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There are a number of University revenue sources that are billed and collected by individual 
departments. It is important that each department create an invoice to record and report ALL 
external revenue sources for goods and services.  Having invoices produced and recorded in a 
timely manner is essential to ensuring the financial reports prepared for internal and external 
users are correct and reflect the most current financial position of the University possible.   

Departments are required to use the U of W branded Invoice.  The template can be requested 
from Patty Boge in Financial Services.   

You can choose one of two invoices.  The invoices are identical in content except that one 
provides the ability to pay by credit card (See appendix A), and one does not.  If you do not 
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Appendix A 

 
Link:       http://www.uwinnipeg.ca/financial-services/docs/Invoice-template.xls 


