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Appendix 1
GUIDELINES FOR SYMBOLS AND COMPULSORY INFORMATION IN INVOICES
 (Issued together with Circular No 39/2014/TT-BTC
 dated March 31, 2014 of the Ministry of Finance)
1.1. Invoice type: Consisting of: VAT invoice, sale invoice; ex-warehousing-cum-internal transportation slip; delivery order for products consigned to agent; stamp; ticket; card.
1.2. Invoice template symbol (invoice template): Invoice template symbol comprises 11 characters
· The first 2 characters represent invoice type
· The next 4 characters represent invoice’s name
· The next 1 character represents copy number of invoice
· The next 1 character is “/” used for distinction between copy number and number order of an invoice.
· The next 3 characters are number order of an invoice. 
Table of symbol of the first 6 characters of an invoice:
	Type
	Template No. 

	1- VAT invoice. 
2 - Sale invoice. 
3- Sale invoice (to be used by organizations and individuals in free trade zones).
4- Invoice-equivalent documents: 

+ Ex-warehousing-cum-internal transportation slip; 

+ Delivery order for products consigned to agent. 
	01GTKT
02GTTT
07KPTQ
03XKNB
04HGDL


Example: 01GTKT2/001 shall be understood as: the first template of VAT invoice with 2 copies.
Number order of an invoice will change in case of changes of at least one of the items in the invoice template released, including: one of compulsory contents; size; demands for using invoice of each department to serve the management work, etc. 
- Regarding stamps, tickets, cards: The first 3 characters are compulsory to determine if such stamp, ticket, card is whether VAT invoice or sale invoice. Remaining contents shall be decided by the users, provided that no more than 11 characters are used.
In particular:


· 01/: for stamp, ticket, card of VAT invoice
· 02/: for stamp, ticket, card of sale invoice
1.3. Invoice symbol: Invoice symbol of self-printed invoices comprises 6 characters  and invoice symbol of invoices to be issued by Departments of Taxation comprises 8 characters.
· The first 2 characters used to distinguish invoice symbol.
Distinguishing characters are two letters of 20 uppercase letters of the Vietnamese alphabet, consisting of: A, B, C, D, E, G, H, K, L, M, N, P, Q, R, S, T, U, V, X, Y;
· The last 3 characters represent year of invoice and invoice form. 

Year of invoice is expressed in two last figures of the year;
Symbol of invoice form: 3 following symbols are used: 

E: electronic invoice, 

T: self-printed invoice,
P: ordered invoice;
- Two parts are separated by a slash (/). 

Example:
AA/11E: in which AA: invoice symbol; 11: the invoice is made in 2011; E: electronic invoice symbol;
AB/12T: in which AB: invoice symbol; 12: the invoice is made in 2012; T: self-printed invoice symbol;
AA/13P: in which AA: invoice symbol; 13: invoice is made in 2013; P: ordered invoice symbol.
For the purposes of distinction between ordered invoices of Departments of Taxation and invoices of organizations and individuals printed by Departments of Taxation, 02 first additional characters shall be inserted (hereinafter referred to as invoice codes printed and issued by Departments of Taxation).
Example: Invoices printed and issued by Department of Taxation of Hanoi with the following symbol: 
01AA/11P represents that they are ordered by Department of Taxation of Hanoi, made in 2011;
03AB/12P represents that they are ordered by Department of Taxation of Ho Chi Minh City, made in 2012;
 (List of invoice codes issued by Departments of Taxation of provinces and central-affiliated cities in accordance with Appendix 2 issued together with Circular No. 39/2014/TT-BTC)
1.4. Invoice number order: expressed by consecutive natural sequence in the same invoice symbol, including 7 digits. 

1.5. Invoice copies: Each invoice number shall be inserted in at least 2 copies and not exeeding 9 copies, in which 2 copies are compulsory:
· Copy 1: To be kept  

· Copy 2: Sent to buyer
From the third copy onwards, the copies shall be named according to their specific functions decided by the invoice issuer.
1.6. Name, TIN of printer of invoice, provider of invoice printing software: to be placed at the bottom, the middle or the side of the invoice./. 
	Appendix 2
INVOICE CODES OF DEPARTMENTS OF TAXATION OF PROVINCES AND CENTRAL-AFFILIATED CITIES 
 (Issued together with Circular No 39/2014/TT-BTC
 dated March 31, 2014 of the Ministry of Finance)


	 
	 
	 
	

	Code
	Province/city
	Code
	Province/city

	01
	Hanoi 
	34
	Binh Thuan

	02
	Hai Phong
	35
	Vung Tau

	03
	Ho Chi Minh
	36
	Dong Nai

	04
	Da Nang
	37
	Binh Duong

	06
	Nam Dinh
	38
	Binh Phuoc

	07
	Ha Nam
	39
	Tay Ninh

	08
	Hai Duong
	40
	Quang Nam

	09
	Hung Yen
	41
	Binh Dinh

	10
	Thai Binh
	42
	Khanh Hoa

	11
	Long An
	43
	Quang Ngai

	12
	Tien Giang
	44
	Phu Yen

	13
	Ben Tre
	45
	Ninh Thuan

	14
	Dong Thap
	46
	Thai Nguyen

	15
	Vinh Long
	47
	Bac Kan

	16
	An Giang
	48
	Cao Bang

	17
	Kien Giang
	49
	Lang Son

	18
	Can Tho
	50
	Tuyen Quang

	19
	Bac Lieu
	51
	Ha Giang

	20
	Ca Mau
	52
	Yen Bai

	21
	Tra Vinh
	53
	Lao Cai

	22
	Soc Trang
	54
	Hoa Binh

	23
	Bac Ninh
	55
	Son La

	24
	Bac Giang
	56
	Dien Bien

	25
	Vinh Phuc
	57
	Quang Ninh

	26
	Phu Tho
	58
	Lam Dong

	27
	Ninh Binh
	59
	Gia Lai

	28
	Thanh Hoa
	60
	Dak Lak

	29
	Nghe An
	61
	Kon Tum

	30
	Ha Tinh
	62
	Lai Chau

	31
	Quang Binh
	63
	Hau Giang

	32
	Quang Tri
	64
	Dak Nong

	33
	Thua Thien - Hue
	
	


