
 

 

 

 

GUIDELINES FOR INVOICING 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

This is an example of ideal invoice 
content

 

* This is an example so secure your invoice also complies with the legal requirement existing in your country. 



 

 

Recommendations to be followed 
› Do not send invoices prior to delivery of goods/services, as this will cause delays in payment. 
›  It is recommended that the Invoice Date should be chronologically after the PO date. 
› All line items or Itemization on Invoice must be exactly the same as provided in the Purchase 

Order to avoid any mismatch while posting of the invoice 
› Do not send duplicate or photocopies of your invoices. 
› Do not submit invoice with manual alterations ,invoice with manual alternations will not be 

accepted. 
› Avoid sending invoices with colour, since it may affect the quality of the scanning process. 
› The Purchase Order number should not be manually written in the invoice. 
› Indicate in the invoice the Purchase Order number instead of only enclosing the copy of the PO. 
› If adding the word “PO” next to the Purchase Order number, leave a blank space in between 

(E.g. PO 45886465 instead of PO45886465) 
› The Purchase Order number should not be overlapped by a stamp or any other text. 

 

 

 

 

 

 

 

 

 



 

Format of ideal invoice 

 

 



 

Avoid thin paper 

 

 



 

Avoid small format 

 

 



 

Avoid hand written 

 



 

Avoid coloured paper 

 

 



 

Use currency as in purchase 
order 

 

 



 

Specifically for Chinese invoices, this 
is an example of an ideal invoice  

 

 

 

 

 

 

 

Secure that the stamp is not 
over the Purchase Number 
and always indicate the PO 

number (even if copy is 
enclosed to the invoice) 


