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INVOICES, HOW TO WRITE

The importance of correct invoices containing all details
of the transaction cannot be over-emphasized. Invoices circu-
late throughout the org to provide vital information to all
terminals concerned. They are used to admit persons for ser-
vice and to keep a recoré of their account with the org. They
provide a gold mine of information from which org income
sources can be surveyed and reinforced and any cutative
prices can be detected., They are the main running time track

of an org's dealings with the publie. o

AN ORG WHICH TOLERATES SLOPPY INVOICE WRITING IS INTRO=-
DUCING ABERRATION INTO ITS OWN TIME TRACK, through omitted
data, dropped out time and even falsehoods. And such aberra-
tion will never fail to recoil on the org, cutting down its
public reach and bringing about lost income.

WHAT GOES ON AN INVOICE

. Following is a summary of the types of data that must ap-
pear on an invoice and also shows why each type of information
is required. ' : '

l. Data, to record the time of the trahdaéfioh.

2. Name, addrees and phone number of the customer, in full
and in block letters. Invoices are used by vearious departe
ments to contact and call-in persons on org linee and they are
used to provide a record of persons who come into the org for
the first time and whose name and address might otherwise not
be recorded.

3. Full descrintion of item or» service being inveiced, in-.
cluding its full price, with any discounts or additional taxes
computed and shown directly on the invoice and full details of
the transaction. If it is a package sale add to the invoice
the name of the package, the price of the package and then a
complete breakdown of all the services which make up this pack-
aie.with their individual dollar (or other currency) amounts
1isted next to them. This is determined by figuring out how
much each of the services inmluded in the package would be at
full price, totalling them, and then determining what percent
of the whole amourt eacl service is. These same percents are
then used in relation to the package price to determine how
much each service it worth at the package value. '

EXAMPLE :

NED/NED GRAD/NILD INTERNESHIP SCHOLARSHIP: Full
Price Breakdown

FULL PRICE = §5,600.,00
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NEI Course 2,826,460 (full price) = 50% of whole

NED Grad Course 1,000,80 z 18%
NED Interneship 1,800,00 =_32% '

1$5,600.00 (full price) 1008

Therefore, in velation te the Faékage Frice the NED Course
is in this example 50% and therefore equals $1,2€0.00. These
are therefore listed on the invoice as follows:

4 Package Price Breakdown:
PACKAGL PRICK $2,520.00 |

NED Course ~ 1,260.00
NED Crad Course 453,60
NED Interneship 806,40

$2,520.0ﬁ;= Fackgg§TPricq ;_"'.

8y giving this full description of the item or gevvice
being invoiced it can be shown that prices are correct with -
no off-policy discounts or other cutative prices, ‘Taxes can
be computed and accounted for to “overnment authorities. In-
voice survevs can be done easily tc determine income sources.
And the customer who receives his copy has all the information
regarding what he paid for and how much it cost him, ' o

4. A clear statement of the amount actually received as cash,
credit or debit to the nerson's account, in the lower right
hand corner of the invoice, in the appropriate space marked
CREDIT, DEBIT or CASH.: This facilitates Treasury's job as

they can flick through the invoices to add them up and clearly
see the amount that needs to be posted on the person's state-~
ment. - ‘ Cre T o

5. A clear statement on the invoice that the A/P (Advance.
Payment) is for Bcokstore items when this is the case so that
these A/Ps can bde easily distinguished from Advanced Payments
for services. In addition, vhen money is being debited for
Bookstore items trom A/Ps originally intended for services,
this must also be clearly indicated in the invoice. ' This data .
is essential in correctly calculating the amount to be trans-
ferred to the Book Account at the end of the week, ‘

6. A full staterent of the method of payment. If cheque,
give bank name and cheque number. If transfer or bank wire,
state so0 and give details. In this way payment can be checked
and zerified and invoices can be matched easily against actual
receipts, ' - :

7. Whether service is now fully paid or partly paid, and if
in latter case, balance due on tservice., This is valuable data
for the Call-In Unit who uses invoice copies for call-in
functions. : : ' o

8. tignature of rerson making out the invoice, so that any
questions arising can be answered.

9. Whether Traininp, Processing, Boockstore or Qual items,
shown by the appropriate large letter T, I, B or 0 on the in-
voice, This facilitatcs routing of copies to department con-
cerned and income Lrecakdowms. '

10, Customer signature on all debit invoices, so that the org
has a record of the person acknowledging the debit.
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11, Any cther details not spaecifically listed :above but foundi
necessary so that a full record of the transaction exists.- e

DOs AND DON'Ts

1. ALWAYS PUT ALL THE INFORMATION ABOUT THE TRANSACTION ON

THE INVOICE. Leave nothing up to memory or additional .notes
or Mmemos.

