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Account NI has a mandatory e-Invoicing solution in place and contracted suppliers are required to meet the following minimum requirements in relation to the submission of Invoices and Credit Notes:

    I.        Invoices and Credit Notes must be in a structured pdf format (i.e. generated from your accounting system)
   II.        Invoices and Credit notes must quote a valid Account NI Purchase Order Number 
 III.        Invoices and Credit Notes must be emailed directly to Account NI      

Characteristics of a valid Invoices 

Valid invoices are those which are legible from which a clear image can be produced and which clearly show the following information:

(a)       Contracting Authority/Client name
(b)       Where related to a purchase order (PO), the wording "Purchase Order" or "PO" followed by the 10 digit PO number, or where not related to a PO, the contact name in the Contracting Authority/Client (i.e. the person requesting the goods) 
(c)       The invoice number, or where a utility bill, the account number 
(d)       Payment terms 
(e)       Invoice date / tax point 
(f)        Contractor name, address, postcode and VAT registration number 
(g)       Remittance name and address where this is different to (f) above 
(h)       Goods / service details which match the PO details, including quantity billed, item description, unit of measure, unit price and total value 
(i)         The agreed charge, including any discounts, handling and freight charges and a breakdown clearly showing each VAT amount and the applicable VAT rate (and where not complete, a breakdown of the





2. Criteria for the Correct Address 
 
With the exception of invoices for: (1) utilities (e.g. phones / mobiles, water, electricity, fuel, rent, rates, franking machine postage top-ups); (2) the Works Order Processing System (WOPS); and (3) DRD Roads Service Fleet, which should continue to be sent to departments through normal channels, the correct address to send all other invoices to Account NI depends on the department being invoiced and must be one of the following:
	Department

	Generic email address

	Dept of Agriculture, Environment & Rural Affairs
(was DARD)
	DAERA.contracts@daera-ni.gov.uk  
	 

	Dept of Agriculture, Environment & Rural Affairs
(was DOE)
	EMFGCentralContractsteam@daera-ni.gov.uk
	 

	Dept for Communities
(was DCAL)
	dfccontracts@communities-ni.gov.uk

	 

	Dept of Education
	DEContracts@education-ni.gov.uk
	 

	Dept for the Economy
(was DEL)
	DFE.Procurement@economy-ni.gov.uk
	 

	Dept for the Economy
(was DETI)
	contractforms@economy-ni.gov.uk
	 

	Dept of Finance
	DOF.Forms@finance-ni.gov.uk
	 

	Dept of Health 
	iProcurement@health-ni.gov.uk
	 

	DOJ
	dojprocurement@justice-ni.x.gsi.gov.uk
	 

	NIPS
	contracts_manager.AM@dojni.x.gsi.gov.uk
and contract_management_support.rb@dojni.x.gsi.gov.uk
	 

	Dept for Infrastructure 
	pb2@infrastructure-ni.gov.uk
	

	TNI Contracts only
	
	 

	Dept for Infrastructure 
All other DfI contracts should be directed to the Contract Manager (There are no Departmental Procurement Teams)
	 

	Executive Office
	contractinfo@executiveoffice-ni.gov.uk
	 

	Public Prosecution Service (PPS) 
	PPSProcurement@ppsni.gov.uk
	 

	SSD Collaborative Contracts 
	Dof.collaboration.cpd@finance-ni.gov.uk
	 



The Client reserves the right to withhold or delay payment in relation to any invoice which is not submitted in accordance with the Contract (including where such invoice does not contain the relevant Quotation or Purchase Order number(s)) or which covers, or purports to relate to Goods and/or Services which have not been provided in accordance with the Contract. The Client shall as soon as is reasonably practicable notify the Contractor accordingly of such a withholding or delay of payment in writing.
