
November 2024
1



Page 3 Farm Store, Purchase Order & Purchase Reference

Page 4 Sending Purchase Orders

Page 5 Invoice Content

Page 6 Submitting your invoice via PDF/email 

Page 7 Electronic invoicing

Page 8 Confirming receipt of your PDF/email invoices

Page 9 Key contacts and other information
Supplier Guide 2



3Supplier Guide

Farm Store
Farm Store is the Pāmu purchase-to-pay system which generates our purchase orders and processes our invoices.

Purchase Orders and Purchase References
When ordering goods or services Pāmu staff provide a Purchase Order (PO) or Purchase Reference (PR ) number. Please ensure you obtain this 
number before you provide any goods/services and quote it on your invoices to us.

PO numbers can be in one of two formats:
• Two-digit year number, three letter company code, 5-digit number, e.g. 24LFL12345 or 24LHL12345 or
• Four letter code (ARFL) with five-digit number e.g. ARFL12345.

PR numbers are 5-digit numerical codes e.g. 12345. Please prefix the number with PO: or Purchase order: if possible, and do not add characters 
to the number or a person’s name. 



Sending you our Purchase 
Orders via email
Orders will be sent to your nominated email 
address which you should check regularly 
(example PO email opposite).
Orders may require forwarding to a 
branch/person if they contain information 
about delivery or collection (e.g. a 
preference to pick up from a local store). If 
you can’t meet the delivery date shown on 
the PO, please contact the “created by” 
person as soon as possible to inform them 
of any delay.

Example PO

Example email
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1. Invoices must be addressed either to Landcorp Farming Limited or Landcorp Holdings Limited. Please do not address invoices to Pāmu or 
the farm you are supplying to.

2. Please quote our PO or PR number at the top (in the header) of your invoice e.g. in the space allowed by your system for a PO Number, 
Customer Reference or similar field.

3. Please don’t include charges for multiple orders on a single invoice – instead, raise separate invoices for each order.

4. If you are registered for GST your invoice must show your GST number. The IRD website has further information about invoices.

5. Please show invoice lines without GST and then sub-total them to show the amount charged excluding GST.

6. If your charges are subject to Withholding Tax, Farm Store will deduct tax based on your IR330C. Do not shown any deductions on your 
invoice to avoid being short paid.

7. Please include your bank account number on your invoices to ensure we pay you correctly.

8. Please send your invoice as soon as the goods or services have been supplied.

9. If you did not obtain a PO or PR number, please tell us which person/farm asked you to carry out work for us. 

10. Please do not delay your invoice to obtain a number once you have done the work. 

Supplier Guide 5

https://www.ird.govt.nz/gst/tax-invoices-for-gst/how-tax-invoices-for-gst-work


Invoices should be emailed in PDF format (version 1.3 or higher) to one of the email addresses shown in the table below. These are displayed on 
the PO.

LANDCORP LEGAL ENTITY INVOICE EMAIL ADDRESS

Landcorp Farming Limited (LFL) farming@bscs.basware.com 

Landcorp Holdings Limited (LHL) holdings@bscs.basware.com 

It is essential that every invoice (and any supporting documents/information) are contained in one PDF file. If you send multiple invoices in a PDF 
file, we will only process the first invoice. You can however attach multiple PDF invoice files to one email provided email size does not exceed 10 
MB. These email addresses are not monitored. Any correspondence you send will not be read. If you wish to contact us, please refer to the 
contact's section. Please do not send any non-invoice material to these email addresses e.g. payment terms, advertising flyers, electrical 
certificates etc.

USING XERO OR MYOB?
The Xero and MYOB accounting systems can send emails to customers containing a hyperlink to an invoice file rather than a PDF invoice. Our 
system will not open the hyperlink for security reasons and your invoice will not be processed.
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Pāmu supports the New Zealand government’s desire to streamline business processes and prefer to receive invoices electronically. 

The Xero and MYOB accounting systems along with many other popular accounting packages can issue electronic invoices in PEPPOL 
format which is the global standard adopted by the New Zealand government. This link provides details of how to send a PEPPOL 
invoice from Xero https://central.xero.com/s/article/Send-an-e-invoice-NZ

Details of the government’s initiative can be found here https://www.einvoicing.govt.nz/  

We have two NZBN numbers for receipt of PEPPOL invoices:

LANDCORP LEGAL ENTITY NZBN NUMBER

• Landcorp Farming Limited (LFL) 9429039618191

• Landcorp Holdings Limited (LHL)
9429033233307

NZBN numbers for any New Zealand entity can be found here NZBN

If you wish to send us PEPPOL invoices, please first contact us at accounts@landcorp.co.nz so that we can undertake a test transmission to make 
sure everything is in order. Please note that PDF attachments, including a PDF copy of your invoice, can be attached to PEPPOL invoices. 
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When we receive your invoices via PDF/email, Farm Store will send a response 
containing:

• A list of PDF invoices that were processed successfully;
• A list of PDF invoices that could not be processed (if any). Please check and 

resend any rejected PDF invoice(s)

The Farm Store reply will also advise if your email did not contain any 
attachments or if the email size exceeded 10 MB.

If you do not receive an email reply when you submit an invoice, please contact 
us at accounts@landcorp.co.nz 

SAMPLE of email reply for a successful invoice being sent in.
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Accounts Payable Team 
If you have a question regarding invoice payment, please contact the Accounts Payable Team at  accounts@landcorp.co.nz 

Sending items that are not invoices
Please send letters, newsletters, advertising, electrical certificates, quotes, etc to accounts@landcorp.co.nz 

Purchase orders
If you have a question regarding a PO that you have received, please contact the “Created by” person directly.

Payment terms
Our standard terms are 20th of the month following, but if you follow the guidance in this document, we may be able to make payment earlier.

Statements
Statements should be sent to accounts@landcorp.co.nz 
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GST Number
Should you require it our GST Number is 037-639-809
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