CONTRACT FOR SERVICES
PAYMENT OF INVOICES

Contractor sends invoice to manager.
Invoice must state “Tax Invoice” if contractor is GST registered.

Not OK
Checked by manager Manager clarifies

with contractor
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Invoice coded and approved by manager.
Sent to Finance.

Finance check:
There is a current signed contract
that covers the invoiced amount;
Invoice is in the correct name. Not OK

Finance ask HR to
clarify with
manager. Held in
HR until able to
proceed.
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Finance calculate any withholding tax.

Payment is generated.
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