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Business Literature and Stationery

March 1999

Even the most straightforward task in setting up and running a business can be riddled with rules and regulations.  You are under a legal obligation to present information in a particular way on business notepaper and stationery.  This Guidance Note is designed to help you meet those requirements.

INTRODUCTION

For most businesses, information which has to be printed on company notepaper, order forms, catalogues, circulars, show cards, invoices and credit notes comes under the jurisdiction of VAT regulations and The Companies Act 1985.  The important point to remember is that the information may be stated anywhere on the face of the document, and does not, for example, have to be placed within the heading.

NECESSARY INFORMATION FOR NOTEPAPER AND ORDER FORMS

Order forms are any documents by which current and potential customers can order goods and services, and would also refer to such items as coupons printed in newspapers, where goods and services can be supplied.

You must include the following:

· The full name of the company, including 'Limited'.

· The registered number of the company.

· The place of registration, stated as 'Registered in England or Scotland' as appropriate. England is taken to mean including Wales.

· The registered office address must include the words ‘Registered Office’.  If the address used is not the registered office address, you must also clearly indicate the registered address and state that it is so.

· Names and nationalities of each director do not need to be shown.  However, if they are listed, all names must be shown in full (or the surname and initials of all forenames) for every corporate director.

· If the company is a registered charity, it should be stated along with the charity registration number.

· If any reference is made to the company's share capital, it must be to paid-up share capital.

NECESSARY INFORMATION FOR INVOICES AND CREDIT NOTES
In addition to the above, for invoices and credit notes VAT legislation insists that you also 
provide the following:

· Your VAT registration number.

· An invoice number, i.e. an identifiable serial number, unique to each document.

· The date of  the supply and date of issue of the invoice.

· The name and address of the customer.

· The type of supply, be it sale, HP, loan, exchange, hire, lease, rental, sale on commission, sale or return, goods made from customers' materials, or any other category of supply.

· A description of the goods and services, stating quantity of the goods or extent of the services, and the rate and amount of VAT expressed in pounds sterling.

· The total amount payable, excluding VAT, expressed in pounds sterling.

· The rate of any cash discount offered.

· The amount of VAT chargeable at each rate, expressed in pounds sterling, and the relevant rate.

· The total amount of VAT chargeable, expressed in pounds sterling.

· If your customer has to account for VAT on behalf of the supplier, you must indicate this fact, as well as showing the amount of VAT to be paid.

Invoices to customers in the European Union must also show the following:

· The letters 'GB' prefixed to your VAT registration number.

· If you wish to zero rate the invoice, then you will need the VAT registration number of the customer, containing the code of the member state in which the customer is registered.

· The value of the invoice, excluding VAT need not be in pounds sterling, although any U.K VAT charged must be expressed in pounds sterling.

Retailers or other VAT registered businesses supplying goods and services to the general public are subject to special rules and regulations. We will gladly advise you on these.

FOR GENERAL INFORMATION ONLY

This note is intended for general guidance only. There may be additional considerations that need to be taken into account in certain cases. If you require further information, we will be happy to provide more detailed advice based on your particular circumstances.

If you require more information please contact us


