[bookmark: _Hlk116463632]ASOS INVOICING REQUIREMENTS POLICY – NON-API
[bookmark: _Int_hWLai13K]This document highlights the invoice requirements and details how to invoice ASOS for invoices to be considered an invoice in the UK and to allow invoices to be matched and paid.

INVOICE REQUIREMENTS
· [bookmark: INVOICE_CRITERIA]One PO per invoice must be raised.
· Invoices must quote the full, and correct ASOS Purchase Order Number; this is a 12-digit number.
· Your Company name and address. To include Trading name or Brand name where applicable 
· Your VAT registration number, if applicable.
· Unique Invoice number. This must be the same number as that appears on both the invoice and the statement.
· Invoice Date. This must be dated as per the supply date (when the goods or services were provided) and must be in full UK date format (DD/MM/YYYY).
· Customer’s company name and address as well as delivery address

	ASOS.com
	Delivery: UK
	Delivery: EURO HUB
	Delivery: Atlanta Warehouse


	Greater London House 
Hampstead Road
London
NW1 7FB
	ASOS.com
Park Spring Road
Grimethorpe
Barnsley
S72 7GX
	ASOS.com – c/o Ingram Micro
AN Der Anhalter Bahn, 6
14979 Grossbeeren
Germany
AN Der Anhalter Bahn, 6

	ASOS
4505 Derrick Industrial Parkway
Union City, GA 30349
United States of America



· Invoices must include a description of goods or services, including quantity and cost of each item billed and dispatched, and the total units billed must be visible.
· At Item level the Supplier reference (Option ID and SKU) and ASN to be detailed on the invoice.
· Total net amount, total VAT, and total gross amount to be listed separately, even if VAT is zero. Rate of VAT applied to be detailed.
· Please ensure the currency is provided per the three-letter acronym i.e. GBP not £
· When displaying invoice values please display as per UK number formatting for example. £123,456.78 – $12,456.78 - €1,456.78 - £145.78 (where the comma is used to separate thousands and the dot is used for decimals).
· Company bank details, i.e., account number and sort code, or IBAN and SWIFT.
· Please ensure Payment Terms, Buying Terms, Country of Origin and Port of Loading are visible as per ASOS Invoicing Template.
· When sending credit notes, please ensure the document states ‘Credit.’


INVOICE GUIDELINES
· Invoices must be sent only once to stockinvoices@asos.com and not sent to other recipients in copy.
· Please ensure only invoices are being sent to the mailbox.
· Do not attach any other documentation such as packing lists, statements, letters, etc. as this means your invoice will not be processed.
· Invoices must be sent in PDF, Excel, or Tiff format - any other format will not be accepted.
· When sending multiple invoices, do not send the invoices in a zip file as ASOS software does not accept invoices sent in a zipped file.
· Please ensure only one invoice per PDF is sent otherwise only the first invoice will be captured.
· ASOS will not accept commercial Invoices.
· The invoices must be raised in the currency and unit price stated on the PO and be clearly displayed.
·    Repeating an invoice number will cause the invoice to be rejected within ASOS systems and classified as a duplicate.
· ASOS supplier account number should be included on the invoice
· Container Numbers should be on the invoice where applicable.
· Supplier statements must be sent weekly in Excel or editable format.
· Trade discounts should not be displayed on your invoices after the 15th of May. 
· If invoices display any discount your invoice will be rejected (Trade Discount, Buying Discount)


    TRADE DISCOUNT
· ASOS applies a mandatory X% trade discount on retail suppliers. This discount is to be automatically applied to the supplier’s unit cost price.
· [bookmark: _Int_jhb6PW2z]Trade discount should not be displayed on your invoices, if invoices display any discount they will be rejected.


