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BOROUGH COUNCIL

Suppliers Guide — Good Invoicing Practice

Information

In order to ensure that Bournemouth Borough Council process Invoices quickly and efficiently, we ask that suppliers follow the Good Invoicing Practices described below.

The below diagram is a template example of what the Council requires on every Invoice that is submitted by a supplier. Incorrectly submitted Invoices will be returned to suppliers. Please be aware that this is just a
template. Suppliers can provide Invoices in their own formats but will just need to ensure that all of the information required (as shown in the diagram) is provided on the Invoice. However, if you did want to
use this Invoice template, this can be accessed on the Council's website.

In particular suppliers need to ensure on an Invoice or Credit Note submitted to the Council that:

It is clearly labelled whether it is an Invoice or a Credit Note being submitted

A unique identifying number is provided for the Invoice or Credit Note

An ‘Invoice Date’ is shown on the Invoice or Credit Note. Please be aware that the Council’'s Standard 30 day payment terms apply from the date a valid Invoice is received by the Council.
Where a Purchase Order is issued for the supply, that this Purchase Order number is clearly displayed on the Invoice

The staff member who you supplied is referenced on the Invoice. This is to ensure that the Invoice can be directed to the correct person to be processed. (Please note that if an Invoice is submitted without either
a Purchase Order number or a staff member name, it will be returned to you and not be processed for payment)

The descriptions of what has been supplied is clear and accurately reflects what you have delivered. Where a Purchase Order was raised, this should match the Purchase Order lines raised.

A clear breakdown of the Invoice value is provided. Invoices that are calculated incorrectly will be returned and will not be processed. Please advise of any handling or freight charges. Ensure a clear VAT breakdown
is provided on all Invoices to avoid delays. If there are items on your Invoice that have different levels of VAT applicable please ensure that this is clearly displayed. Include your VAT Registration Number on your
Invoice where you have one.

Please note, if you offer a discount if an Invoice is paid within an early specific timescale, you must ensure that you provide both VAT calculations and total amount calculations on the Invoice depending on whether
the Invoice is paid within the discount timescale or after the timescale. The Invoice must also clearly state that “Following payment you must ensure you have only recovered the VAT amount actually paid”.

If your company is Construction Industry Scheme (CIS) Registered, please ensure that you follow the additional guidance at the end of this document when submitting your invoices.

Invoices should, where possible, be e-mailed in PDF format to the Council’s Creditors department (creditors@bournemouth.gov.uk). Alternatively, Invoices can be sent in the post to; Creditors, Town Hall E2, Town Hall,
Bourne Avenue, Bournemouth BH2 6DY.

Please note, suppliers can submit electronic Invoices to the Council where a Purchase Order was raised. There is a guide on how to submit electronic invoice to the Council which can be found on the Council’s website
(http://www.bournemouth.gov.uk/Business/SupplyingtheCouncil/Purchase2Pay.aspx). By submitting electronic Invoices, it ensures that they are processed more efficiently and reduces your carbon footprint. You will also

have the ability to track Invoice statuses and due dates through the system.
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Invoice Template

Where you do not have an Invoice template, the Council has provided a template that you can use to Invoice. This template covers everything that the Council requires in order to process your Invoice. If
you wanted to use this template as your company does not have their own, this can be found on the Council’s website (http://www.bournemouth.gov.uk/Business/SupplyingtheCouncil/Purchase2Pay.aspx)

The below image shows an example of the Invoice template completed.

TEST COMPANY LTD

123 Fake Street

Boumemouth, Doset BH1 3BA,
Phone:01202 454883 Fac 01202 453458
E-mail accounts{@tesicompany.couk

VAT Registration No. GB 887 3452 26

Billing Address:

Creditors, Town Hall E2
Boumemouth Borough Council
Town Hall

Boume Avenue

Boumemouth

BH2 60Y

Suppler Comments or Instructions: Thers is no cost for deliveny

INVOICE

INVOICE No: 36914
DATE: 30.June 2015

ACCOUNT P.O. NUMBER | REQUISITIONER | DELIVERY NOTE (| DATEOF SUPPLY
NUMBER NAME NUMBER
T 51000001 John Smith TE251 2EDE2015
CHANTITY DESCRIPTION UNIT PRICE AMOUNT
50 Baoxes of Ad Paper (5 x 250) E10.00 E5D0.00
10 Stapler F0.50 E5.00
Bank Details: Sort Code: 11-22-33 SUBTOTAL E£5DE.0D
Account Number 12345878 DISCOUNT AMOUNT £0.00
Please Make Cheques Payable to TEST COMPANY LTD SHIPPING/HANDLING £0.00
Remittance Address: Accounts Team, 123 Fake Strest, VAT AMOUNT (20%) E101.00
Bowmemouth, Dorset BH1 3BA
Remittance E-mail Address: sccountsi@testoompany.co.uk TOTAL DUE £ele.00
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Using your Own Invoice Template (Part 1)

Where you are intending to Invoice the Council using your own template, please ensure that the below information is included on your Invoice. The invoice template

has been split into two halves to make it easier to read.

