
Stadtsparkasse Dorfstadt Kto. Nr. 103-448789 BLZ 800 500 00

John Smith
Parkstraße 10
12345 Dorfstadt

ABC GmbH
Frau Heidi Braun Rechnungs-Nr. 0001
Weiterbildung
Postfach 123456

12345 Dorfstadt Datum: 01. Juni 2006
Steuernummer: 123/12234

Finanzamt Dorfstadt II
Ust-Id.Nr. DE 87654321

RECHNUNG

Kurs: ABC Group 2

Für 12 U-Stunden fachbezogenen Englischunterricht, im Mai 2006
berechne ich wie folgt: €

12 Unterrichtsstunden à € 30,00 360,00

Fahrtkosten (4 Fahrten à € 6,00) 24,00

Zwischensumme 384,00

 16% MwSt 61,44

insgesamt 445,44

Bitte überweisen Sie den Betrag innerhalb von 14 Tagen auf mein Konto.

Mit freundlichen Grüßen

John Smith

John
Note
Your name and address.

John
Note
The name and address of the school or company you are billing .

John
Note
The invoice no. This must be a progressive number, e.g.. your first invoice is 0001, your second 0002, etc. You can invoice companies or schools in the same way, e.g. if you are teaching at a school called ABC, you could write ABC-1, for your first invoice ABC-2 for the second and so on - as long as the numbers are progressive and logical, the tax office won't object.

John
Note
The date you write the bill.

John
Note
You have to include your tax no. and/or your German VAT no... or both if you want. 

John
Note
Describe what you are billing for.

John
Note
Include information about the period you are billing for.

John
Note
Give a breakdown of what you are billing for (net).

John
Note
What's the subtotal?

John
Note
Calculate the VAT (you have to charge German VAT if your turnover from teaching the previous year was more than €16,620).

If it was less than that you have to include the sentence "USt befreit nach §19 UStG"   on your invoice.

That means you are a small business and do not have to charge German VAT.  
 


John
Note
Do your sums!

John
Note
State your terms of payment.

John
Note
Add details of your bank account... and you're finished! Phew!

John
Note
Sign.

John
Note
Make sure whoever you are sending this to knows this is a bill/invoice!

John
Note
Identify the group or students.

John
Note
Be friendly!


