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The invoice you issue to your customer is not only important 
for your records, but it also enables your entrepreneurial cus-
tomer to deduct the VAT you have charged him (so-called 
input tax for the customer). The prerequisite for this is an in-
voice that contains all the mandatory information (see sec-
tions I. and II.). You are obliged to issue such an invoice on 
the basis of the contract concluded with your customer.  
If you perform craftsman services for your customer's private 
household, your customer can claim a reduction of his in-
come tax under certain conditions (see section III.). You can 

help him with your invoice by providing the necessary infor-
mation.  
Everything at a glance: In the client information sheet, num-
bers are assigned to the individual mandatory details in the 
invoice. You will find these numbers in the sample invoice at 
the end of the leaflet. 
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I. Mandatory information in the invoice 
1. indication of your name  
You must state your full name as the entrepreneur providing 
the service and issuing the invoice. If you do not run a sole 
proprietorship but a partnership or, for example, a limited lia-
bility company, the name of the company must be stated on 
the invoice.  

2. indication of your address  
The invoice must also state your full address or, in the case 
of companies, their address. Your company must be reacha-
ble by post at this address.  

3. name and address of your customer  
The invoice must be addressed to your customer and must 
contain the customer's name and (business) address, be-
cause the customer is the recipient of the service who wants 
to claim the input tax. If your customer is a partnership or 
corporation (e.g. GmbH), the invoice must be addressed to 
the partnership or corporation.  

4. indication of tax number or VAT identi-
fication number  

In your invoice you must indicate either your tax number or 
your VAT number.  

5. invoice date  
Your invoice must show an invoice date (date of issue). This 
is the day on which you create the invoice. 

6. consecutive invoice number  
Furthermore, you must use a consecutive invoice number so 
that the tax office can ensure that the invoice has only been 
issued once.  

7. designation of the service provided  
You must designate the service you provided in the invoice:  
In the case of a craftsman service (service), you must specif-
ically describe the scope and nature of your service. 

A general description "craftsman's work" is not sufficient. If 
you supply goods, you must specify the quantity and type, 
i.e. the customary trade description, of the goods supplied. 

If a description of services in the invoice is too extensive, you 
can instead refer in the invoice to other business documents, 
e.g. to the underlying contract, in which the service is de-
scribed in detail.  

8. time of performance  
Furthermore, you must state in the invoice the date on which 
you performed your service. It is sufficient to state the month 
in which the service was performed. In the case of craftsman 
services, the date of performance is the date of completion. 
If the craftsman service extended over several months or 
years, it is sufficient to state the entire period of performance 
(e.g. from May 2019 to October 2019).  

If you create your invoice on the day of your service, it is suf-
ficient to state: "Service date corresponds to invoice date".  

In the case of deliveries, the indication of the time of perfor-
mance cannot be replaced by attaching a delivery bill; how-
ever, the express reference in the invoice to the delivery bill 
shall be sufficient if the delivery date is evident from the de-
livery bill.  

9. charge  
The remuneration is the net amount, i.e. without sales tax.  

If you grant a discount, it is sufficient to state the discount 
rate, e.g. "2% discount for payment by ..."; you do not have 
to state the exact discount amount. If a bonus or discount 
agreement exists, it is sufficient to refer to this agreement in 
the invoice. Example: "Our bonus agreement of ..." applies.   

10. tax rate and tax amount  
Both the tax rate of 19% and the tax amount, i.e. the resulting 
sales tax, must be shown on the invoice. Please note the 
temporary reduction in the tax rate to 16% for performance 
of services from 1.7.2020 to 31.12.2020.  

II. special features 
1. down payments  
If you have agreed on a down payment with your customer 
and issue an invoice for this, the same principles apply as in 
Section I. Only the time of performance does not need to be 
stated because it has not yet been determined. I. You only 
do not need to state the date of performance because it has 
not yet been determined. In addition, you must state in the 
invoice that you have not yet performed the service, e.g. by 
stating "down payment".  
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When preparing the final invoice, you must ensure that you 
deduct the advance payments already received, both the net 
amounts already received and the VAT amounts already re-
ceived. In this way, you avoid double - and thus unjustified 
(once in the down payment invoice and once again in the final 
invoice) - reporting of the sales tax, which you would other-
wise have to pay to the tax office, although you have only 
received it once from the customer.  

