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NOTE: Do not write anything in the yellow marked fields. Information on how the purchase order should be designed can be found at the end of the document. The document must be sent to the purchasing manager, who edits the document before it is sent for e-signature.

Purchase Order [school abbreviation]_[Dnr]_[Initials sakägare]_[ abbreviation department/division]
Ref No. [Dnr]

Buyer
Kungliga Tekniska högskolan, KTH
· Organisation number: 202100-3054
· Vat number: SE202100305401
· EORI number: SE2021003054
[School/division VS and address]
Contact: Procurement manager, [name], [mail]

Contact person KTH
[name], [mail]

Seller 
[name], [adress], [VAT-/organisations-number or equivalent]

Contract/technical contact person 
[name], [mail]

Scope of the order
Reference to: [quote or equivalent]

Summary of the order 
[state]

Delivery address
[state]


Invoicing:
Invoices must primarily be sent via the European standard PEPPOL BIS Billing 3.0.
KTH:s Peppol-id: 0007:2021003054
The following information must be stated on the invoice:
· Invoicing address
· Invoice Number
· Date of issue (date of invoice)	
· Due Date ( KTH applies net 30 days )
· Invoice reference , see below
· Supplier name and address
· The supplier's VAT registration number (VAT number). 
· Our VAT registration number SE202100305401 and if exemption from VAT liability correct reference, for example “Reverse charge”
· What the invoice relates to, i.e. the transaction amount / extent and nature
· Invoice amount and the currency of payment
· IBAN NUMBER alternative account number and bank code depending on the country
· SWIFT code

Invoicing address:
Kungliga Tekniska högskolan
Fakturaservice
Box 24075
104 50 Stockholm
Invoice reference: [state]

Total price:
The total price is [sum] [currency] excluding Swedish value added tax (VAT).

Appendix 1: [Quote number]

Signature

Date 



[Name, title, Division/department of the person authorized to sign]


Date 



Purchasing manager, [name], Support office


Implementation

NOTE It is important that the Purchase Order is linked to the reference number that has been used for the decision/direct procurement.

Naming: Purchase Order [school abbreviation]_[Dnr]_[Initials sakägare]_[ abbreviation department/division] important to link this to the “Beslut direktupphandling, etc

Reference number: here is the Dnr for the Beslut for the direct procurement/procurement to be linked to this PO/purchase order.

Buyer: state school or department at VS and address.

Contact person: Purchasing manager state name, companies want written approval from a person from the authority's purchasing/procurement department.

Contact person KTH: the name of the subject owner/contact person must be entered here.

Seller: enter the official name, address and organisatio number /VAT number or equivalent of the supplier.

Scope of the order: enter the quote number.

Summary of the order: here you summarize the order by entering product information etc.

Delivery address: enter an address that has a GLN number, ie an address that used in Wisum.

Invoice reference must be added.

Signing of the purchase order/PO: this is signed by the person responsible/contact person for the purchase and by the purchasing manager. The purchasing manager signs as a representative of the purchasing/procurement department, this is required by several companies.
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