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Timesheet + tax invoice (GST)

Court interpreters excel template sample

Your name, address, email

Your bank account

Case reference 
number from your 

confirmation advice

Reference number  
used to allocate invoice 
correctly for processing

Case names from your 
confirmation advice

Court and court room 
from your confirmation 

advice, but it may 
change on the day

The charge rate •  Hours worked (if the hours are below 
the minimum agreed rate, enter the 
minimum fee instead)

•  Any mileage or travel expenses (list 
them separately)

Your signature

How long the hearing 
was. Add once you have 
completed the hearing.

Signature(s) from court staff 
verifying attendance for 
each hearing 

The times you checked in 
and checked out each day 
(signed off by court staff)

Signature(s) from court staff 
verifying the times you checked 
in and checked out each day 
(signed off by court staff)

The amount due (in NZ$)

GST (if applicable)

Total amount due (in NZ$)

GST no.

Ministry of Justice 
address

• Invoice date 
•  Invoice number (the number needs to be unique and sequential)

Mileage is not
GST Applicable
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