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In order to implement an efficient fee-collection process we need to know how your organisation proceed with payments. 

Yearly fee collection will take place at the beginning of each year.

Please answer to the following questions and provide the necessary info required by your payment method. We distinguish the following different cases:

1. Invoice directly to your organisation
· The coordinator (ERTICO) prepares an invoice based on the information given on the application form (ANNEX II)
· The invoice is sent by email to the Name with reference address and VAT number provided in ANNEX II
· Do you need the invoice to be sent by post (paper invoice)?
☐ Yes	☐ No


2. ADASIS AISBL to be registered in your accounting system & Purchase Order #
· ADASIS AISBL needs to be included as a new customer into your accounting system
☐ Yes	☐ No
· In that case please provide all necessary information and form to be filled by ADASIS AISBL by sending the information to ERTICO Accountancy (invoice@mail.ertico.com)


3. Request for Purchase Order
· Before receiving an invoice you need to provide a purchase number to be included on the invoice
☐ Yes	☐ No
· so you may need to receive a quotation from the ADASIS AISBL in order to issue your PO#.
· then the invoice is sent by email to the Name with reference address and VAT number provided in ANNEX II


4. Other payment process
If none of the above applies, then please describe hereafter your payment process:
· xxx
· xxx
· xxx

[bookmark: _GoBack]


For any question related to this payment process, please contact by email the ERTICO Accountancy (invoice@mail.ertico.com).
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