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Name

Position

Section

Department
Address
Dear Ms/Mr (Name)
Please find attached an invoice for the sum of (for NZ include AUD) $XX,XXX (including GST) for the provision of Secretariat services to the AJJA for the (insert year) financial year.

If you require any information or assistance in relation to this matter, please contact (Name), AJJA Secretariat on (phone number). 

Yours sincerely,
Name
Chair

Australasian Juvenile Justice Administrators

Address
      Date
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