Memo - Confidential
To: 
All CIS operatives, PH/GB/DS/JW/AM/MR/JE/VG/MH/KK/CC/CS
From:
Paul Bennett
Cc:

DAS/JK/MF/MO’B/RCH
Date:

11.09.12
Re. 

CIS Invoices
Dear all,

It has come to our attention that a large number of the self-employed operative’s invoices we receive on a weekly basis do not meet HMRC CIS criteria.
Please see attached a model invoice. With immediate effect invoices need to be supplied in this format.
Invoices must have a date, invoice number, name, week ending date, site name, hours worked, hourly rate and total amount invoiced. Invoices lacking these details will not be paid until the information is provided. The invoice can be handwritten or typed. It can be faxed or it can be attached to an email but should not be typed directly onto an email.
Invoices that do not match the information supplied by the site foreman will need to be queried and this could delay payment so it is in your interests to supply correct information.
Invoices are processed every Tuesday afternoon for Wednesday’s payrun so invoices received after 2pm on Tuesday will not be paid until the following week.

Yours Sincerely,

Raphael Contracting
SALES INVOICE

Date: 10/09/12                                                                          Invoice No: 33

FROM: Mr John Smith

TO: Raphael Contracting Ltd

        Raphael House

        123, Roebuck Road

         Chessington

         Surrey

         KT9 1EU

To work carried out week ending (Sunday) :-09/09/12

Work at (Site) :-Kings Cross



Hours

Total

Hourly Rate

Total
Monday
0730-1700
9

£12.22


£109.98

Tuesday
0730-1700
9

£12.22


£109.98

Wednesday
0730-1700
9

£12.22


£109.98

Thursday
0730-1700
9

£12.22


£109.98

Friday

0730-1700
9

£12.22


£109.98

Saturday
0800-1300
5

£18.33


£91.65

Sunday

N/A

                                                                                                               ________

TOTAL DUE                                                                                       £641.55
