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Settlement Requirements for Procurement Order of Goods at
GIZ Viet Nam

This document provides supplementary invoicing information on the Annex: General Terms and
Conditions 2025 and always applies unless otherwise agreed in the individual contract.

This applies to all types of orders of goods of which written or no written contract was concluded
with the GIZ Vietnam C&P units.

1. Forms and instructions for (electronic) processing of Advance, Interim and
Final payments

1.1 Advance payments

Send the request to mailbox: fin.processing_vn@giz.de

Subject of the request email: ADVANCE_Contract number_Contractor‘s name
Required supporting documents: overview as per Checklist of payment dossier
Processing time: GIZ will review and approve advance payment documents within up
to 10 working days. The review period will commence upon receipt of the payment
request. Any enquiries from GIZ regarding the advance payment document will have a
tolling effect until the contractor provides a final response.

Note:
- Normally no advance payment will be granted in procurement of goods with GIZ. In
exceptional case, the advance payment will be made within 10 working days after
receipt of official bank guarantee issued by one of top 10 - ranked Vietnamese
certificated commercial banks to GIZ Vietnam and original request for payment from
the contractor.

Each request shall be submitted individually by e-mail (i.e., one e-mail with one form
and the relevant attachments per advance payment).

Upon receipt of advance payment, contractor issue and send VAT invoice to
mailbox fin.processing_vn@giz.de.

The contractor might be required to submit the original documents to GIZ via post.
The GIZ responsible Finance Officer (Commercial Auditor) will inform the
contractor if the original documents are required.

1.2 One-time, Interim and Final Payments:

Each installment shall be divided into 2 steps: (A) Payment related question and (B) Invoice
processing:

(A) Payment related question

Send the request to: fin.processing_vn@giz.de
Subject of the request email:

For interim: GOODS _ Interim_Contract number_ Contractor's name

For final: GOODS_Final Contract number_ Contractor‘s name
Processing time: GIZ will feedback within 7 days upon receipt of question, but not
earlier than the receipt of the goods.
Note:
- Each request shall be submitted individually by e-mail (i.e., one e-mail with one form
and the relevant attachments per service and invoicing period).
Supporting documents for items requiring verification may be submitted as
attachments together with this e-mail. If such documents cannot be transmitted by
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1.4

1.5

e-mail due to size restrictions, they may subsequently be submitted via File transfer.
Instructions for submitting via file transfer: click here

Invoice processing

Upon confirmation from GIZ Finance officer (commercial auditors), the contractor will send
official invoices to GIZ:

Send the request to: invoice_vn@giz.de
e Subject of the request email:
For interim: Invoice_Interim_Contract number_Contractor's name
For final: Invoice_Final_Contract number_ Contractor‘s name
¢ Required documents: overview as per Checklist of payment dossier
¢ Processing time: The processing period will commence immediately upon receipt of invoice
and supporting documents. Any enquiries from GIZ regarding the payment dossier will
have a tolling effect until the contractor provides a final response.
e Note:
Each request shall be submitted individually by e-mail. The email contains only
ONE attachment in PDF format. In case the contractor has more than one
document, all documents shall be merged into one PDF file before attaching to the
email. The invoice must be placed on the first page of the PDF file.

Sorting the payment dossier to be submitted

e When submitting original documents on paper, the contractor should glue the
documents to A4 paper.
The content of the document must be clearly indicated in the list of costs in English

¢ If documents are available in another language, the main document content must be
translated into English on the document itself.

o GlZreserves the right not to accept invoices for which the supporting documents have
not been prepared accordingly and to return them to the contractor. In this case,
payment cannot be made.

Sending Original Invoices and Payment Dossiers on Paper:

The contractor only sends the original documents by post when requested by a responsible
GIZ Finance officer.

Postal Address:

Finance and Accounting Section / Phong Tai chinh va Ké toan

Van phong GIZ, Tang 6 Thap Ha Noi

49 Hai Ba Trwng, phwong Clra Nam, Thanh phé Ha Noi

Name of the responsible finance officer: .................c.coeeil (will be informed to the
contractor by responsible finance officer upon confirmation of payment dossiers)

DT: + 84 24 39344951 (ext....)

