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	Dear Madam/Sir,


At the moment we are working on improving the way invoices are processed at TenneT. One of the first steps taken in this regard was the realisation of a separate P.O. Box number for invoices. This will give us a better overview of all incoming invoices. Over time, we will start using a new automated system which enables digital invoice processing. 

What you can do

As a supplier of TenneT, you can help ensure that your invoice is processed meticulously. From now on you should send your invoices to the new invoice address instead of to TenneT’s regular postal address. Moreover, we would appreciate it if you could meet the requirements TenneT imposes on invoices. TenneT’s new invoice address is as follows:

TenneT TSO B.V.

Attn.: Accounts Payable Department

Postbus 428

6800 AK  Arnhem
The Netherlands

Invoice requirement: Purchase order number
If you have received a purchase order number from TenneT, you must always state this number on your invoice. Without this number, the processing of your invoice may be delayed. 

Invoice requirement: Enclosures
To ensure the successful processing of your invoice, please only enclose relevant documents when sending the invoice to TenneT. These enclosed documents should never contain any confidential (personal) information. 

	Relevant invoice enclosures:
	Do not enclose the following:

	Specifications
	Carbon copies of invoices

	Labour time records
	Assessment reports

	Purchase orders
	Reports

	Official records of deliveries
	Offers

	Overviews of hours worked
	Agreements

	Bank guarantees
	Insurance policies

	
	Tax assessments

	
	Letters of guarantee

	
	Confirmations of participation in training courses and seminars


Other correspondence

The new invoice address of TenneT is exclusively meant for invoices and relevant enclosures. Please continue to send all other correspondence to the regular postal address (see the address details at the top of this letter).

Summary

· From now on, send your invoices to TenneT’s invoice address: Postbus 428, Arnhem, the Netherlands.

· Always include TenneT’s purchase order number on your invoice.

· Only enclose relevant documents with your invoice.

· Continue to send other correspondence to the regular postal address. 

Questions

If you have any questions about sending invoices to TenneT, please contact our Accounts Payable Department by phoning +31 (0)26 373 10 52 . Alternatively, send us an e-mail at: administratie@tennet.org. 

	With kind regards,

TenneT TSO B.V.

	

	J.M. Schreuder

Procurement Manager

	





