Appendix 3
TEMPLATES OF INVOICES AND SCHEDULES
 (Issued together with Circular No 39/2014/TT-BTC
dated March 31, 2014 of the Ministry of Finance)
3.1. Temple of VAT invoice issued by Department of Taxation 

	DEPARTMENT OF TAXATION’S NAME:…………
	                                         Template No. No. 01GTKT3/001


	VAT INVOICE
Invoice No.: 01AA/14P
                                                                              Copy 1: To be kept                       No         0000001

Dated……………………
Seller: .......................................................................................................................................................
TIN: ......................................................................................................................................................
Address: ..........................................................................................................................................................

	Phone number: ………………………………. Account number …………………………………………

	Buyer's name ...............................................................................................................................………….
Company: ..........................................................................................................................................................
TIN: ......................................................................................................................................................

	Address: ..........................................................................................................................................................
Account number ……………………………………………………………………………………………

	No.
	Description
	Unit
	Number
	Unit price
	Amount

	1
	2
	3
	4
	5
	6=4x5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	                                      Total amount:                                                                        ..............................

	VAT rate:…….   %        Amount of VAT:                                                     ……………………

	Total payment amount ………………………………………………………………………………
In words: ……………………………………………………………………………………………….

	
	
	                                             

	
	Buyer
	
	                    Seller

	
	 (Signature, full name)
	
	           (Signature, seal, full name)

	
	
	
	

	
	
	
	
	

	 (To be checked and collated upon its making, delivery, or receipt)


 (Printed at ……..[printing company], TIN………)
Notes:   

- Copy 1: To be kept                      

- Copy 2: Sent to buyer                     

- Copy 3: …..
3.2. Template of Sale invoice issued by Department of Taxation 
 (Printed at ……..[printing company], TIN………)
	DEPARTMENT OF TAXATION’S NAME:…………






             Template No. 02GTTT3/001                                     

SALE INVOICE  

                                                                                                                                                                                              Invoice No.: 03AA/14P
                                                                                Copy 1: To be kept                        No         0000001

                                                                  Dated……………………
Seller: .......................................................................................................................................................
TIN: ......................................................................................................................................................
Address: ..........................................................................................................................................................

	Phone number: ………………………………. Account number …………………………………………    

	Buyer's name ...............................................................................................................................………….
Company: ..........................................................................................................................................................
TIN: ......................................................................................................................................................
Address: ..........................................................................................................................................................
Account number ……………………………………………………………………………………………

	No.
	Description
	Unit
	Number
	Unit price
	Amount

	1
	2
	3
	4
	5
	6=4x5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total amount:                                                                                    …...........................                                                                           

In words: ……………………………………………………………………………………………….  

	Buyer
 (Signature, full name)
Seller
 (Signature, seal, full name)
 (To be checked and collated upon its making, delivery, or receipt)


Notes: 

- Copy 1: To be kept                      

- Copy 2: Sent to buyer 

- Copy 3: ...     

3.3. Form of application for purchase of invoices 
	                                              THE SOCIALIST REPUBLIC OF VIETNAM

	      Independence - Freedom - Happiness 

	
                                          ……… [Location]……..,[date]………………

	APPLICATION FOR PURCHASE OF INVOICES

To:………………………………………………………………………………………..
I. Applicant for purchase of invoices:………………………………………………………..
1. Applicant’s name (refer to tax registration):…………………………………………………
2. TIN:…………………..………………………………………………….
3. Head office (refer to tax registration): ………………………………………………….
4. Mailing address (refer to tax registration): ………………………………………………….
5. Phone number: ………………………………………………….
+ Landline: ………………………………………………………………………………………….
+ Cellular: ………………………………………………………………………………………….
6. Legal representative (refer to tax registration): ………………………………………
7. Charter capital (insert capital contributed): ………………………………………………..
8. Number of employees: ……………………………………………………………………..
9. Buyer’s name (head of household business if the buyer is a household business, 

enclose a power of attorney if the head of household business authorizes another person to buy invoices:…………….
Buyer’s ID number: ………………………………………………………………………………………
Date of issue: …………………………………… Place of issue: ……………………………………………………………………………


II. Number of invoices, documents requested to buy:
Number and types of invoices. documents requested to buy are specified in the table below:
Unit: No.
	No.
	Type 


	Opening stock 


	Last purchases

	
	Closing stock 


	Purchases


	
	
	
	
	
	Deleted
	Lost
	Cancelled
	Total
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


     We hereby commit that:
We have studied carefully regulations in laws on taxation, the Government's Decree No. 51/2010/ND-CP, the Government's Decree No. 04/2014/ND-CP and Circular No. 39/2014/TT-BTC of the Ministry of Finance on guidelines for sale invoices.
We will manage and use invoices issued by tax authorities in accordance with regulations of law. In case of any violation, we will take legal responsibility.
	Notes:
- No seal is required with respect to household businesses or self-employed individuals
	LEGAL REPRESENTATIVE 
 (Signature, seal, full name)


3.4. Form of application for separate invoices
	THE SOCIALIST REPUBLIC OF VIETNAM

	Independence - Freedom - Happiness 

	
                                    ……… [Location]……..,[date]………………

	
	
	

	APPLICATION FOR SEPARATE INVOICES

	
	
	

	
	To:…………………………………………………………………… 

	I. Applicant for separate invoices:
1. Applicant’s name:

	2. Address:
House number: ………………………………………… Lane…………………………….
Street (village): ...............………………........................................................................