Subject: ADVANCE / INTERIM / FINAL_Contract number_Contractor's name
Change of bank details

In the event of a change of bank details, the contractor is highly recommended to inform
GIZ in writing 2 weeks prior to the submission date of the payment dossier. The bank
confirmation must also be enclosed with the payment dossier. A form is available on our
website (link).
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1.6

1.7

Due date and Payment terms

The contractor's claims fall due after receipt of an invoice containing all the required details
(together with all necessary receipts/vouchers). Payment is made by GIZ no later than 30
days after justified claims fall due

Invoices and VAT issued to GIZ

All invoices and supporting documents submitted by the contractor for payment under the
signed contract must comply with the applicable laws and regulations of the Government
of Vietnam (Decree No. 70/2025/ND-CP dated 1 June 2025 of the Government, amending
and supplementing a number of articles of Decree No. 123/2020/ND-CP dated 19 October
2020 on invoices and documents; Law No. 149/2025/QH15, amending and supplementing
a number of articles of the Law on Value Added Tax No. 48/2024/QH15; Decree No.
125/2020/ND-CP dated 19 October 2020 of the Government on administrative penalties for
tax and invoice violations; Law on VAT and Circular No. 20/2026/TT-BTC providing detailed
guidance on a number of articles of the Law on Corporate Income Tax and other relevant
regulations on tax deductibility and VAT refund).

The Contractor shall be fully responsible for ensuring the eligibility of all submitted invoices
and supporting documents under the signed contract/order with GIZ.

1.7.1 Invoice issuance requirements

Valid invoices incurred under this contract and eligible for payment shall be issued as
follows:

e Ho va tén ngwdi mua hang (Buyer):
> Name of GIZ Staff / GIZ project’s name (Tén du an viét tat)

e Tén don vi (Company’s name): Van phong dai dién T chirc Hop tac Québc té Birc GIZ
tai Ha Noi

o Ma sé thué (VAT code): 0101042983

e Dia chi (Address): Tang 6, Thap Ha Noi, 49 Hai Ba Trwng, Phwdng Clra Nam, Thanh
phd Ha Noi

1.7.2 The Contractor shall ensure that all invoices:

are valid electronic invoices unless otherwise permitted by law.

e contain all mandatory information and accurately reflects the underlying transaction.
General information is not sufficient.

e are issued at the time the service is provided or completed/ the goods are delivered in
accordance with applicable regulations.

e are consistent with the contract, purchase order (if any), and acceptance/hand-over
documents.

e are eligible for VAT declaration and refund under Vietnamese regulations.

e The email containing information about the website and password for downloading E-
invoice must be attached to the E-invoice itself.

If any of the required information is missing or incorrect and the invoice will be therefore
rejected from VAT-claim, the traveler will be only settled with NET-amount (excl. VAT).

1.7.3 Payment, non-cash compliance and costs incurred on behalf of GIZ

Payments for goods and services with a value of VND 5,000,000 or more per transaction
must be made via non-cash payment methods (e.g., bank transfer) to ensure eligibility for
tax deductibility and VAT refund in accordance with Vietnamese regulations.

Contractors shall issue valid VAT invoice(s) to GIZ and be fully responsible for the legality
and compliance of all costs incurred in delivering the contracted goods.
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All transactions must be consistent across supporting documents, and compliant with
Vietnamese regulations on tax, accounting, and VAT refund eligibility.

1.7.4 Supporting documents for payment settlement

The Contractor shall submit a complete, transparent, and verifiable payment dossier. The
templates and list of required documents for payment and be downloadable in the
Procurement of Goods | GIZ.

The Contractor shall verify the authenticity of taxpayer information and the validity of all
financial invoices (including VAT invoices for any procurement of goods and services from
third parties) on the official tax website according to the Instruction for invoice validity check,
print the verification results, and submit them with supporting documents for payment
settlement.

During the contract implementation and settlement process, if any issues arise, Contractors
may contact the Finance and Accounting Unit of the GIZ Viet Nam via email at:
fin.processing_VN@giz.de. For each request and/or contract, responsible Commercial
Auditors will be assigned and will proactively contact the Contractors within 07 working
days upon receipt.
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Yéu cau thanh quyét toan doi véi cac hop dong/ don hang
mua sam tai GIZ Viét Nam

Tai liéu nay cung cap thong tin bb sung vé yéu cau thanh quyét toan cho Phuy luc: Diéu khoan va
Djéu kién Chung nam 2025 va luén dwgc ap dung, trir khi cé théa thuan khac trong tirng hop
ddng cu thé.