VAT
· Applicable local taxes and tax rate must be quoted at a line level and total level on the invoice
· ASOS.com UK VAT Number GB 78 8622 577 must be used by the supplier when the goods are being shipped to the UK Warehouse, the delivery address will still be the UK address above, invoices must be addressed as normal to ASOS.com
· ASOS.com German VAT Number is DE 264816373 and must be used when shipping directly to the German Warehouse, the delivery address will still be the Eurohub address above, Invoices must be addressed as normal to ASOS.com
· ASOS Atlanta - no sales tax must be charged; all merchandise is for re-sale. Re-Sale Certificate is available on request.
· If the invoice is in a currency other than GBP and charging 20% Domestic VAT Rate, the GBP amount must be noted on the invoice


Additional key details that must be included on the invoice where the supplier is established in Czech Republic, Germany, or Australia (in addition to those outlined on the previous page)

Czech Republic - Additional Requirements
· [bookmark: _Int_1wrRNtA1]If the invoice is in a currency other than Czech Koruna (CZK), the total CZK VAT amount must be noted on the invoice. The exchange rate used should generally be either the rate declared by the Czech National Bank or European Central Bank
Germany - Additional Requirements
· If the invoice is in a currency other than Euros (EUR), the total EUR VAT amount must be noted on the invoice using an official exchange rate (e.g., European Central Bank)
Australia – Additional Requirements
· If the invoice is in a currency other than Australian dollars (AUD), the total AUD GST amount must be noted on the invoice, or the applicable exchange rate used must be shown (for ASOS to work out the GST payable in AUD)”
· Suppliers' identity (i.e. name, trading name and address) and Australian Business Number (ABN) must be shown on the invoice
· Please state the Australian Business Number (ABN) and identity (i.e. name, trading name and address) for the relevant ASOS entity

INCO TERMS
· INCO terms clarify the rules and terms buyers and sellers use in international and domestic trade contracts. A supplier will agree to their INCO terms with ASOS, and this will be reflected in their contract.
· INCO terms must be displayed on the invoice, as this helps confirm the correct VAT treatment. 
· ASOS commonly uses these terms:
1. DDP (Delivery Duty Paid)
2. FOB (Freight on Board)
3. EXW (Ex Works)
4. FCA (Free Carrier)
· If you are unsure what your INCO terms are, please refer to your contract.

INVOICE REJECTIONS
· Invoices with missing/incorrect data, as per ASOS invoice requirements, will be rejected by our external invoice processor. 
· Notification of rejection will be sent by email and the invoice will be classed as “not received” as it will be missing data needed to process the invoice which means that it is an invalid invoice. If a corrected invoice is not re-sent it will cause delays in payment:
· No Valid PO Number (i.e. not quoting the whole PO Number or no PO at all) 
· No Invoice Date or invalid invoice date – DD/MM/YYYY or date in the future
· No Invoice Number or duplicated invoice numbers
· The PO currency does not match the currency on the invoice 
· No currency or invalid currency on the Invoice – three-letter acronym (GBP not £)
· [bookmark: INVOICE_REQUIREMENTS][bookmark: _Hlk116463318]Net, VAT and Gross amounts do not balance 
· No trade or settlement discount should be displayed, all discounts need to be incorporated in your PO cost price on each line item, and net, gross and VAT should only be visible for example:
· Commercial negotiate a cost price of £10.00 (including trade discount)
· PO is raised for £10.00
· Our system will run an overnight deal of 3% (agreed discount) PO is now £9.70
· The supplier will receive the PO as £9.70
· The supplier will invoice ASOS for £9.70 (net) and then will apply VAT if applicable. 
 


ASOS INVOICE Template
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Address:

VAT Registration Number: ASOS Purchase Order No:

Consignee INCO Terms:

FC info provided 

Supplier account:

by Supply Chain/Retail

Shipment mode:

Colour Quantity Unit Price  VAT Rate VAT

Amount (Line total)

Total

Currency:

Net Amount

VAT Amount

Gross Amount



IBAN number:

Address: Contact:

Beneficiary Bank:

Swift Code:



Beneficiary:

Account no.:

Address:

Total Payment in words:

Payment Terms:

Country of Origin:

Port of Loading:

ASOS Option ID ASOS SKU No. ASN Number Description of Goods

 Invoice

SUPPLIER DETAILS

DELIVERY ADDRESS

Invoice No.: 

Invoice Date:

Buying Terms:



ASOS.com,

Greater London House,

Hampstead Road,

London,

NW1 7FB
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