
To assist us to correctly process transactions from merchants using manual vouchers, we 
need your cooperation in accurately completing Sales Vouchers.

Please ensure that all your staff are aware of the following important points regarding 
Sales Vouchers for Motorcharge and Motorpass.

Ensure purchase is within product restrictions printed on the card.

Please note that all prices are GST inclusive – you will however need to include the total 
GST amount separately on the sales voucher. If any purchases do not include GST, please be 
careful to mark these items in the GST Free Items row.
When returning Sales Vouchers to Wright Express, please only send the white copy. You 
must keep the green copy for your records and give the yellow copy to the customer.
Thank you for supporting Wright Express. If you have any further questions, please call our 
Merchant Support Team on 1300 130 113.
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Check card hasn’t expired Insert date Be sure that all prices 
include GST

Obtain and record 
Authorisation number 
(if applicable)
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Record and Verify 
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against card
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$ amount for the 
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Ensure that a correctly completed Merchant Summary accompanies every batch of Sales 
Vouchers. Please note – For Motorpass transactions you will need to submit a Motorpass 
Merchant Summary and for Motorcharge transactions you will need to submit a 
Motorcharge Merchant Summary. Failure to do so will result in the batch rejecting, 
causing a delay to your payment.

Other reasons batches may be rejected and/or payments delayed:
- Pinned or stapled batches
- More than 45 vouchers in a batch
- More than one batch per envelope
- No Customer Signature on Sales Voucher
- Illegible or incomplete merchant number
- No legitimate authorisation number on vouchers over the floor limit
- Letters to Wright Express included with batches - include only vouchers as anything other 	
	 than vouchers will cause rejection of the batch
- Invoices attached to sales vouchers

Your assistance in these matters will ensure payment is processed promptly. If you have any 
further questions, please call our Merchant Support Team on 1300 130 113.
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