Accounts Payable Invoice Procedures (Notes for supplier)
General Procedures – 
Do not supply any goods or services to Wicklow County Council unless you first receive a valid Purchase Order number, which must be quoted on your invoice.

· Invoices must quote a VALID APPROVED PURCHASE ORDER NUMBER. Invoices without a valid PO number will be returned to you.  
· All official purchase order numbers are 9 digits long and begin with either the digit 4 or the digit 2.  For example Order number 400212345 or 20002354.
· Paper invoices must be sent to:

Accounts Payable





Wicklow County Council





County Building









Wicklow
· Or electronic invoices can be emailed to:
inv@wicklowcoco.ie (Please send paper or soft invoice, not both)
If you do not have a valid PO, please contact the purchaser who ordered the goods or service from you to obtain same.  The PO number is not available from Accounts Payable.

Tax Procedures-
Tax Clearance Procedures:
Payments are at all times conditional on compliance with Tax Clearance procedures.

All suppliers are required to submit a Tax Reference Number  ( TRN) and if applicable a Tax Clearance Access Number (TCAN).
Public Sector Contracts/Grants/Subsidies:
In accordance with Department of Finance Regulations, (Section 1095 Taxes Consolidation Act 1997) it is a condition of obtaining a Public Sector Contract of a value of €10,000 (inclusive of VAT) or more within any 12 month period that a CURRENT TRN and TCAN be submitted.  Such contracts can involve the purchase, hiring, leasing of goods, services or property by public authorities.
The tax clearance requirement applies even where the provision of goods or services is not the subject of a formal written contract.
Sub Contractors:
Before a relevant contract (a contract that is subject to relevant contracts tax) can be awarded, Sub-Contractors are required to produce an in date Notification of Determination issued under Section 5301 Taxes Consolidation Act 1997(valid for 30 days from date of issue).  If a sub-contractor is registered for ROS they can request a Sub-Contractor’s Notification of Determination through ROS by selecting the “Look up/Review Deduction Rate” option from the eRCT Home Page and then selecting the “Request Letter” option. The Notification of Determination will be sent to the Sub-Contractor’s ROS inbox where it can be printed by the Sub-Contractor. 
Sub-Contractors Reverse Charge VAT (for Relevant Contracts)



The amount a sub-contractor charges to a principal contractor should not include VAT.  These invoices should include the statement: ‘VAT on this supply to be accounted for by the Principal Contractor’.

Payment Procedures-
· Payments are made by way of EFT on a weekly basis, into bank accounts on Mondays (except Bank Holidays).   
· Payment advice is emailed to suppliers, so ensure a valid email address is supplied.

Accordingly, a pay mandate form should be completed and returned to Accounts Payable, Wicklow County Council, County Buildings, Wicklow.
If you have any queries in relation to any of the information above please contact – 

Accounts Payable at – accpay@wicklowcoco.ie or at 0404 20100 ext 2203.
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