Ward (commune) …………………………….……..........................................................
District (suburban district): ……………………………… Province (city): ………………………….

	3. Number of decision on establishment (if any):

	Date of issue:……………………………………………………. Issuing authority……………………………………….

	4. TIN (if any):………………………………………………………………………………………………………………
5. Invoice receiver’s name (applicant’s name with regard to individuals):…………………………………………………………
6. ID number of invoice receivers:………………………………………………………………………………

	Date of issue: ............................................. Place of issue: …………………………………………………………

	II. Revenues earning from sales of goods and services:
· Names of goods/services:.......................................................................................
· Name of buyer:......................................................................................................
· Address:......................................................................................................
· TIN:........................................................................................................................
· Number, date of sales contract (if any):...................................................................
· Revenues:………………………………………………………………………………………………………………
After studying carefully regulations in laws on taxation, the Government's Decree No. 51/2010/ND-CP, the Government's Decree No. 04/2014/ND-CP and Circular No. 39/2014/TT-BTC of the Ministry of Finance on guidelines for sale invoices, as an entity that does not register for business or operate regular business.
We hereby commit that:
- The above-mentioned information is accurate; in case of inaccurate or insufficient information, the tax authority may refuse the issuance of invoices.
- We will manage invoices issued by the tax authority in accordance with regulations of law. In case of any violation, we will fully take legal responsibility.


	
	LEGAL REPRESENTATIVE 
Signature, full name and seal (if any) 


	Form: TB01/AC
 (Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)


3.5. Form of notice of invoice issuance
	THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness 



NOTICE OF INVOICE ISSUANCE
 (To be used for business entities using ordered invoices or self-printed invoices)
1. Invoice issuer's name:.....................................................................................................................
2. TIN: .................................................................................................................................................
3. Head office’s address:......................................................................................................................
4. Phone number:……………………………………………………………………………………………………..
5. Types of invoices issued:
	No.
	Type

	Template No.
	Symbol
	Quantity
	From 
	To
	Used from (date)
	Printing company/software provider
	Contract of printing order/software provision

	
	
	
	
	
	
	
	
	Name
	TIN
	No.
	Date

	
	VAT invoice
	
	AA/11T
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


6. Supervisory entity (if invoices that are ordered or self-printed by the supervisory unit are used):
- Name: ......................................................................................................................................... 
- TIN: .............................................................................................................................................
7. Receiving tax authority:……………………………………………………………………………………….
	Notes: The column “Printing company/software provider” is left blank with regard to entities that print ordered invoice themselves or create invoice printing software themselves. The column “Contract of printing order/software provision” will be inserted number and date of decision on printing ordered invoices.
	      ......... [Location]…………,[date]……………………
        LEGAL REPRESENTATIVE 
      (Signature, seal, full name)


	Form: TB02/AC
 (Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)


3.6. Form of notice of invoice issuance 
	THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness 



NOTICE OF INVOICE ISSUANCE
(To be used for<}0{>Department of Taxation)
1. Department of Taxation’s name:………………………………………………….
2. Address:……………………………………………………………………………………..
3. Phone number: ……………………………………………………………………………
4. Types of invoices issued:
	No.
	Type

	Template No.
	Symbol
	Quantity
	From 
	To
	Used from (date)
	Printing company
	Contract of printing order

	
	
	
	
	
	
	
	
	Name
	TIN
	No.
	Date

	
	
	
	01AA/13P
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	                     ……... [Location]…………,[date].........................
                     DIRECTOR
                     (Signature, seal, full name)


	Form No. BC01/AC
 (Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)


3.7. Form of report on acceptance of printing/provision of invoice self-printing software 

	                                             THE SOCIALIST REPUBLIC OF VIETNAM                      

                                       Independence - Freedom - Happiness 
                                                    


	

	                               REPORT ON ACCEPTANCE OF PRINTING/PROVISION OF INVOICE SELF-PRINTING SOFTWARE 

                 Period……,[year]
Name:


TIN: 

Address: 

    Unit: No.

	No.
	Entity ordering/using invoice self-printing software 


	Contract
	Invoice type
	Invoice template symbol
	Invoice symbol
	From 
	To
	Quantity

	
	TIN
	Name
	Address 


	No.
	Date
	
	
	
	
	
	

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)
	(7)
	(8)
	(9)
	(10)
	(11)
	(11)

	
	……… [Location]…………,[date].........................
                      LEGAL REPRESENTATIVE 

                              (Signature, seal, full name)


Notes: Collumns (7) through (11) are left blank with regard to providers of invoice printing software

	3.8. Form of report on lost, burnt, damaged invoices
                                THE SOCIALIST REPUBLIC OF VIETNAM
                            Independence - Freedom - Happiness 
                               

	


	         Form No. BC21/AC
  (Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)



                                             ......... [Location]……………,[date]...........................
       REPORT ON LOST, BURNT, DAMAGED INVOICES
Name of entity having invoices lost, burnt, damaged:........................................
TIN: ............................................................................................................
Address: ..........................................................................................................................................................
Pursuant to the record of lost, burnt, damaged invoices. 

dated……………………………………………….., the occurrence of lost, burnt, damaged invoices as follows: 
	No.

	Type 
	Template No.
	Invoice symbol
	From 
	To
	Quantity
	Copy 


	Notes

	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	AA/14T
	
	
	
	
	Used/unused sales invoice (issued/unissued sale invoice)

	
	
	
	
	
	
	
	
	Sale invoice

	
	
	
	
	
	
	
	
	


Reasons for lost, burnt, damaged invoices: .......................................................................................