2. ALWAYS USE VERY LECIBLE HANDWRITING THAT ANY ORG TERMINAL
CAN DECIPHER, now or years from now. Use good carbon to make
all copies clearly legible. Print the name, addrtas and phone
number of the customer in block letters. . - ‘

3. ALWAYS WRITE ONE INVOICE FOR EACH TRANSACTION AMD NEVER
MORE- THAN ONE TRANSACTION ON EACH INVOICE.

EXAMPLE‘ If a person pays for five: xntensivcs all nt

once and starts the first one now, he gets. (a) one in- u

voice for first intensive as a cash sale and (b) one: .
. invoice for four intensives on-account as. a prcpaymont. o

. EXAMPLE: If a person pays for one inten&ive at 3325.
But gives a cheque for $650, and instrudts that the .
balance be credited to his account for future book pur-
chase, he pets (a) one invoice for the intensive and..
(b) one invoice as a 925 credit to his account.

EXAMPLE: If a person has made an A/P for an Acadcmy

Package, he gets one PPU (Pre-Payments Used) debit in-

voice every time he starts a new level. for thc Pr@‘iﬁ w.
" pated value of that 1eval. RICREEEE

~-NBVER WRITE Ar "OUT OF PRB-PAYHENTS“ INVOICE WITHOUT
PIRST VCRIFYING THAT THE PRE-PAYMENT IS THERE IN THE AGCOUNT
IN THE FIRST PLACE. Do not take the customer's or someona
else's verbal Jata and do not go by your own familiarity with
the acccunt. Someone else might have written debit invoices
on thnt account since you last checked the balance. So if it
isn't written it isn't true. Always check the account folder
first. (Registrars do not have to leave the customer and go
dig out the folder in Treasurv. They call the Cashier and
~ the Cashier brings the folder right into the Reg's Office.
Dept 7 provides this service.)

5. NEVER WRITE AN "OUT OF PRI-PAYMENT" INVOICE'WITHOUT
HAVING TO HAND THE SPECIFIC AUTHORIZATION OF THE ACCOUNT -
HOLDER TO DO SO. If he is there in person make him sign ) :
the invoice. If he is not there, obtain his written author-',
ization (not someone else's word) to debit his account, and
file a copy of such in the accounts folder.

6. NEVER INVOICE MONEY UNLESS YOU HAVE IT. ALWAYS INVOICE
ALL MONIES RECLIVED FROM WHATEVER SOURCE.

T ALWAYS STATE ON THL INVOICE WHAT SERVICE OR ITEM THE
MONEY 1S BEING RECEIVED FOR. ilever write only "In PP", Ve
are not a bank. We do not have denos:ts and withdrawals.
Our customers pay for specific services and then take them.

8. ALYWAYS CHECK WITH THE DIR INCOME OR CASHIER BEFORE ISSUING
AN INVOICE ADMITTING A PFRSON TO SERVICE ON CREPIT. Only Dept
7 is authorized to grant credit arrangements, baaed on policy
and ‘'on the person's past credit record with the org
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9, ALWAYS ACCOMPANY A DEBIT INVOICE ADMITTING A PERSON TO
SERVICE ON CREDIT OR A STAFF MEMBER AT NO CHARGE WITH A SEP-

ARATE PROMISSORY NOTE. Just having the person sign the debit
invoice isn't enough.

10, ALWAYS TREAT INVOICES AS THE‘VERY VALUABLE RECORD THAT
THEY ARE. Don't lose them or misuse them or misfile them or
render them ussless through illegibility. SRR

\

' APOLICING INVOICE WRITING

The Dir of Income is overall responsible for’ issuing in-
voices to all invoicing stations (Rng strars Div 2 and Div 6,
Bookstore Officer, Qual 18I, Cashier) and for policing accuracy
of invoice writing. He inspects all invoices written daily and
corrects any flubs by instant hatting the terminal responsible
and gett across the reality on the importance of correct in-
voice writing, using the correct gradient: approach to bris
adbout improvement of the scene. If he has any recurving dif-
ficulties getting the line in, he can call upon the FBO to
back him up or request assistance from Admin Cramming. If il-
legible invoices are the trouble, Cramming can put the staff
member through simple writing drills that will improve legi-
bility of handwriting. If misunderstoods or disagreements are
gr;;:nt.-Crumming can handle with word clearing, checkouts and

;o 8e: - . : ) S -

SPEED OF SERVICE

Nesdless to say, do not stop the flow of money or kee
the customer waiting forever while taking great time to write
meticulously perfect invoices. ed is of paramount impor-
tance. It will be soon acquired you learn the points of
this PL cold and drill them, And if Dept 7 provides spot-on
-demand with no wait for every person in their files.
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