Quy dinh nay ap dung cho tat ca cac loai hgp dong/ don hang mua sam, bao gébm ca truong
hop cé hoac khéng cé hgp dong bang van ban dwoc ky két véi phong hop dong ctia GIZ Viét

Nam.

1. Biéu mau va hwéng dan xi ly (dién tir) d6i véi thanh toan tam (rng, thanh
toan gitra ky va thanh toan cuo6i cung

1.1 Thanh toan tam irng

Guri biéu mau/ dé nghi dén hom thw: fin.processing_vn@giz.de
Tiéu dé email: ADVANCE_Sé hop ddng_Tén nha thau

Cac chirng tir yéu cau: Checklist of payment dossier

Thoi gian xv ly: GIZ sé kiém tra va phé duyét ho so d& nghi tam (ng trong t6i da 10
ngay lam viéc ke tir khi nhan dwoc dé nghi. Moi yéu cau bo sung thong tin twr GIZ sé
tam dirng thoi gian xtr ly cho dén khi nha thau phan hoi day da.

Lwuy:

- Théng thueng, GIZ khéng thuc hién thanh toan tam (rng dbi véi mua sdm hang
hoéa. Trong trwo'ng hgp ngoai 1€, thanh toan tam *ng sé dwgc thyc hién trong vong
10 ngay lam viéc ké ttr khi GIZ Viét Nam nhan dwoc bao 1anh ngan hang hop 1é do
ngan hang thudc top 10 ngan hang thwong mai dwoc cp phép tai Viet Nam phat
hanh va ban gbc dé nghi thanh toan t& nha thau.

- Mai email chi dwoc bao gém 1 bd hé so thanh toan (gdm moét biéu mau va céc tai
liéu dinh kém twong &ng ctia hd so).

- Sau khi nhan tam (rng, nha thau phat hanh va gvi héa don GTGT dién t&r dén hom
thw fin.processing_vn@giz.de

- Nha thau cé thé dwoc yéu cau glri ban gbc hd so qua dwdng buwu dién. Can bo tai
chinh phu trach ctia GIZ sé& théng béo néu can.

1.2 Thanh toan giira ky va thanh toan cuéi cung:

Mbi dot thanh toan gébm 2 budc: (A) Cac cau hdi lién quan t&i thanh toan va (B) Glri héa don

(A) Cac cau hoi lién quan téi thanh toan )
Nha thau giri cac cau héi lién quan téi thanh toan dén hom thw: fin.processing vn@giz.de

Tiéu dé email:

- Thanh toan gitra ky: GOODS_Interim_S6 hop dong_Tén nha thau
- Thanh toan cudi cung: GOODS_Final_S0 hgp dong_Tén nha thau

Théi gian xtr ly: GIZ s& phan hdi lai trong vong 7 ngay t&» ngay nhan dwoc cac cau hdi
lién quan t&i thanh toan.

Lwuy:

- M&i email chi dwoc bao gom 1 b hd so thanh toan (gom mét biéu mau va cac tai
lieéu dinh kém twong trng cua ho so).
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- Cac chirng tir thanh toan di kém c6 thé dwoc glvi cung email nay dwdi dang tép
dinh kém. Néu dung lwgng chirng tir I6n hon mikc cho phép clia email, chirng ti
c6 thé dwoc glri sau d6 thong qua File transfer (Céng cu cla GIZ). Hwéng dan gl
ching tir qua file transfer: click here

Guwri héa don

Can bd Tai chinh ctia GIZ sé trao ddi véi nha thau néu can 1am rd cac thong tin. Nha thau
sé dwoc thdng bao qua email khi cé thé tién hanh xt ly hda don va sau dé gri hda don
chinh thic cho GIZ:

e Guwi héa don dén hom thw: invoice vn@giz.de

e Tiéu dé email:

- Thanh toan gitra ky: Invoice_Interim_S6 hop dong_Tén nha thau
- Thanh toan cudi cung: Invoice_Final_S0 hgp dong_Tén nha thau

e Chirng tir yéu cau: Checklist of payment dossier

o Thoi gian xtr ly: H6 so sé dugc xt ly ngay khi GIZ nhan dwoc hoa don va cac chirng
ttv lién quan. Moi yéu cau bo sung thong tin tiv GIZ sé tam dirng thoi gian x(r ly cho dén
khi nha thau phan hoi day du.

e Lwuy:

- Méi email chi dugc bao gobm 1 bo hda don — gdm MOT tép dinh kém dinh dang
PDF. Trwdng hop nha thau cé nhiéu chirng tir di kem, tat ca phai duwgc ghép thanh
mét tép PDF trwde khi givi di. Héa don phai dwoc dat & trang dau tién cua tép
PDF.

Sap xép hd so thanh toan

« Khi ngp chirng tlr ban gbc bang gidy, nha thau can dan cac chirng tir va hoa don co
kich thuwéc nhd hon khd A4 1én giay A4.

« Noi dung chirng tlr phai dworc thé hién ré trong bang ké chi phi bang tiéng Anh.

o Néu ching tlr bang ngdn ngir khac, ndi dung chinh phai dwoc dich sang tiéng Anh
ngay trén chirng tw.

« GIZ c6 quyén tir chdi cac hda don ma chirng tir di kém khong dwoc chudn bi ding quy
dinh va hoan tra lai cho nha thau. Trong trwdng hgp nay, viéc thanh toan sé khong
dwoc thwe hién.

Gwri héa don goc va hé so thanh toan ban giay:

Nha thau chi givi chirng tir gbc qua dwdng buwu dién khi cd yéu cau tlr can bd Tai chinh
phu trach cua GIZ.

Dia chi gtri bwu dién:

Phong Tai chinh va Ké toan
Van phong GIZ, Tang 6 Thap Ha Noi, ,
49 Hai Ba Trung, phwong Clra Nam, Thanh pho Ha Noi

Tén can bé tai chinh phu trach: ........................... (sé& dwoc thong bao cho nha thau
khi xdc nhéan ho so thanh toan)

Dién thoai: +84 24 39344951 (may I& ....)
Tiéu dé: TAM UNG / LERF / TT GIA KY / TT CUOI CUNG_Sé hop déng_Tén nha thau
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1.6

1.7

Thay d6i théng tin ngan hang

Trong trwong hop co thay déi thong tin tai khoan ngan hang, nha thau dwoc khuyén nghi
thong bao bang van ban cho GIZ trwé'c ngay ndp hd so thanh toan it nhat 2 tuan Xac nhan
clia ngan hang ciling phal dwoc dinh kém trong hd so thanh toan. Xem Biéu mau yéu cau
thay ddi tai website clia chung téi (link).

Thoi han va diéu khoan thanh toan

Cac khoan yéu cau thanh todn cta nha thau sé dén han sau khi GIZ nhan dwoc hoa don
day du thong tin theo quy dinh (kém theo tat ca chirng tr can thiét). GIZ sé thie hién thanh
toan cham nhét trong vong 30 ngay ké tir khi cac khodn yéu cau thanh toan hop I& dén
han.

Hoéa don va VAT xuéat cho GIZ

Tét c& hoa don va chirng tir do Nha thiu ndp dé thanh toan theo hop doéng phai tuan tha
cac quy dinh phap luat hién hanh ctia Chinh pha Viét Nam (Nghi dinh sé 70/2025/ND-CP
ngay 01 thang 6 nam 2025 ctia Chinh phu stra dbi, bé sung mét sé diéu ctia Nghi dinh sb
123/2020/ND-CP ngay 19 thang 10 ndm 2020 vé héa don, ching tw; Luat sb
149/2025/QH15 sra ddi, b6 sung mot sb didu cha Luat Thué gia tri gia tang sb
48/2024/QH15; Nghi dinh sb 125/2020/ND-CP ngay 19 thang 10 ndm 2020 ca Chinh ph
vé x(&r phat vi pham hanh chinh vé thué va hoa don; Luat Thué gia tri gia tdng va Théng tw
sb6 20/2026/TT-BTC quy dinh chi tiét mot sb diéu cta Luat Thué thu nhap doanh nghiép,
cung cac quy dinh phap luat cé lién quan khac vé tinh hop I& cta chi phi dwoc trir va hoan
thué GTGT).