…………………………………………………………………………………………...

We hereby commit that: The above-mentioned information is accurate; in case of any inaccurate information, we will take full legal responsibility.
	Recipients:
- Supervisory tax authority
- To be kept.
	LEGAL REPRESENTATIVE 
Signature, seal, full name


3.9. Form of report on invoice use 
	                                             THE SOCIALIST REPUBLIC OF VIETNAM                      

                                       Independence - Freedom - Happiness 
                                                     
	

	                               REPORT ON INVOICE USE 
                             Quarter…….[year].
Name:


TIN: 

Address: 

    Unit: Number

	No.
	Type
	Invoice template symbol
	Invoice symbol
	Opening stock/purchase/issuance during a given period
	Number of used, deleted, lost, cancelled invoices during a given period
	Closing stock

	
	
	
	
	Total
	Opening stock
	Purchase/issuance during a given period
	Total amount used, deleted, lost, cancelled 
	In which
	

	
	
	
	
	
	
	
	
	Used
	Deleted
	Lost
	Cancelled
	

	
	
	
	
	
	From 
	To
	From 
	To
	From 
	To
	Total
	
	Quantity
	Number
	Quantity
	Number
	Quantity
	Number
	From 
	To
	Quantity

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22

	 
	VAT invoice
	01GTKT3/001
	AA/13P
	200
	1
	100
	101
	200
	1
	104
	104
	50
	3
	8,12,22
	1
	101
	50
	51-100
	105
	200
	96

	 
	Sale invoice
	01GTKT3/001
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	ex-warehousing-cum-internal transportation slip
	01XKNB3/001
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


We hereby commit that the above-mentioned information is accurate; in case of inaccurate information, we will take full legal responsibility.
	Created by
 (Signature, full name)
	............ [Location]……[date]…………………….
LEGAL REPRESENTATIVE 
 (Signature, seal, full name)


	            Form No. BK01/AC
(Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)



3.10. Form of manifest of invoices (in case of relocation) 

MANIFEST OF REMAINING INVOICES OF ENTITY 

RELOCATING ITS BUSINESS PREMISES TO ANOTHER ADMINISTRATIVE DIVISION NOT UNDER MANAGEMENT OF SUPERVISORY TAX AUTHORITY
 (Enclosed with report on invoice use)
1. Name: 


2. TIN: 


3. Remaining invoices: 


	No.
	Type
	Invoice template symbol
	Invoice symbol
	Quantity
	From 
	To

	
	
	
	
	
	
	

	1
	VAT invoice
	01GTKT2/001
	AA/14T
	100,000
	1
	100,000

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


……… [Location]…………,[date].........................
                                                                                           LEGAL REPRESENTATIVE 
                                                                                                       (Signature, seal, full name)
	Form No. TB03/AC
(Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)    



3.11. Form of report on invoice destruction 
	                                   THE SOCIALIST REPUBLIC OF VIETNAM
                                      Independence - Freedom - Happiness 
                    



	REPORT ON INVOICE DESTRUCTION

	

	                              To:………………………………………………………………………………………..
	

	

	Name:……………… ............................................................................................................
TIN:…………………..………………………………………………………………

	Address:………………………………………………………………………..
Method of invoice destruction:…………………………………………………

	At…….[time] on………………….[date], we inform the invoice destruction as follows:

	
	
	
	
	
	
	
	
	

	No.
	Type
	Template No.
	Invoice symbol
	From 
	To
	Quantity
	

	
	
	
	
	
	
	
	

	1
	2
	3
	4
	5
	6
	7
	

	
	 
	
	 
	 
	 
	 
	 

	 
	 
	
	 
	 
	 
	 
	 

	 


	 
	
	 
	 
	 
	 
	 


	
	
	
	 [date]…………………………………….

	Created by
	
	LEGAL REPRESENTATIVE 

	 (Signature, full name)
	
	                           (Signature, seal, full name)


	        Form No. BK02/AC
(Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)   



3.12. Form No. Invoice statement                                                                                                                 
	DETAILED LIST OF INVOICES UPON INVOICE STATEMENT 

 (Enclosed with report on invoice use BC26/AC)



1. Name: ..............................................................................................

2. TIN: ............................................................................................................ 
3. Remaining invoices: ..................................................................

	No.
	Type
	Invoice template symbol
	Invoice symbol
	Quantity
	From 
	To
	

	
	
	
	
	
	
	
	

	I
	EXPIRED INVOICES
	

	1
	VAT invoice
	01GTKT2/001
	AA/13T
	100,000
	1
	100,000
	

	
	
	
	
	
	
	
	

	II
	INVOICES REGISTERED FOR CONTINUED USE 
	

	
	
	
	
	
	
	
	


4. Tax authority in the locality to which the taxpayer relocates (in case of relocation): .................................

 [Location]…………,[date]……………………  

                                                         LEGAL REPRESENTATIVE 
                                                              (Signature, seal, full name)
Notes: 

To be used for cases of tax statement 

	           Form No. TB04/AC
(Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)    



3.13. Form of notice of invoice adjustments
	NOTICE OF ADJUSTMENTS TO NOTICE OF INVOICE ISSUANCE
       (To be used for business entities issuing ordered invoices or self-printed invoices)


1. Invoice issuer……………………………………………………………………………………….
2. TIN: ............................................................................................................
3. Head office’s address:……………………………………………………………………………
4. Phone number:……………………………………………………………………………………….
On………………………………..[date], we sent a notice of invoice issuance. We, today, hereby register the invoice adjustments as follows: 
	No.
	Adjusting information 
	Old information 
	New information 

	
	
	
	

	
	
	
	

	
	
	
	


6. Supervisory entity (if invoices that are ordered or self-printed by the supervisory unit are used):
- Name: ..................................................................................................................................
- TIN: ......................................................................................................................................
7. Receiving tax authority:…………………………………………………………………………………………………
                                                                                    [Location]…………,[date]……………………
                                                                               LEGAL REPRESENTATIVE 
 (Signature, seal, full name)
3.14. Form: Request for permission to use self-printed invoices/ordered invoices 
                                 THE SOCIALIST REPUBLIC OF VIETNAM
                                   Independence - Freedom - Happiness 

                                          [Location]……[date]…………………….
                REQUEST FOR PERMISSION TO USE… INVOICES 

                             (self-printed invoices, ordered invoices)
To: .... (name of supervisory tax authority)………………………………
Taxpayer’s name: .................................................................................................

