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Invoice Requirements 
 
  
   This document serves as an information guide for our suppliers to: 
 

o Provide comprehensive details on our invoice requirements to ensure a smooth invoice 
receipt process for both parties. 

o Identify key requirements and interdependencies before invoicing begins, facilitating 
an efficient and automated invoicing process.  

 
 

Invoices Submission Method  
 

Invoices must be submitted using the agreed electronic transmission method, either 
through email or an Electronic Data Interchange (EDI) system, depending on the agreed 
format with DFDS. 

o If submitting via email: In 

▪ All supplier invoices (excl. haulier invoices) must be sent to ap@dfds.com. 

▪ All haulier invoices must be sent to logistics.ap@dfds.com. 

o If submitting via EDI, contact your DFDS contact person in advance to set up the 
integration and receive further instructions. 

o Invoices can also be submitted via the EU PEPPOL network using the Global Lo-
cation Number (GLN) 5790000713646. 

o For Danish vendors, invoices can also be submitted through Nemhandel, the 
Danish version of e-invoicing. 

 
Invoice Format 
 

o Invoices must always be in a machine-readable PDF format, unless another electronic 
format, such as EDI format, has been agreed with your DFDS contact. Any other invoice 
formats will be rejected. 

o Each invoice shall be submitted only once. 

o One Invoice per PDF: Each invoice (including supporting documentation such as delivery 
notes, POD/CMR, etc.) must be submitted as one PDF file. 

o The main document (invoice, credit note, or interest note) must always be page one, fol-
lowed by supporting documents. Invoices not adhering to this structure will be automati-
cally discarded. 

o Invoice Language: English is preferred for all invoices. 
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Billing address  
  

Invoices must be correctly addressed to the DFDS legal entity responsible for the pur-
chase. The billing address can be found on the purchase order or on our “DFDS Entities 
and Contacts” document on our DFDS suppliers’ website. If you have any doubts, 
please contact your DFDS contact person.  

 

       Supplier Master Data in DFDS Database  

 
o Supplier Creation: All suppliers must be registered in our DFDS ERP system under the 

correct legal entity. If a supplier is already registered for one legal entity but intends to 
supply for another, they must also be registered under the new legal entity. 

Invoices from unregistered or incorrectly registered suppliers will be rejected.  
Please refer to your DFDS contact to ensure proper registration or if your data has 
changed.  
 

       Purchase Order (PO) Number 

 
o PO Number Requirement: If you receive a Purchase Order (or TI Number/Booking Num-

ber) and/or are given a Purchase Order number by your DFDS business contact, the PO 
number must be referenced on your invoice. If no PO number is stated on your invoice, 
the invoice will be rejected. 

o Only one PO number per invoice is allowed. 

o PO Format Example: PXX1-000000012 or TSEL24029702. 

o Non-PO Invoices: If no PO number is provided, include order reference: DFDS contact 
name and department.  
If you have any questions about your purchase order or order reference, please contact 
your DFDS contact person. 

 

       Currency & Payment Terms 

 
o Currency: 

o Invoices will only be processed if the currency matches the currency agreed 
with DFDS and registered in the system at the time of entering the collaboration. 

o Only one currency per invoice. 

o The 3-letter ISO currency code must be present on the invoice (e.g., EUR). 
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o Payment Terms: 

o DFDS will process payments based on the payment terms registered in the sys-
tem at the time of vendor creation. Any due dates or terms on the invoice that 
differ from the agreed terms will not be considered. 

o Payment terms are calculated from the date the invoice is received, not the in-
voice date. 

 
 

VAT & Tax Compliance 
 

Invoices must meet all EU and local VAT regulations, ensuring accurate issuance, 
transmission, and compliance with tax authority requirements. If VAT-exempt, a valid 
exemption reference must be included, ensuring they meet EU and local tax regula-
tions. 

 

Invoice Mandatory Information 
 

Each invoice must clearly include the following: 
 

 Mandatory Information Comments 

✓  Document type “Invoice”, “Credit Note”, or “Interest Note” must 
be clearly stated on the first page. 

✓  Invoice date  

✓  Invoice due date Aligned with agreed payment terms. 

✓  DFDS Contact Person Full name of the DFDS contact. 

✓  DFDS Company Details o Full legal name and address 

o VAT/VIES registration number (VAT/VIES de-

tails may vary per country) 

✓  Supplier Company Details 
 

o Full legal name and address 

o VAT/VIES registration number 

✓  Supplier Contact email And/or phone number.  

✓  Description of goods/services 
provided 

Per line item. 
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✓  Total invoice amount  Must be clearly stated and present only once 
(net and gross). 

✓  VAT/NET amounts Clearly stated and present only once, if applica-
ble. 

✓  Valid DFDS PO number Mandatory for all PO-based invoices. If non-PO 
based, order reference must be clearly stat-ed 
in the invoice. 

✓  IBAN Payment details  Must match master data in DFDS database. 

 
 

Credit notes 

 

Credit notes issued must reference the original invoice number and the PO number and 
clearly indicate the reason for issuance. 
 

Rejection of Invoices 

 
If the invoice is not issued correctly or cannot be technically approved, the invoice will be can-
celled, and the supplier will receive an email explaining the reason for the rejection. If your 
invoice has been rejected and you have any questions about the next steps, please contact 
your DFDS contact person.  
 

The email will be sent from: ap.noreply@dfds.com. 

Examples of error causes:  

➢ Missing or unregistered supplier account 

➢ PO reference missing or incorrect format / Missing order reference 

➢ Mandatory information on the invoice is missing 

➢ Non-compliant invoice formats 

 

 
Important Notice 
Failure to comply with these invoice requirements may result in delayed payment or invoice rejection. Suppliers 
are encouraged to review this document before submitting invoices to DFDS. 
 
For the latest version of our invoice requirements and detailed information on our supplier engagement prac-
tices, please visit our DFDS supplier website: dfds.com/en/about/suppliers 
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Invoice example – fulfilling DFDS minimum requirements:  
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Purchase order example – D365 Purchase Order: 
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Purchase order example relevant for vessels - Sertica Purchase Order: 
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