2. customer as tax debtor  
In certain cases, your client is liable for VAT, e.g. if you pro-
vide construction services to another contractor or building 
and window cleaning services to another cleaning company. 
This is known as the reverse charge procedure.  

The tax liability for construction services is transferred to your 
client if he himself provides sustainable construction ser-
vices; for building and window cleaning services, the tax lia-
bility is transferred to your client if he provides sustainable 
building and window cleaning services. Your client can prove 
sustainability by means of a certificate from the tax office: As 
soon as the tax office has issued him with a certificate stating 
that he provides construction services or building and win-
dow cleaning services on a sustained basis, he is obliged to 
pay the VAT. This also applies if he does not present the cer-
tificate to you. Your client therefore has no interest in con-
cealing the certificate from you.  

The transfer of the debtor status to your client means that he 
must pay the VAT to the tax office. However, despite the fact 
that your customer is the debtor, you are still obliged to issue 
an invoice containing the mandatory information specified in 
Section I. above. I. with the exception of the tax amount and 
tax rate (Section I. 10.). In addition, you must state in the in-
voice that the recipient of the invoice, i.e. your customer, is 
liable for the sales tax. The following wording is prescribed 
for this: "Tax liability of the recipient of the service". 

3. small amount invoices 
If the total amount of your invoice does not exceed € 250, it 
is sufficient to provide information on your name and address 
(see I. 1.), the invoice date (see Chap. I. 4.), the scope and 
nature of the service provided (see I. 6.) and the tax rate (see 
I. 10.). The gross amount can then be stated in one sum, so 
that a division into remuneration (net amount) and sales tax 
is not necessary. The name and address of your customer 
does not have to be stated in the invoice either.  

4. invoice correction  
An invoice correction can have retroactive effect back to the 
original invoice date and thus prevent the accrual of interest 
on arrears. However, the invoice must also be capable of 

being corrected for a retroactive correction. For this purpose, 
it must have the following components: 

Information on the issuer of the invoice, information on the 
recipient of the invoice, a sufficient description of the service, 
the remuneration for the service performed and the sepa-
rately stated sales tax. 

III. invoices to private customers 
1. statement of craftsman services  
a) Beneficiary services 

Your customer can apply for a reduction in his income tax if 
you carry out renovation, maintenance or modernization 
work in his household or garden. All handicraft activities in 
the field of renovation, maintenance and modernization are 
eligible. This may also involve creating something new in the 
existing household, e.g. installing a new tiled stove; however, 
the construction of a new house or an extension is not eligi-
ble. On the other hand, work on the property, e.g. in the gar-
den, is also eligible. 

Other examples of beneficiary craftsman services are:  

 Work on the roof, floor, facade, garage or exterior and in-
terior walls. 

 Replacement or modernization of a fitted kitchen, floor 
coverings or windows 

 Bathroom renovation 
 Covering of a car parking space on the property (carport) 

or a terrace 
 Maintenance and repair of electrical systems or elevators 
 Heating maintenance and chimney sweeping services 
 Pipe cleaning work on the property 
 Pest control 
 Garden maintenance and redesign, as well as paving 

work on the property 
 Repair of electronic devices in the customer's household 

(not: in your company), e.g. repair of televisions, washing 
machines or dishwashers in their households 

 Winter service, and also insofar as the public sidewalk in 
front of the customer's house is cleaned.  

b) Beneficiary portion of your benefit 

The reduction is 20% (maximum €1,200) of the labor costs 
you invoice, including travel costs, disposal of the replaced 
material and costs for consumables such as cleaning agents, 
lubricants, rinsing agents or grit. However, your material 
costs are not eligible.  

Example: The labor costs for erecting scaffolding are eligible, but 
not the rent you paid or the material costs for the scaffolding. 

12 
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c) No cash payment 

Your customer can only claim the tax reduction if he transfers 
the invoice amount to you. Cash payments are therefore 
harmful.  

d) What do you have to do in the accounting process? 

In order for your customer to be able to claim the tax reduc-
tion, you must show the share of the subsidized labor costs 
(including travel costs, disposal and consumables, but ex-
cluding materials) separately on the invoice. This can be 
done by adding a note at the end of the invoice stating the 
subsidized portion (as a gross amount or as a net amount 
plus sales tax). 