TIN: ...............................................................................................................

Head office (refer to tax registration): …………………………………………………...………………… 

Mailing address (refer to tax registration): ………………………………………………………………
Phone number:
+ Landline: .................................................................................................................

+ Cellular ................................................................................................................

Legal representative (refer to tax registration): ………………………………………………………..
Job/Scope of activities/Main lines of business:  ...................................................................................................................................

In consideration of legislative documents on invoices, we consider that we satisfied requirements for use of.............invoice. (self-printed invoices, ordered invoices).
Request… (name of supervisory tax authority) to approve our use of ...........invoice (self-printed invoices, ordered invoices).
We hereby declare that we will use …….invoice  (self-printed invoices, ordered invoices) in accordance with regulations of law. 
In case of any violation, we will take full legal responsibility./.
	
	TAXPAYER or 

TAXPAYER’S LEGAL REPRESENTATIVE 
 (Signature, full name, position and seal (if any))




3.15. Form: Notice of use of self-printed invoices/ordered invoices 
	SUPERIOR AUTHORITY’S NAME
TAX AUTHORITY’S NAME
	THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness 

	
	

	No. ….../TB-.....….          
	


NOTIFICATION
Of using self-printed invoices/ordered invoices 

To:......................................................................................

TIN: ..................................................................................

        Mailing address:………………………………………………………………………
Pursuant to the Government's Decree No. 51/2010/ND-CP and the Government's Decree No. 04/2014/ND-CP dated January 17, 2014 and their guiding documents;
In consideration of the request for use of self-printed invoices/ordered invoices No. ...dated …. of ……(taxpayer’s name, TIN, address),
... (tax authority’s name)……………notifies that:
………..(taxpayer’s name) has satisfied/has failed to satisfy requirements for use of self-printed invoices/ordered invoices. Reasons:
1.............

2.............

...

Difficulties arising should be reported to tax authority ….. via the following phone number…………. ......... …………….. address: ......... …………. or a written request to the supervisory tax authority.
	Attention:                    

- As above;
   ......

- To be kept;…. 


	HEAD OF TAX AUTHORITY 
 (Signature, seal, full name)




3.16. Form: Commitment                             

THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness 

                                   COMMITTMENT 

  

To: .... (name of supervisory tax authority)………………………………
Taxpayer’s name: .................................................................................................

TIN: ...............................................................................................................

Head office (refer to tax registration): …………………………………………………...………………… 

Mailing address (refer to tax registration): ………………………………………………………………
Phone number:
+ Landline: .................................................................................................................

+ Cellular: ................................................................................................................

Legal representative (refer to tax registration): ………………………………………………………..
Job/Scope of activities/Main lines of business:  ...................................................................................................................................

We hereby commit that the business location is consistent with the Certificate of Business Registration or investment license (practice certificate) or Decision on Establishment issued by a competent authority.
The above-mentioned information is accurate; in case of any inaccurate information, we will take full legal responsibility./.
	
	                             [Date]……………………………………..
TAXPAYER or 

TAXPAYER’S LEGAL REPRESENTATIVE 
 (Signature, full name, position and seal (if any))



Appendix 4

ON GUIDELINES FOR ISSUINGSALE INVOICES IN SPECIFIC CASES

 (Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)

1. The VAT taxpayers applying invoice-based method must use VAT invoices whenever they sell goods or provide services. When issuing invoices, the taxpayer must state all required contents in the invoices. The invoice must clarify VAT-exclusive sale price, surcharge and other charges (if any), VAT and VAT-inclusive total price. 


The VAT taxpayer applying account-based method or flat tax rate method must use sale invoices whenever they sell goods or provide services.

2. In a number of specific cases, the invoices shall be issued as follows: 

2.1. If a taxpayer applying invoice-based method is not liable to VAT or exempt from VAT, its invoice shall only state price and tax rate; the VAT amount shall be left blank and stroke out.

If a taxpayer applies invoice-based method but its business in gold, silver, and gemstones applies account-based method, it shall use sale invoices for such business. 


2.2. If an importer/exporter paying VAT using invoice-based method acts as a trustee under an entrusted import agreement, it is required to prepare the following documents upon the good transfer as follows: 

When returning entrusted goods, if the trustee paid VAT on importation, it shall issue VAT invoices in order for the trustor to declare and deduct input VAT from the entrusted goods. If the trustee has not paid VAT on importation, it shall issue an ex-warehousing-cum-internal transportation slip together with an internal order as prescribed in regulations on documents on goods to be sold on the market. The trustee shall issue the VAT invoice after it paid VAT for the entrusted goods on importation.


Each VAT invoice for returning entrusted imports shall contain: 


 (a) VAT-exclusive sale price including: CIF value of imports, import duty, special excise tax and other payables as prescribed during the import period (if any).


 (b) VAT rate and VAT amount as paid on importation.


 (c) Total price (= a + b)

The trustee shall issue their own VAT invoice to pay the entrusted import commission. 


2.3. When the goods are transported to a checkpoint or the place where the export procedures are followed, the entity shall issue an ex-warehousing-cum-internal transportation slip and internal order as prescribed in regulations on documents on goods to be sold on the market. 

