
INVOICING REQUEST FORM 
FINANCIAL SERVICES - ACCOUNTS RECEIVABLE 

Please forward request to Accounting and Treasury Room YDI 949A

COMPANY/ORGANIZATION: _________________________________________         DATE:  ___________________ 

ADDRESS___________________________________________________________        PREPARED BY: _____________________________ 

____________________________________________________________________ DEPT./EMAIL/TEL # _________________________ 

PROV: __________ POSTAL CODE: __________COUNTRY: ________________       CURRENCY:       CAD              /         USD        

CONTACT NAME & TITLE: ___________________________________________  

PHONE # (_____) -______ -________-ext_______  FAX # (_____) -______ -________  EMAIL: ____________________________________ 

TERM: NET 30 DAYS, Late Fees: 1.25% per month Legend: 
HST Harmonized Sales Tax

SHADED AREAS FOR FINANCIAL SERVICES USE ONLY 

Applicable Tax: Y      / N 
Line 
# 

DESCRIPTION QTY UNIT 
PRICE 

COST CENTRE NUMBER 
e.g. (1-11-12345-1234-1234-123456789-123 

HST 
13% 

TOTAL 

1 
2 
3 
4 
5 
6 
7 

TOTAL 

NAME: ______________________________________ SIGNATURE: _____________________________ DATE: _______________
Invoices above $500 require a signature from the dean, department head or designate per the accounts receivable 
guidelines. Please refer to the following website: 
http://www.ryerson.ca/policies/finance/accountsreceivableguidelines.html
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