1. Include your Company Name

or Logo on your Invoice

2. Include your Company
Address and Postcode on your
Invoice

3. Include your contact details for
your company on your Invoice

/fc

\

[Your Company Name]

INVOICE
INVOICE No: [100] 4—— |

/

14. Ensure that it is clearly
labelled as to whether you are
submitting an Invoice or a Credit
Note

J

13. Add a unique Invoice

~

Number that can be used to track

the navment

"IYour Address]” - /
4. If applicable, include your . Your Town, County Postal Codey DATE: ‘5"“”*2“151\
[VAT Registration Number on Prone: “liicocconcecd” Fax: et cocad 12. Include the date of the
your Invoice . ;Tg;;:?;fﬂﬁ‘;iﬂ Invoice. Please ensure that this
is the date that you issue the
girlgggi;t ;gu;e@s:n e Invoice to the Council )

Bournemouth Borough Council
Town Hall

Address is printed on your

5. Ensure that the Bournemouthw
Borough Council Invoice (Billing)
Invoice

instructions relating to the Invoice
on the Invoice

[6. Add any comments or

7. If you have assigned an
account number to Bournemouth
Borough Council, ensure that
this is referenced on the Invoice

|

» Bourne Avenue
Bournemaouth
BHZ 60Y

/V Supplier Comments or Instructions: (XG0 CCOCK)

ACCOUNT
NUMBER

P.0. NUMBER REQUISITIONER

MAME

DELIVERY NOTE
NUMBER

DATE OF SUPPLY

4
Val

<

8. Ensure that the Purchase

Order Number is referenced on

9. Add the Requisitioner Name

10. If you have a Delivery Note
Number, ensure that this is
referenced

11. Include the date that the

goods, services or works were

supplied

the Invoice where one was
issued

to the Invoice (this is the staff
member at the Council that
you supplied)
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Using your Own Invoice Template (Part 2)

17. Add a description of the
goods, services or works
provided. This should match the
lines issued on a Purchase
Order where one was issued

line (excluding VAT)

{ 18. Add the Unit Price for each }

[ 19. Add a Total for each line }

(excluding VAT)

<

QUANTITY DESCRIFTION

I
UNITPRICE W | AMOUNT /

{ 15. Add the Quantity for each w
line

16. Ensure that your Payment
Details are referenced including
bank details, remittance address

20. Show the Sub-Total for all
lines (excluding VAT)

and an e-mail for remittance
advices to be issued to

Page 4 of 5

SUBTOTAL
Bank Details: Sort Code (XX-3XK-3X
Account Number ( { ] DISCOUNT AMOUNT r
unt Mumber
K000 ) SHIPPING/HANDLING — |
Please Make Cheques Payable to (XOCO0000000000)
. WAT (20(%)
Remittance AddressOO0COCO 0000 \
Remittance E-mail Address (oooc@mooo.i)
TOTAL DUE N

discounts applied to the Sub-
Total Amount

22. If applicable, include any
Shipping/Handling Charges

21. Provide any details of any }

=
N

[24. Show the Total Amount Due }

ﬁ& Clearly show the VAT \

percentage that is being
applied to the Invoice and the
amount of VAT being applied.
You are responsible for
ensuring that this calculation is
correct. If there are items on
your Invoice that have
different levels of VAT
applicable please ensure
that this is clearly displayed.

. /
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CIS Registered Suppliers — Special Instructions

The Construction Industry Scheme (CIS) is applicable to all suppliers who undertake construction work for the Council.

Under the Construction Industry Scheme (CIS), the Council is required to deduct money from sub-contractors payments and pass it to HM Revenue and Customs (HMRC). The deductions count as
advance payments towards the sub-contractor’'s Tax and National Insurance.

For more information on the Construction Industry Scheme (CIS) please see the government website https://www.gov.uk/what-is-the-construction-industry-scheme

Suppliers that undertake construction work must ensure on any invoices sent to the Council that:

1. All Labour charges relating to the construction work undertaken, and being invoiced, are clearly indicated on the invoice. Where possible, the Labour charges should be a separate line on the invoice.

2. Please ensure that your UTR Number and Company Registration Number is displayed on the invoice (where applicable)
3. If you are a sole trader, make sure that your name and National Insurance number are clearly displayed on the invoice
4. If you are already registered with the Construction Industry Scheme (CIS) please state on your invoice if you are ‘CIS Net’ or ‘CIS Gross’ registered. This will be verified by the Council.
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