.e. invoice dated after the end of the financial year for goods / services provided in the 

financial year Example EOY 31 March 2023, bill dated 2 April 2023 for services provided March 2023

3. Compile a summary of unspent grants as at year end (also known as Balance Date)



XERO RECONCILING

Green to “GO” ahead and reconcile. This 

means there is an existing transaction in Xero 

to match to your bank statement transaction 

Review your bank statement lines ………. ….. then match with your transactions in Xero

Click OK to reconcile

“Create” is highlighted and Xero has populated 

fields based on what it thinks is correct. Double

check & update before selecting OK



XERO RECONCILING

Balance in Xero and bank statement balance 

are not the same. Possible causes:

• Unreconciled item in Xero

• Duplicate bank statement transactions

• Duplication Xero transactions

Click on Bank Account Name / Number to

move through to the next screen and select 

“Reconciliation Report” to go to Bank 

Reconciliation Summary which will list 

outstanding transactions



XERO TIME SAVING TIPS 

Xero Dashboard - Accounting / Advanced / Organisation Settings

Customise invoices for different 

contracts or customers 

Customise emails for different 

situations

Connect directly with other 

organisations that also use Xero to 

exchange invoices directly using 

your Xero Network key

Applicable for sending invoices and 

receiving bills Xero to Xero

ADD Xero network key to “Sales 

defaults” under Contacts



XERO TIME SAVING TIPS 

Xero Dashboard – Business / Invoices
Turn on Invoice Reminder 

settings.

You can turn them off for specific 

invoices

Send statements 2 – 3 working days after 

the end of the month

Use “Repeating” invoices for contracts 

where invoices need to be raised at regular 

intervals i.e quarterly / six monthly / annual 

installments



XERO TIME SAVING TIPS 

Xero Dashboard / 
Click and select 

“Bank Rules”

Bank rules save you manually creating a new 

transaction each time you get a recurring or 

similar type of bank statement line



XERO TIME SAVING TIPS 

Xero Dashboard – Contacts / Select specific contact 

Edit the contact 

settings

Customise financial 

details for this contact 

for consistency and 

time saving

Sales Defaults = Invoices (Accounts Receivable)  |  Purchase Default = Bills (Accounts Payable) 

ADD Xero Network 

key here for Xero to 

Xero Invoices & Bills

Select “Branding 

theme” for this contact 

based on “Invoice 

Settings” added under 

Organisation settings



NEXT WORKSHOPS

Funding Accountabilities 
28 April

Budgets
26 May

Cashflow Forecasting
23 June

GST & Payroll
28 July
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