
Purchase to Pay

Invoicing requirements



Submit the invoice with all data for faster 
processing and on time payment

PO
• Receive Purchase Order from O-I

• Any changes which impact the invoice 
require an updated Purchase Order

• Deliver in accordance with the 
Purchase Order

Invoice
• Only raise your invoice once you 

have delivered the good/service 
(unless partial invoice have been 
agreed)

• The details on the invoice match 
those on the Purchase Order

• Invoice may contain only 1 Purchase 
Order

• The invoice is complete, accurate and 
complies with local regulations

E-mail
• 1 invoice in 1 PDF

• Attachments to the invoice must be in 
the same PDF document as the 
invoice (Invoice always as 1st page)

• Multiple invoices (in separate PDFs) 
can be attached to 1 e-mail



Please ensure that your invoice has all of the following information presented in a legible format:

✓ Our company name being billed, address and VAT Registration Number

✓ Your vendor number ID, name, address and VAT Registration Number

✓ Invoice number

✓ Invoice date

✓ Our Purchase Order number or designated employee name (for invoices that are not supported by a Purchase Order number)

✓ Invoice may contain only 1 Purchase order (invoices with more than 1 PO will not be processed and paid)

✓ Quantity

✓ Unit of measurment

✓ Price per unit

✓ Currency

✓ VAT rate and amount (if applicable)

✓ In case no VAT is charged due to the VAT reverse charge mechanism please ensure that the required VAT reference/wordings are mentioned

✓ In case no VAT is charged due to an exempted delivery, please ensure that the required VAT reference/wordings are mentioned

✓ Delivery date/ Delivery note number/ Delivery address

✓ Original invoice number in case of debit or credit note

✓ Your bank details

✓ Avoid hand written invoices, these cannot be read by our automated scanning system and will have to be manually entered which may result in

processing delays.



Please ensure that all the necessary data from PO are present 
on the invoice:

✓ PO number

✓ Your company’s Vendor ID in OI

✓ Quantity, Unit, Price per unit, Material Code, Description 
and Currency

✓ E-mail address where invoice should be sent

✓ O-I’s Name, Address and Vat registration number to 
which invoice should be issued


