


	

	
	
	
	
	
	Payee Address
Example
Macu & Co Ltd

21 The Greenway

Twickenham

TW1 2SR

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Payer Address
	
	
	
	

	Example
	
	
	
	
	

	London Borough of Richmond Upon Thames              C/o (Name of service team)
 (Service team full address)


	Tel No
	
	
	

	
	Fax No
	
	
	

	
	Email
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Invoice Date
	
	Invoice Number
	

	(dd/mm/yy)
	
	(Unique reference - not exceeding 16 characters)
	

	
	
	
	
	
	
	

	Description of  Goods / Services
	Unit Price
	Quantity
	Net Amount 
	VAT Rate
	VAT
	Gross amount

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Carriage / Delivery (if applicable)
	
	
	
	
	

	
	
	
	
	
	

	Total Net amount
	
	
	
	
	
	

	VAT 
	
	
	
	
	
	

	Invoice Total
	
	
	
	
	

	
	
	
	
	
	
	

	Payment information
	
	
	
	
	

	Please make cheques payable to .e.g Macu & Co Ltd  (Your trading name)

	Bank details
	Bank A/c Name: e.g  Macu & Co Ltd

	
	Sort Code
	
	
	
	
	

	
	Bank Account No
	
	
	
	
	

	Company  Reg No  (if applicable)
	
	
	
	
	

	VAT Reg No  (if applicable)
	
	
	
	
	


Your invoice should include the following details:-
(Please change appropriately reflecting your business details)
