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The invoice you issue to your customer is not only important 
for your records, but it also allows your customer to deduct 
the VAT you have charged him (so-called input tax for the 
customer). The prerequisite for this is an invoice that contains 
all the mandatory information. You are obliged to issue such 
an invoice on the basis of the contract concluded with your 
customer.  

This fact sheet shows you what to look for in your invoicing. 

Everything at a glance: In the client information sheet, num-
bers are assigned to the individual mandatory details of 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 business address or, in 
the case of companies, their business address. You must be 
reachable by post at this address; it does not have to be the 
address at which you carry out1 your business activity. 

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 
created once. Instead of consecutive numbers, you can also 
create number ranges for temporally, organizationally or ge-
ographically delimited areas. 
Example: U starts each quarter with invoice number 1, but adds an 
I, II, III, or IV depending on the quarter, as well as the year. 

7. designation of the service provided  
You must identify the service you have provided in the in-
voice: In the case of a delivery of goods, you must indicate 
the type, i.e. the customary name, and quantity of the goods 
delivered.  

 
1 Section 14.5 (2) sentence 5 UStAE; BMF letter of 7.12.2018 - III C 
2 - S 7280-a/07/10005 :003; ECJ, judgment of 15.11.2017 - C-
374/16 and C-375/16 [ZAAAG-62440]; BFH, judgments of 13.6.2018 

In the case of other performance (service), you must specifi-
cally describe the scope and nature of your performance. 
General descriptions such as "consulting" or "craftsman 
work" are not sufficient.  

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. The date of performance 
is the date of delivery of the goods in the case of deliveries 
and the date of completion in the case of other services such 
as craftsman services. If the service extends over several 
months or years, it is sufficient to indicate the entire period of 
performance (e.g. from May to October 2019). 

If you issue your invoice on the day of performance, it is suf-
ficient to state: "Date of performance corresponds to date of 
invoice". In the case of deliveries, the indication of the date 
of performance cannot be replaced by attaching the delivery 
bill; however, the express reference in the invoice to the de-
livery bill is sufficient if the delivery date can be derived from 
the delivery bill.  

9. charge  
The remuneration is the net amount, i.e. without sales tax. If 
you have provided services at different tax rates (19% and 
7%), you must split the remuneration according to the tax 
rates.  

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 (19% or 7%) and the tax amount, i.e. the 
resulting sales tax, must be stated on the invoice. In the case 
of different tax rates, the tax rate and tax amount must be 
stated separately for both the 7% and 19% sales.  
If you have provided a service that is exempt from VAT, you 
must refer to the tax exemption and the reason for the tax 
exemption in the invoice, e.g. by stating "tax exempt due to 

- XI R 20/14; of 21.6.2018 - V R 25/15 and V R 28/16; of 5.12.2018 
- XI R 22/14. 
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brokerage of insurance" or by stating the paragraph from 
which the tax exemption results.  
Please note the temporary reduction of the reduced tax rate 
to 5% and the standard tax rate to 16% for transactions car-
ried out in the period from 1 July 2020 to 31 December 2020. 
2 
In addition, from 1.7.2020 until 31.12.2022, the reduced tax 
rate of 5% (sales from 1.7.2020 - 31.12.2020) / 7% (sales 
from 1.1.2021 - 31.12.2022) applies to restaurateurs for the 
sale of food for consumption on the spot 3. The sale of bev-
erages must still be taxed at 16% (sales from 1.7.2020 - 
31.12.2020) / 19% (from 1.1.2021).  

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. Only the 
date of the service does not need to be stated because it has 
not yet been determined.  
However, you must indicate in the invoice that you have not 
yet performed the service, e.g. by indicating "down payment". 
In addition, you must indicate the month of receipt of the pay-
ment if this date is fixed and does not coincide with the date 
of issue of the invoice. 
When preparing the final invoice, you must make sure that 
you deduct both the down payments already received, 
namely both the net amounts already received and the VAT 
amounts already received. In this way, you avoid double - 
and thus unjustified (once in the down payment invoice and 
another time in the final invoice) - reporting of the VAT, which 
you would otherwise 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 

 
2 BMF: Supplement to the BMF letter dated 30.6.2020 on the tempo-
rary reduction of the general and reduced VAT rates as of 1.7.2020 
and on their increase as of 1.1.2021 (BMF, letter dated 4.11.2020 - 
III C 2 - S 7030/20/10009 :016). 

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 sustainable construction services or building 
and window cleaning services, he is obliged to pay the VAT. 
This also applies if he does not provide you with the certifi-
cate. Your client therefore has no interest in concealing 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 VAT. The following wording is prescribed for this 
purpose: "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 service pro-
vided (see I. 6.) and the tax rate or any tax exemption (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. reference to retention obligation  
If you have provided a construction service either to a private 
person (non-entrepreneur) or to an entrepreneur for his pri-
vate sphere, you must indicate in the invoice that your cus-
tomer must keep the invoice for two years.  

5. invoice correction  
A correction can have retroactive effect back to the original 
invoice date and thus prevent the accrual of interest on ar-
rears. However, the invoice must also be capable of being 
corrected for a retroactive correction. For this purpose, it 
must have the following components: 

Details of the issuer of the invoice, details of the recipient of 
the invoice, a sufficient description of the service, the remu-
neration for the service performed and the separately stated 
sales tax4 .  

3 Third Act on the Implementation of Tax Relief Measures to Cope 
with the Corona Crisis (Third Corona Tax Relief Act) of March 17, 
2021 (BGBl. 2021 I p. 330). 
4 BMF, letter dated 18.9.2020 - III C 2 - S 7286-a/19/10001 :001. 
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Legal status: 5.4.2021 

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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                                        Hans Müller Lebensmittel  
Obststraße 4 

12345 Feldstadt 
Tel. 02324-141 007 
Fax 02324-141 008 

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

Hans Müller Lebensmittel, Obststraße 4, 12345 Feldstadt 

Supermarkt Klara Schmidt 
Spargelweg 17 
56789 Maisbach  
 
 
 

Invoice 
 

Invoice number    Customer number   Date 
7268/21      1234567             November  6, 2021  
 
 

Delivery date Goods Quantity Charge Value added 
tax 7 %  

Value added 
tax 19 %  

Total 

24. 10. 20121 
 

Apples "Gala  300 kg  360,- €  25,20 €  -,- 
385,20 € 

25. 10. 2021 
 

Apple juice "Obsti 
 

50 l  50,- €  -,- 9,50 €   59,50 € 

Total amount   410,- €   25,20 €  9,50 € 444,70 € 
        
 
The total amount is payable within 14 days with a 2% discount.  
Our terms and conditions apply. 
 
 
 
 
 
We thank you for your trust. 
Your Lebensmittel Hans Müller 
 
 
 
Hans Müller Lebensmittel  VAT ID number: DE125418076  Bank details: 

Obststr. 4    Tax office Feldstadt    Volksbank Feldstadt 

12345 Feldstadt        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 

Baugeschäft Schmidt KG 
Wiesenstr. 17 
56789 Eibendorf  
 
 

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 October 25, 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 a 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: 

Holzstr. 4    Tax office Waldstadt   Volksbank Waldstadt  

12345 Waldstadt        IBAN: DE89 1234 4762 4758 1234 00 

         BIC: WELADED1REK 
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