A percentage breakdown is also accepted by the tax author-
ities. In the case of maintenance contracts, it is sufficient if 
the share of labor costs is shown in an attachment to the in-
voice; the share of labor costs can also be calculated as a 
lump sum from a mixed calculation. 

Note: You do not have to check every invoice to see whether 
it is a tax-privileged craftsman's service. However, if you 
provide craftsman services and your customer is not an 
entrepreneur, you should indicate your share of the labor 
costs on the invoice. Your customer then has the option of 
checking the tax reduction and, if necessary, claiming it from 
the tax office. 

2. reference to retention obligation  
If you have provided a construction service to a non-entre-
preneur or to an entrepreneur for his private use, you must 
indicate in the invoice that your customer must keep the in-
voice for two years.  

Legal status: 10.2.2021 

All information and data in this client information sheet have been 
compiled to the best of our knowledge. However, they are provided 
without guarantee. This information cannot replace individual advice 
in individual cases. 
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                                                   Tischlerei Hans Müller Holzstraße 4 
12345 Waldstadt 
Tel. 02324-141 007 
Fax 02324-141 008 

E-mail: hans-mueller-tischlerei@web.de 
Internet: www.tischlerei-hans.mueller.de 

Tischlerei Hans Müller, Holzstraße 4, 12345 Waldstadt 

Sabine Schmidt 
Eichenweg 17 
56789 Fichtendorf 
 
 

Invoice 
 

Invoice number    Customer number    Date 
7268/21      1234567     November 6, 2021 
 
 
Carpentry work at Eichenweg 17, 56789 Fichtendorf:  

• repair of the eight wooden windows on the first floor and 1st floor  
• Removal and disposal of the existing sealing rubber 
• Delivery and installation of the new sealing rubbers 
• Adjustment of the window sashes 

Completion of the work on 29 October 2021  
 
Fee according to agreement 40 € x eight windows     320,- € 
 
plus VAT 19 %         60,80 €   
    
Invoice amount         380,80 € 
        
The total amount is payable within 14 days with  2% discount.  
 
The invoice amount includes labor costs including disposal of the removed material in the amount of 119,- € (100,- € 
net plus 19,- € VAT) according to § 35a Abs. 3 EStG.  
 
 
 
Our terms and conditions apply. 
Thank you for your order. 
 
Your Tischlerei Hans Müller 
 

The invoice recipient is obliged to keep the invoice for 2 years for tax purposes. 

Tischlerei Hans Müller  VAT ID number: DE125418076  Bank details: 

Holzstraße 4   Tax office Waldstadt   Handicraft bank Waldstadt  

12345 Waldstadt        IBAN: DE89 1234 4762 4758 1234 00 

         BIC: WELADED1REK 
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Invoice in case the recipient of the service is the tax debtor (see II. 2.) 
 
 
 
 
 
 
 
 
 

                                                   Tischlerei Hans Müller Holzstraße 4 
12345 Waldstadt 
Tel. 02324-141 007 
Fax 02324-141 008 

E-mail: hans-mueller-tischlerei@web.de 
Internet: www.tischlerei-hans.mueller.de 

Tischlerei Hans Müller, Holzstraße 4, 12345 Waldstadt 

Bauunternehmen Schmidt KG 
Wiesenstraße 17 
56789 Fichtendorf  
 
 

Invoice 
 

Invoice number    Customer number    Date 
234/21      723456     November 6 2021  
 
Carpentry work in the construction project Ahornstraße 45, 56783 Eibendorf:  

• Installation of six room doors á 200,- €     1.200,- € 
• Installation of 12 window sashes á 100 €     1.200,- € 
• Installation of two stair railings á 400,- €        800,- € 

Completion of the work on 2 October 2021  
 
Remuneration         3.200,- € 
 
      
Invoice amount         3.200,- € 
        
Tax liability of the recipient of the service 
 
The invoice amount is payable within 14 days with  2% discount.  
 
 
 
 
 
Our terms and conditions apply. 
Thank you for your order. 
 
Your Tischlerei Hans Müller 
 

Tischlerei Hans Müller  VAT ID number: DE125418076  Bank details: 

Holzstraße 4   Tax office Waldstadt   Handicraft bank Waldstadt  

12345 Waldstadt       IBAN DE89 1234 4762 4758 1234 00 

         BIC: ERFBDE8E759 
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