VAT INVOICE CHECKLIST

An invoice you issue or receive to or from a UK-registered person should contain the following information: 

1.
An identifying invoice number, which must be unique and sequential

2.
The date of the supply and the date when the invoice was issued

3.
The name, address and VAT registration number of the supplier

4.
The name and address of the customer
5.
The type of supply by reference to the following categories:

a)
a supply by sale

b)
a supply on hire purchase or any similar transaction

c)
a supply by loan

d)
a supply by way of exchange

e)
a supply on hire, lease or rental

f)
a supply of goods made from customers’ materials

g)
a supply by sale on commission

h)
a supply by sale or return or similar terms
6.
A description sufficient to identify the goods or services supplied

7.
For each description, the quantity of the goods or the extent of the services, the rate of VAT and the amount payable (excluding VAT)

8.
The total amount payable (excluding VAT)

9.
The rate of any cash discount offered

10. Each rate of VAT chargeable and the amount of VAT chargeable, expressed in sterling, at each such rate, and
11.
The total amount of VAT chargeable, expressed in sterling.
For invoices issued to or received from a person registered in another EU country, the information required must be modified to include the following:

· the information specified at points 1 to 6 and 9 above

· the letters “GB” as a prefix to the registration number

· the registration number, if any, of the recipient of the supply of goods or services and which registration number, if any, must contain the alphabetical code of the EU country in which that recipient is registered

· the gross amount payable, excluding VAT

· where the supply is of a new means of transport (as defined in s. 95 of the VAT Act 1994) a description sufficient to identify it as such

· for each description, the quantity of the goods or the extent of the services, and where a positive rate of VAT is chargeable, the rate of VAT and the amount payable, excluding VAT, expressed in sterling, and
· where the supply of goods is a VATable supply, the information as specified at points 10 and 11 above.
Source: Regulation 14 VAT Regulations 1995
