Invoicing the APA
Following your involvement in a Professional Development Course or Lecture, you will be required to
complete an Invoice or Tax Invoice for payment. The following is a summary of what information is required
on your document.
Payment Amount:
Total payment for your presentation will be as per the total quoted on your PSA document. This will be paid
by the APA when your invoice is received.
Timeframes:
You must forward your invoice to the APA no later than 30 days after course completion.
The APA will endeavour to pay invoices within 30 days of receipt.
Important details:
The APA prefers to pay by Direct Debit into your bank account. Please provide your Account number and BSB
number.
It is important that on your invoice, you quote the reference number or course code that was listed on your
PSA
You will need to list the course name, course date and state where the course was run on your invoice.
If you would like to be sent a remittance advice when payment is made, then you will need to include your
email address on the invoice.
Where to send it:
If the payment is for a course or lecture then forward your invoice or tax invoice to
APA National Office at Lvl 1, 1175 Toorak Road, Camberwell VIC 3124.
If the payment is for any other event, then direct it to your local Branch PDO.
Invoice:
An Invoice is to be submitted if you do not have an ABN and therefore there will be no GST component.
You can also submit an “Invoice” if you do not have an ABN but are registered for GST.
If you do not have an ABN, you will need to complete the Statement by a Supplier form available from the
Australian Taxation Office website.
Tax Invoice:
A Tax Invoice is to be submitted if you have an ABN and are registered for GST.

