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Invoice Examples: What’s Best 
This guide provides suppliers and departments with visual examples of invoices that are acceptable or unacceptable for 

submission to TCU. 

Invoice Requirements 
Suppliers should only invoice TCU for items that have been shipped or services that have been provided. Invoices are to 

be provided directly to the department within TCU that is doing business with the supplier. 

Invoices must include a unique invoice number and the TCU Purchase Order number, if applicable. 

The following information must be included on invoices: 

• Supplier payee name and remit address 

• Bill-to/ship-to information for TCU 

• TCU contact or department information 

• Purchase Order or Contract number, if applicable 

• Payment terms (Net 30, unless otherwise specified by a contract) 

• Invoice number 

• Invoice date 

• Clearly identified invoice total 

• Separate line-item charges and a brief description of each item or service 

• Sales tax, when applicable 

Additional Links 

Links listed below are clickable for more information related to invoicing TCU. 

• Purchase Order Terms & Conditions 

• Invoice Number Formats 

• Sales Tax Exemption Certificates  

https://finance.tcu.edu/contracts-procurement-travel/contracts/purchase-order-terms-conditions.php
https://finance.tcu.edu/jaggaer-resources/invoice-number-formats.php
https://finance.tcu.edu/financial-services-forms.php#accd23e123-sales-tax-exemption-forms
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Examples of Invoices 
Three examples of invoices are provided below, with varying levels of information and completeness based on TCU’s 

invoice requirements. 

Complete Invoice: 

• Company (remit-to), bill-to, and ship-to information is clearly identified and prominent on the invoice. 

• Department contact information is listed. 

• Itemized quantities, descriptions, prices, and amounts are clearly identified. 

• The total amount due is clearly indicated at the bottom of the invoice. 

• Consider: Add the department’s address to the bill-to information. 

Incomplete Invoice 

• Department bill-to or contact information is missing, although Texas Christian University is identified as the bill-to. 

• The PO number is handwritten and not legible. 

• Itemization is present, but the descriptions are not specific enough to clearly identify the items purchased. 

• Sales tax appears to be charged under a different name. 

• Consider: Update the item descriptions to be more specific, type the PO number, and clarify whether the “package 

tax” is a supplier-specific fee for packaging and mailing the items. 

Problematic Invoice 

• No written supplier information is present; only a logo is provided. 

• No department information or indication of who the invoice should be billed to is listed. 

• The description indicates that contracted services were provided, but no contract or PO number is referenced on 

the invoice. 

• No dollar amounts are listed. 

• Consider: Add the supplier remit-to and department bill-to information, the PO or contract number associated with 

the services, dollar amounts for each line item, and the total amount due at the bottom. 

  



Invoice Examples: What’s Best 
Office of Procurement 

 
 