Regarding entrusted export, the trustor shall, when discharging goods to the trustee, issue the ex-warehousing-cum-internal transportation slip and internal order. When the goods have been already exported as certified by the customs authority, according to documents on quantity and value of the exported goods of the trustee, the trustor shall issue the VAT invoices/sale invoices for VAT declaration or refund. The trustee shall issue VAT invoices/sales invoices to foreign clients.

2.4. The VAT taxpayers applying invoice-based method shall issue invoices/documents on goods or services to be provided as promotion, advertisement, sample goods, giving, donation or internal consume: 

Regarding goods/services used for promotion as prescribed in law on commerce, it is required to issue invoices which state name and quantity of goods, promotional items, advertising items or samples and comply with law on VAT.

b) Regarding goods/services used for giving, donation, exchange or pay as salaries for employees and internal consume, it is required to issue VAT (or sales invoices) which state items and VAT similar to sales invoices.


2.5. Regarding goods/services applying sales discounts for clients, the VAT invoice shall state the trade discount, VAT, VAT-inclusive price.
If the sales discount is offered according to the quantity or revenue of goods/services, the discount amount of the sold goods/services shall be modified in the invoice of the final purchase or subsequent period. If the discount amount is stated upon the closing of the sales discount program (period), a modified invoice together with a list of invoices, amount of money and tax that need to be modified are required. According to the modified invoice, the seller and the buyer shall modify the revenues, input VAT and output VAT.


2.6. When a taxpayer applying invoice-based method transfer goods to dependent accounting units such as branches or shops in other administrative divisions (central-affiliated cities or provinces) for sale, transfer goods between branches or affiliated units; or transfer goods to agencies receiving commission that sell goods at the same prices, the taxpayer may, according to its methods of business organization and accounting, select any of two following methods of using invoices/documents: 

a) Use VAT invoices for payment and declaration of VAT in each unit or each division of a unit;  

b) Use the ex-warehousing-cum-internal transportation slips and internal order; use delivery orders for products consigned to agents as prescribed together with internal order. 

The dependent accounting unit, branch, shop or agent (hereinafter referred to as consignee) must issue invoices as prescribed to buyers and then send a list of sold goods that are transferred or consigned by the consignor in order for the consignor to issue VAT invoices for actual goods sold that are consigned to the dependent accounting unit, branch, shop or agent.

If a consignee has large volume and revenues of goods, the list may be made every 5 days or 10 days. If the goods sold have different VAT rates, they shall be stated in separate lists.

The dependent accounting unit, branch, shop or agent shall declare VAT on the goods sold and the input VAT shall be subtracted according to the VAT invoices issued by the consignor. 

If an affiliate of a business entity of agriculture, forestry or aquaculture applying invoice-based method buy agriculture, forestry or aquaculture products to be transferred or bought to the business entity, the affiliate shall use the ex-warehousing-cum-internal transportation slip, not VAT invoice.

2.7. When an agent of good purchase (trustee) returns goods to the trustor, it must issue invoices for goods purchased and commissions received (if any).


2.8. When a buyer returns goods for which the seller issued the invoice due to the nonconformity of the specification or quality of goods received, it must issue an invoice which specifies returned goods (total or a part of sold goods) due to the nonconformity of specification of quality of goods and VAT (if any). 


If the buyer has no invoice, the buyer and the seller shall, when the goods are returned, make a record which specify types of goods, quantity, and VAT-exclusive price or VAT amount according to the sales invoice (number and date) of the returned goods and reasons for return, and the seller shall revoke the issued invoice. 

2.9. When an organization or individual discharge mobile goods, it shall use the ex-warehousing-cum-internal transportation slip together with an internal order as prescribed. When it sell mobile goods, it shall issue invoices as prescribed.

2.10. If a construction unit executes a construction work with a long execution period and the payment is provided according to the schedule or the transferred work items, it shall issue invoices for the transferred work items. The VAT invoice must clarify tax-exclusive revenue and VAT.  If an invoice for the construction value is issued upon the completion of the construction work but the construction value is adjusted after the final statement is approved, a corrective invoice for the construction value is required. 

2.11. If a business entity that trades in real estate or construct infrastructure or housing for sale or transfer collect payment according to the project schedule or the payment schedule mentioned in the contract, it must issue VAT invoices for each payment. The invoice must state the payment amount, land price deducted from VAT-taxable revenue, VAT rates, and VAT amount. 

2.12. When a finance lessor leases an asset subject to VAT, it must issue invoices as prescribed. 

The finance lessor leasing assets subject to VAT must have VAT invoices (for domestic assets) or documents on VAT payment on importation (for imported assets); the total amount of VAT written on the VAT invoice must be the VAT amount on the VAT invoice (or invoice for VAT payment on importation)

If an asset purchased for lease is not subject to VAT and there is no VAT invoice or invoice for VAT payment on importation, the VAT shall not stated in the invoice for the asset.

The invoice shall be issued as follows: 

- If the lessor transfers total VAT amount written on the invoices for assets purchased for finance lease to the lessee in order for the lessee to declare for deduction in input VAT, the lessor shall issue invoices to the lessee as follows: 

On the initial VAT invoice of the finance lease service, the lessor shall specify: payment for finance lease service and input VAT of the assets for finance lease, insert the value of finance lease service on the value line (VAT-exclusive price of assets), leave blank on the tax rate line and strike out, and insert the input VAT amount of the assets for finance lease on the VAT line. 

