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Dear invoice issuers,

Please send us your outgoing invoices (sales invoices) for the entire university — meaning all departments,
institutes, facilities, and the central administration — preferably as:

e ZUGFeRD PDF with embedded XML data or
e XRechnung with embedded PDF invoice file

By requiring either of these two formats, we are able to facilitate invoice verification and approval for staff.
Technically, XRechnung without an embedded PDF file can be processed, but will result in longer processing
times.

The email addresses for the two formats are:

e ZUGFeRD / PDF: email-rechnungen@zv.tu-darmstadt.de
e XRechnung: xrechnungen@zv.tu-darmstadt.de

Please do not hesitate to contact us in case of any questions at:
EVER@zv.tu-darmstadt.de
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1. Electronic Invoices: Overview

With the entry into force of EU Directive 2014/55/EU, the resulting Hessian E-Government Act (HEGovG),
and the Ordinance on Electronic Invoicing in Public Procurement of the State of Hesse (E-Rech-V), service
providers for public contracting authorities in the state of Hesse have had the option to submit electronic
invoices since April 18, 2020.

Since April 18, 2024, suppliers and service providers are obligated to submit electronic invoices to public
contracting authorities in Hesse. This only applies to invoices with a net value exceeding than €1,000 for
direct awards or formal procurement procedures.

According to the EU Directive on electronic invoicing and the Ordinance on Electronic Invoicing in Public
Procurement (E-Rech-V) of the State of Hesse, invoices are considered electronic if they are issued,
transmitted, and received in a structured electronic format (XML). Furthermore, the format must comply with
the European standard for electronic invoicing, enabling automated and electronic processing of the invoice.
Consequently, a mere image file or a simple PDF document does not constitute an electronic invoice.

Regarding the issuance of electronic invoices to TU Darmstadt, we prefer — for the sake of better readability —
the use of ZUGFeRD or XRechnung with an embedded PDF invoice view. The XRechnung standard must be
used in its current version, or any other standard compliant with the EU norm.

The clear assignment of an electronic invoice to a recipient at TU Darmstadt is facilitated by providing either
our purchase order number or specific accounting information, namely a cost center or interal order (project).

The so-called Leitweg-ID (routing-ID) is not required for invoice processing at TU Darmstadt. However, as
some invoice issuers require a Leitweg-ID to generate structured electronic invoicesour Leitweg-ID is
06411000-6570111608628-83. Please note that TU Darmstadt exclusively accepts electronic invoices via
email; portal-based submissions (e.g. PEPPOL) are not supported.

2. Invoice Submission

Format Email address
ZUGFeRD email-rechnungen@zv.tu-darmstadt.de
XRechnung xrechnungen@zv.tu-darmstadt.de
Payment Reminders mahnungen@zv.tu-darmstadt.de

Maximum file size:
22 MB
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3. Rules and Information on Electronic Invoicing

Please adhere to the following general rules regarding electronic invoices to ensure their seamless processing:

e Send each invoice and credit note only once.

e Each email must contain only one invoice.

¢ Do not send advertisements, newsletters, contracts, or similar
documents to the designated invoice addresses.

e Invoices must not be included in the email body. Instead, they must be sent as an email attachment.

e The email subject should include the invoice number.

e Attachments should include the word “Anhang” in the filename.

e Only invoices received via the specified email addresses will be processed.

e The ZUGFeRD / XRechnung file must be the first attachment of the email.

e Mandatory: cost center / internal order (project) or purchase order number for internal recipient
identification.

4. Legal Invoice Requirements

Electronic invoicing is subject to the same mandatory invoice requirements as defined under § 14 UStG. All
mandatory fields according to EN16931 must be completed.

5. Required Invoice Data (examples)

Invoice recipient / buyer:

o Leitweg-ID (Routing-ID): (optional for processing at TU Darmstadt; may be technically required for XML
validation)

e Recipient name and address: (mandatory)

e Delivery / service recipient information (mandatory if different from invoice recipient)

Reference data:

e Project, contract, or purchase order number

e Accounting information: cost center (“KST”) or internal order / project (“AUF”)

e Either buyer accounting reference (BT-19) or purchase order reference (BT-13) must be filled

Invoice issuer:
e Full legal name and address, including contact person (mandatory)
e VAT-ID (mandatory)
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Financial data:

e Total amounts: Net, VAT, gross totals (mandatory)
e VAT details (mandatory)

e Payment terms / discounts (mandatory)

e Bank details (mandatory)

Invoice line items:
e Detailed position information
e Purchase order reference where applicable
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