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 The transaction is to be processed in both the Accounts Receivable Module and the Accounts 

Payable Module. 

 An Accounts Payable Invoice Cover Sheet, (available on Shared Services Customer Service Portal 

– use search function) must be prepared by the Business Support Officer outlining the case for 

refund.  

 The claim is to follow the procedures as outlined in the Procurement Procedures. 

Amend/Cancel an invoice 
In the instance where an invoice has been raised in error or issued for an incorrect amount and the 
customer has not yet paid the invoice: 

 A credit note may need to be raised against a debtor’s account. 

 Access the Shared Services website and follow this path: Home>Finance>select “Amend/cancel 

an invoice”. The appropriate fields must be completed, and the request forwarded within the 

system for approval by the relevant authorising officer (Delegation 4.01). Once approve
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 If the Debt Collectors are unsuccessful in their pursuit of the debt CIT may seek advice to purse 

the debt through the legal system.  

Receiving and Receipting Payments 

This section encompasses the responsibilities of the various appointed officers when receiving money on 
behalf of CIT. When another officer is taking over any of these appointed responsibilities an official 
handover/takeover must take place. 

Receipting Officers 
 Receipting Officers are to be appointed as per the CIT Financial Delegations Manual. 

 Receipting Officers are responsible for collecting funds on behalf of CIT and paying those 

collections to CIT Corporate Services for banking. 

 Official receipts, either from a cash register or handwritten from a receipt book, must be issued 

for all funds collected on behalf of CIT. 

 Where the payment relates to an ACT ORACLE GOVERNMENT FINANCIALS SYSTEM invoice, 

receipts are issued on request by Shared Services. 

 Where the payment relates to a Banner invoice, the receipt must be recorded in the Banner 

system. Refer to Student Fees Policy and Procedures. 

Receipting Payments – Cash 
 All cash received must be secured until it is paid in to CIT Corporate Services and banked. 

 Any short term cash float that is required must be obtained from CIT Corporate Services and 

repaid when the need for the float has passed. 

Receipting Payments – Cheques 
The CIT receipt number and payer details (including CIT student number where appropriate) must be 
recorded on the reverse of the cheque prior to being secured for deposit with CIT Corporate Services. 
If a cheque is later dishonoured then the following must be performed: 

 Repayment should be sought within 7 business days by a method other than another personal 

cheque (bank cheques are acceptable). A new receipt is not issued as the original receipt is still 

held by the payer. 

 Any bank fees incurred by CIT should be passed onto the payer (an invoice can be raised in the 

Accounts Receivable module if required). A new receipt is to be issued for this amount only. 

Until these fees are paid in full, the debtor is subject to the same sanctions as any other person 

with outstanding debts to CIT. 

 The rebanked amount including bank fees must be recorded on a separate balance sheet and 

paid into CIT Corporate Services immediately. 

Receipting Payments – Debit and Credit Cards  
Process the tran
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 All collections must be secured in a safe until they are deposited with CIT Corporate Services and 

banked. 

 All deposits with the CIT Corporate Services must be accompanied by a completed Receipting 

Officer’s Balance Sheet (available on SIS). 

 All sections of the Balance Sheet must be completed and supporting documentation attached. 

 The total funds being deposited should balance to the total of the accompanying receipts. Any 

discrepancy between the two amounts must be accompanied by a Collection Discrepancy Report 

(available on SIS). 

 All balance sheets must also be checked by an authorised Checking Officer prior to being taken 

to CIT Corporate Services.  

Checking Officers 
It is the Checking Officer’s responsibility to ensure that Balance Sheets are filled out correctly. 

 Before a Receipting Officer’s Balance Sheet is taken to the CIT Corporate Services completed for 

banking they must be checked and authorised by a delegated Checking Officer. 

 Monthly spot checks of any advances, change floats and collections held by, Receipting Officers 

and Petty Cash Holders must be carried out by CIT Corporate Finance. 
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Recipient Created Tax Invoice (RCTI) Checklist 
 

RECIPIENT CREATED TAX INVOICE (RCTI) REQUIREMENTS 

Requirements (Note this checklist is to be used by 
registered government related entities as defined in 
GST Ruling 2000/10: Goods and Services Tax: 
Recipient created invoices) 

Tax 
Invoice 




