Financial Guide for Schools
Section 7.9 Appendix 7 – Lettings Invoice


Lettings Invoice

Purpose - to provide a formal notice to the hirer of the amount of money owed to the school.  
Whilst schools can purchase Lettings Invoices from the School's Accountancy Section by emailing a request to schools.accountancy@barnet.gov.uk , schools are free to devise their own form provided it contains the following sections: -

· Name and address of school
· Name and address of the individual or group being invoiced
· The London Borough of Barnet VAT Registration Number ( 229 2360 70 )
· Date of the invoice 
· Description of the facility being charged for
· The hourly rate and number of hours being charged for
· The net cost before VAT and any insurance surcharge
· Any insurance surcharge
· The VAT rate and amount
· Detail of deposit paid
· The total amount due to the school
· To whom the payment should be made out 

· Payment Terms 
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