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In order for UniLodge to confirm a 

booking was referred by you, we 

require the following details be 

provided. 

Download and make a copy this invoice template here. 

You’ll need to sign into your Google account to access 

the template. If you don’t have an account yet, you can 

sign up here.

If you don’t have access to Google, please download the 

spreadsheet here.

Reconciliation Details

Details include:
• UniLodge Property Name
• Resident Name
• Resident Email address
• Date of Birth
• Contract Start and End date
• Weekly Rent Payable
• Tenancy length
• Commission rate (per agreement)
• Commission Calculation (for 

percentage commission 
calculations) 

• Invoice amount per resident

https://docs.google.com/spreadsheets/d/18HGqhW3Suj-CX-vOJvR7UKCsrc1yqqcVzJJwwuz6GpQ/edit#gid=0
https://accounts.google.com/signup/v2/webcreateaccount?flowName=GlifWebSignIn&flowEntry=SignUp
https://www.unilodge.com.au/uploads/applications/documents/001/573/725/unilodge-referral-reconcilation-template.xlsx


The Invoicing Process

Make a copy of this Referral Reconciliation 
Template HERE.

You’ll need to sign in to your Google account to 
access the template. If you don’t have an account 

yet, you can sign up HERE.

If you don’t have access to Google, download the 
template HERE.

Fill in your Account information HERE.  

You’re required to 

Your completed form will be  automatically 
submitted to accounts.payable@unilodge.com.au. 

If you don’t have access to Google, download the 
New Supplier Registration Form HERE, complete 
and send to accounts.payable@unilodge.com.au.

Email Grant Waldeck 
grant.waldeck@unilodge.com.au

the Google URL of your completed Referral 
Reconciliation Template with EDIT access.

If you don’t have access to Google, download the 
form HERE, complete and send to 
grant.waldeck@unilodge.com.au

UniLodge Property Teams will then reconcile the 
referral details and mark up the Google Sheet.

Once each property has confirmed the list of 
referrals, you can then send an invoice to us. 

Make sure you have separate invoices for each 
properties.

Please ONLY email your invoices to

Unilodge Accounts Payable via 
apinvoices@unilodge.com.au

https://docs.google.com/spreadsheets/d/18HGqhW3Suj-CX-vOJvR7UKCsrc1yqqcVzJJwwuz6GpQ/edit#gid=0
https://accounts.google.com/signup/v2/webcreateaccount?flowName=GlifWebSignIn&flowEntry=SignUp
https://www.unilodge.com.au/uploads/applications/documents/001/573/725/unilodge-referral-reconcilation-template.xlsx
https://forms.gle/GQpmkJ5YaqugkNMg8
mailto:accounts.payable@unilodge.com.au
https://www.unilodge.com.au/uploads/applications/documents/001/572/931/unilodge-new-supplier-registration-form-2020.pdf
mailto:accounts.payable@unilodge.com.au
mailto:grant.waldeck@unilodge.com.au
https://www.unilodge.com.au/uploads/applications/documents/001/572/931/unilodge-new-supplier-registration-form-2020.pdf
mailto:grant.waldeck@unilodge.com.au
mailto:apinvoices@unilodge.com.au


THINGS TO NOTE

Property

Invoices

apinvoices@unilodge.com.au

Support

accountspayable@unilodge.com.au 

UniLodge Head Office Address

22/100 Creek Street, Brisbane City, 4000, QLD, Australia.

mailto:apinvoices@unilodge.com.au
mailto:accountspayable@unilodge.com.au
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