Consultancy invoice checklist and sample

Please ensure that the consultancy invoices include the following elements

1) it is addressed by default to Non c'e' pace senza giustizia, Via Costanza Baduana Vaccolini 5; I-00153 Roma; Italy C.F. IT-97107730588 (unless needs to be addressed to another NPWJ legal entity)

2) full name of the consultant

3) official address of the consultant

4) VAT number (or other tax or fiscal ID code) of the consultant

5) Unique Invoice number (usually progressive)

6)   Invoice date (dd Month yyyy)

6) Period of consultancy performed (with specific start and end date)

7) Description of services (cfr. with relevant budget line)

8) Total amount, indicating that it includes VAT (or is VAT exempt) 

9) Full Bank details, including account name, IBAN and BIC/SWIFT

This sample is not meant to be a template. If used by the Consultant, it has to be customized extensively, while including all the required information, so to avoid identical invoices for different consultants.

LETTERHEAD
<NAME of the consultant>

<VAT NUMBER>

<ADDRESS>

<TELEPHONE>

<E-MAIL> 


Invoice n° <x> of <dd Month yyyy>

INVOICE TO:
Non C'è Pace Senza Giustizia

"No Peace Without Justice"

Via Costanza Baduana Vaccolini 5; 
I-00153 Roma; Italy
C.F. IT-97107730588


-------------------------------------------------------------------------------------------------

INVOICE PERIOD:

<xxxxx>

FOR THE FOLLOWING SERVICES RENDERED:

<xxxxxxxxx> 
-------------------------------------------------------------------------------------------------

a) <Description of the service>




       €

 
0,00


TOTAL OWING  €

 
0,00

Including VAT 
-------------------------------------------------------------------------------------------------

Please wire payment to the following account:

Account holder: <xxxxx>
Bank name: <xxxxx>
Bank address: <xxxxx>
IBAN number: <xxxxx>
BIC/SWIFT number: <xxxxx>
Currency current account: <xxxxx>
       Signed,


_________________