- Issuing VAT invoices upon the premature termination of contract: 

+ Withdrawal of assets for finance lease: if the lessor and the lessee decide to subtract total VAT amount of the leased assets, the lessee shall adjust the subtracted VAT according to the remaining VAT-exclusive value according to the report of asset withdrawal to transfer to the lessor. The VAT invoice must specify: payment of VAT of the withdrawn assets; the value and tax rate lines shall be left blank and stroke out; the tax line shall be written VAT amount according to the remaining VAT-exclusive value according to the report of asset withdrawal. 

+ Selling the withdrawn assets: when the lessor sells the withdrawn assets, it must issue VAT invoices as prescribed to clients. 


2.13. Each entity conducting trade in foreign currencies abroad must make a list of sale revenues for each foreign currency. The entity must archive all transaction documents with foreign partners as prescribed in law on accounting. Each entity conducting domestic trade in foreign currencies must issue invoices as prescribed.

2.14. If a business entity trading in gold, silver and gemstones buy gold, silver or gemstone from a non-business entity having no invoice, it shall make of list of goods purchased as prescribed by the Ministry of Finance in terms of enterprise income tax.


2.15. Invoices/documents on contributed assets or transferred shall be issued as follows: 

Regarding contributor being a non-business entity:

a.1. If the non-business entity contribute assets to a limited liability company or joint-stock company, the documentary evidence for contributed assets shall be the certificate of capital contribution or the record of asset receipt. 

a.2. If an individual use their own asset or land use right to establish a private enterprise or a lawyer’s office, it is not required to follow procedures for transfer of ownership of the asset or land use right to the private enterprise. If the individual has no lawful documentary evidence for cost price of the asset, a certificate of asset pricing issued by a pricing organization as prescribed is required for the recording of the fixed asset value.

b) Regarding contributor being a business entity: 

b.1. The assets contributed to the enterprise must have: a record of business contribution, a venture agreement; a certificate of asset pricing issued by a Council of equity receipt (or a certificate of asset pricing issued by a pricing organization as prescribed by law), and documents on the asset origin. 

b.2. Regarding assets transferred between subsidiaries applying dependent accounting in the business entity or assets transferred due to division, consolidation, acquisition, or conversion of enterprise types, the business entity must issue orders of asset transfer together with documents on asset origin and no invoice is required to be issued.

Regarding assets transferred between independent accounting units or subsidiaries having complete legal status in the same business entity, the business entity must issue VAT invoices as prescribed. 

Appendix 5
TEMPLATES OF INVOICES, SCHEDULES 

 (Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)
5.1. Template of VAT invoice 

		                                          Template No. 01GTKT3/001


	VAT INVOICE
                                                                                                                                   Symbol: AA/14P
                                                                          Copy 1: To be kept                        No.         0000001      






 [Location]……………,[date]...........................
Seller: LIMITED LIABILITY COMPANY A
TIN: 

Address: 45 quarter X, district Y, Hanoi city

	Phone number: ………………………………. Account number …………………………………………

	Name of buyer:...................................................................................................... ...... ....... ...................................................

Company: ..........................................................................................................................................................
TIN:…………………..…………………………………………………………………………………………
Address……………………………………………………………… ... ....................................................................

	Payment method:…………………………………………….. Account number……………………………………….. 

	No.
	Description
	Unit
	Quantity
	Unit price
	Amount

	1
	2
	3
	4
	5
	6=4x5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	                                                    Total amount:                                                                        …………....

	VAT rate:   ....…… %  ,  Amount of VAT:                                                                      …………

	Total payment amount
In words: ……………………………………………………………………………………………….

	Buyer
 (Signature, full name)
	
	Seller
 (Signature, seal, full name)

	 (To be checked and collated upon its making, delivery, receipt)


 (Printed at ………………………………………………………………[printing company], TIN: ....................)
Notes:  

- Copy 1: To be kept                      

- Copy 2: Sent to buyer                     

- Copy 3: …..
	5.2. Template of Sale invoice 










             Template No. 02GTTT3/001                                     

                                            SALE INVOICE                                 
                                                                                                                                     Symbol: AB/14P
                                                                 Copy 1: To be kept                        No.         0000001

                                                        [date]...........................

Seller: LIMITED LIABILITY COMPANY A
TIN: 010023400

Address: 45 quarter X, district Y, Hanoi city
Account number ……………………………………………………………………………………………

	Phone number:…………………………………………………………………………………………………………….

	Name of buyer:...................................................................................................... ...... ....... ...................................................

Company: ..........................................................................................................................................................
Address……………………………………………………………… Account number……………………………………………………………………..
Payment method:………………………. TIN:………………………………………………………………………………………………………………….

	No.
	Description
	Unit
	Quantity
	Unit price
	Amount

	1
	2
	3
	4
	5
	6=4x5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total amount:         
                                                                    ….........................                                    

In words: ……………………………………………………………………………………………….

	Buyer
 (Signature, full name)

	
	Seller
 (Signature, seal, full name)

	 (To be checked and collated upon its making, delivery, receipt)


 (Printed at ……..[printing company], TIN………)
Notes: 

- Copy 1: To be kept                      

- Copy 2: Sent to buyer 

- Copy 3: ...     

5.3 Template of Sale invoice (to be used by entities in free trade zones)  

 (Printed at ……..[printing company], TIN………)
		                           Template No.  07KPTQ


	SALE INVOICE
                                           (To be used by entities in free trade zone)                                Symbol: AC/14P
                                                                    Copy 1: To be kept                        No.         0000001

                                                          [date]...........................
Seller: Company A……………………………………………………………………………………………………………………………………………
Address: 12 Lot A Export-Processing Zone C………………… Account number……………………………………………………………………..

	Phone number: ……………………………………………………………………………    TIN:………………………………………………………………………………………………………………….

	Name of buyer:...................................................................................................... .........................................................

Company: ..........................................................................................................................................................
Address……………………………………………………………… Account number……………………………………………………………………..
Payment method:………………………. TIN:………………………………………………………………………………………………………………….

