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The Invoice

® \What is the purpose of this document?

> To inform the buyer how much they owe and when
they must pay

® \Who completes it?
> The seller
® What happens to it?

>t will be checked by the finance department who will
then pay it at the appropriate time before filing it

® Why must it be accurate?

> An error could result in the wrong amount being paid —
or a delay in the payment
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An Example Invoice

Invoice Books R Us

123 Wieers lndumeral BEseare

MNearhere
Date I LRI 4LU5
- Tel 01 TESTRTI5

To
lovaice Ma: Account MNo: Y our Ref:
Descriphion uaminty | Veit Taotal
rp 0 8 B

Buniiers Seedies Made
Easry

Busincus Stadici Teught

a
bl

How T Malke Your

Mallioa
Goods Total: £
Payment
Terms: Plus VAT @ | 7.5%:€
30 days

Invoice Total: £
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