VAT manual

Appendix 3 - Details required on VAT invoices

(see also Decision Chart C1-C2 and paragraphs 1.26 - 1.27)

A VAT invoice for £250 or more including VAT must show:

· an identifying number 

· the name, address and VAT registration number 

· the date of supply 

· the customer’s name and address 

· the type of supply (e.g. sale, rental, hire purchase) 

· a description which identifies the goods or services supplied and for each description: 

· the quantity of goods or extent of the services 

· the charge made, excluding VAT 

· the unit price 

· the total charge made, excluding VAT 

· the rate of any cash discount offered, and 

· the total VAT payable. 

If the invoice includes zero-rated or exempt supplies, these must be shown separately.

For invoices under £250 including VAT, fewer details are required:

· the name, address and VAT registration number of the supplier 

· the time of supply 

· a description which identifies the goods or services supplied 

· the charge made, including VAT, and 

· the unit price. 

Zero-rated or exempt supplies must not be included on a less detailed invoice. Any invoice that details mixed rate items must meet all the requirements of a full (not less detailed) VAT invoice. Please contact the Tax Manager for further information.