	No.
	Description
	Unit
	Quantity
	Unit price
	Amount

	1
	2
	3
	4
	5
	6=4x5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total amount:                                        ..................................                                                          In words: ……………………………………………………………………………………………….

	                     Buyer                                                                                              Seller                                    

                   (Signature, full name)                                                            (Signature, seal, full name)                   

 (To be checked and collated upon its making, delivery, receipt)


Notes: 

- Copy 1: To be kept                      

- Copy 2: Sent to buyer
- Copy 3:…
5.4. Template of ex-warehousing-cum-internal transportation slip 
	
	
	
	
	
	Template No. 03XKNB

	Name: ……………………………………………………………………………

	Address: ………………………………………………………………………………………….

	TIN:…………………..………………………………………………………………
	
	Symbol:

	
	
	
	
	
	
	Number:

	EX-WAREHOUSING-CUM-INTERNAL TRANSPORTATION SLIP

	Copy 1: To be kept

	 [Date]…………………………………….  

	
	
	
	
	
	
	
	

	Pursuant to dispatch instruction No. ………….
	 [date].........................

	Of ………………………….. in terms of………………
	
	
	
	

	Carrier’s name …………………………………
	Contract No. …………………..

	Mean of transport:………………………………………………………………………………….

	Dispatched at: ……………………………………………………………………………………..

	Received at: …………………………………………………………………………………….

	No.
	Brand names, specifications, quality (of goods) 
	TIN
	Unit
	Quantity
	Unit price
	Amount

	
	
	
	
	Actual dispatch
 
	Actual entry
	
	

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total:
	 

	
	
	
	
	
	
	
	

	
	Created by
	Dispatched by
	Carried by
	Received by

	
	 (Signature, full name)
	 (Signature, full name)
	 (Signature, full name)
	 (Signature, full name)

	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	 (To be checked and collated upon its making, delivery, receipt)

	
	
	
	
	
	
	
	

	
	Notes:
	
	
	
	
	

	
	- Copy 1: To be kept
	
	
	
	
	

	
	- Copy 2: Used for delivery
	
	
	
	
	

	
	- Copy 3: Internal regulation
	
	
	
	
	


5.5. Template of delivery order for products consigned to agent 
                                                                                                              

Template No. 04HGDL                                                                                                                                                       
	Name:..................................................................................................
	Symbol:

	Address:…………………………………………………………
	Number:

	TIN:…………………..………………………………………………………………
	

	
	
	
	
	
	

	DELIVERY ORDER FOR PRODUCTS CONSIGNED TO AGENT

	Copy 1: To be kept

	                     [date]…………………………………….
	

	Pursuant to economic contract No. ……………
	 [date]…………………………………….

	of .............................and…………………………………. with TIN:………….
	

	Carrier’s name: <0}  ……………………………
	Contract No. …………………..
	

	Mean of transport: …………………………………………………………………

	Dispatched at:  ……………………………………………………………………………..

	Received at: ……………………………………………………………………………..



	No.
	Brand names, specifications, quality (of goods) 
	TIN
	Unit
	Quantity
	Unit price
	Amount

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	Total:
	 


	Consignee
 (Signature, full name)
	Created by
 (Signature, full name)
	Dispatched by
 (Signature, full name)
	Carried by
 (Signature, full name)
	Received by
 (Signature, full name)


 (To be checked and collated upon its making, delivery, receipt)

Notes:
Copy 1: To be kept



Copy 2: Sent to sale agent



Copy 3: Internal regulation
5.6. Template of manifest of retail sale of goods with value of lower than VND 200,000
	MANIFEST OF RETAIL SALE OF GOODS TO CONSUMERS

	 [date]…………………………………….

	Name:………………………………………………………………
	
	

	Address:…………………………………………………..

	TIN:…………………..……………………………………………

	
	
	
	
	
	
	
	

	No.
	Description
	Unit
	Quantity
	Unit price
	VAT
	Amount
	Notes

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total:
	 
	 

	
	
	
	
	
	
	

	Created by
(Signature and full name)
	
	
	Chief accountant
(Signature and full name)


5.7. Template of Decision on application of self-printed invoice 
	Supervisory unit:……………….
Name………………………….
	THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness 



                                               [Location]……..,[date]………………
DECISION OF ……………(COMPANY,UNIT)
On application of self-printed invoices

DIRECTOR …
Pursuant to Circular No. …/2014/TT-BTC dated … of the Ministry of Finance on guidelines for the Government's Decree No. 51/2010/ND-CP dated May 14, 2010 and the Government's Decree No. 04/2014/ND-CP dated January 17, 2014 on sale invoices; Pursuant to Establishment Decision (or the Business registration certificate) No.
….

In consideration of …,
HEREBY DECIDES:
Article 1. To apply self-printed invoices from ......................[date] on the basis of equipment system and relevant technical parts as follows:
- Equipment system (Computer No. …, printer No. …, cash register No. …, application (accounting, sale)).
- Technical parts and name of service provider shall take responsibility for technical-related issues (technical department or service provider)

Article 2. Templates of self-printed invoices and their purposes (in details)

Article 3. Responsibilities of each department related to the creation, issuance, circulation, and storage of data about self-printed invoices within the organization (accounting, sale, technical department, etc.)
Article 4. This Decision comes into force from ………………. Heads of accounting, sale, technical department, etc. shall implement this Decision./.
	Attention:
- Supervisory tax authority (Department, Sub-department, etc);
- As prescribed in Article 4 (for implementation);
- Head;
- To be kept.
	DIRECTOR
 (Signature, seal, full name)


Form TB 05/AC


(Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)





Form CK01/AC


(Issued together with Circular No. 39/2014/TT-BTC dated March 31, 2014 of the Ministry of Finance)
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