Nha thau chju hoan toan trach nhiém vé viéc dam bao tinh hop 1€ clia tat ca cac hda don
va chirng tr da nép theo hgp dong/don dat hang da ky véi GIZ.

1.7.1 Yéu cau phat hanh héa don

Céc hoa don hop |& phat sinh tlr hop dbéng nay va da diéu kién thanh toan phai dwoc lap
nhuv sau:

e Ho va tén ngw®i mua hang: Tén dw an GIZ (viét tét)

o Tén don vi mua hang: Van phong dai dién T chirc Hop tac Quéc té Dirc GIZ tai Ha Noi
o Ma soé thué: 0101042983

« Dia chi: Tang 6, Thap Ha Ndi, 49 Hai Ba Trung, Phwdng Clra Nam, Thanh phé Ha Noi

1.7.2 Nha thau phai dam bao rang tat ca cac héa don:

e Lahoa don dién tir hop I, trtr khi phap luat cé quy dinh khac.

e Bao gébm day du cac théng tin bat budc va phan anh chinh xac giao dich phat sinh.
Théng tin chung la khéng du.

« Duoc lap tai thoi diém cung cp hodc hoan thanh dich vu / giao hang theo dung quy
dinh hién hanh.

o Thdng nhat véi hop ddng, don dat hang (néu cd) va cac bién ban nghiém thu/ ban giao.
« Du diéu kién ké khai va hoan thué GTGT theo quy dinh cta Viét Nam.

o Email chivra théng tin vé trang web va mat khau dé tai héa don dién t& phai dwoc dinh
kém cung v&i chinh hda don dién ti.
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Néu thiéu hoac sai bat ky thong tin bat budc nao khién hoa don bj tir chdi khi ké khai/khau
trle thue GTGT, nguwdi di cong tac sé chi duoc thanh toan gia tri thuan (khéng bao gom
thue GTGT).

1.7.3 Thanh toan, tuan tha thanh toan khéng duing tién mat va chi phi phat sinh thay mat GIZ

Cac khoan thanh toan cho hang héa va dich vu c6 gia tri ttr 5.000.000 VND tré 1én cho
méi giao dich phai dwoc thwe hién bang phwong thire thanh toan khéng dung tién mét (vi
du: chuyén khodn ngan hang) nhdm dam bao du diéu kién khau trir thué va hoan thué
GTGT theo quy dinh cla Viét Nam.

Nha thau phai xuét héa don GTGT hep I& cho GIZ va hoan toan chiu trach nhiém vé tinh
hop phap va tuan tha cua tat ca cac chi phi phat sinh trong qua trinh cung cap hang hoa
va/hoac dich vy theo hgp dong.

Téat ca cac giao dich phai thong nhét gitra cac chirng tr di keém va tuan tha quy dinh cua
Viét Nam vé thué, ké toan va diéu kién hoan thué GTGT.

1.7.4 Chirng tir di kém hé so thanh toan

Nha thau phai ndp ho so thanh toan day da, minh bach va cé thé kiém chirng. Tai cac biéu
mau va danh muc chirng tir yéu cau tai Procurement of Goods | GIZ.

Nha thau phai kiém tra tinh xac thue cua théng tin nguwdi ndp thue va tinh hop |& cla tat
ca cac hoa don tai chinh (bao gébm hoéa don VAT cho viéc mua sam hang hoa, dich vu tr
bén thr ba) trén website chinh thirc clia co quan thué theo hwéng dan kiém tra tinh hop
lé cGia hoa don, in két qua kiém tra va nop kém trong hé so thanh toan.

Trong qua trinh thwc hién hop déng va thanh quyét toan, néu phat sinh van dé, Nha thau
vui long lien hé Bo phan Tai chinh va K& toan cia GIZ Viéet Nam qua hom thu:
fin.processing_VN@giz.de. Dbi v&i mbi yéu cau va’hodc xi ly thanh toan theo hop déng,
can bo tai chinh phu trach dwoc phan céng sé chd dong lién hé véi Nha thau trong vong
07 ngay lam viéc ké tir khi nhan duwoc hé so.
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