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Payment and invoice regulations 
Version of August 2026 
 
Invoicing shall be carried out in accordance with the rules in force at any given time on electronic 
settlement with public authorities in Denmark, and the Supplier shall bear all costs associated with 
invoicing and may therefore not charge any fee or any other form of compensation for the submission 
of invoices. 

Payment is due 30 days after a correct invoice has been dispatched to the University of Copenhagen 
(hereinafter “UCPH”). Throughout the entire payment period (30 days), UCPH is entitled to reject in-
voices that are not received as prescribed or where the invoicing otherwise does not comply with the 
Danish Act on Public Payments (lov om offentlige betalinger). Where UCPH has rejected an invoice, 
the Supplier shall submit a new, correct invoice. UCPH’s non-payment of an incorrect invoice shall 
not give rise to any remedies for breach nor any claim for interests. UCPH accepts payments in the 
following currencies: AUD-CAD-CHF-DKK-EUR-GBP-JPY-NOK-NZD-SEK-USD. 

Payment for the agreed products/services may be invoiced when delivery is complete. 

The invoice shall be addressed to: University of Copenhagen, unit name, unit address and the units 
EAN/GLN-number. The invoice must contain the following information: 
- Contract reference number when there is one 
- Personal reference: personal UCPH-id, eg. abc123 or the e-mail of the purchaser 
- Delivery address as informed by the customer at UCPH 
- Order number 
- Invoice number 
- Date of issue (invoice date) 
- Supplier’s name, address and CVR no. including country code 
- Full description of the delivery, including: 

o Item ID 
o Description of the products or services delivered – including characteristics that ade-

quately identify the specific products or services, so that the products or services can be 
distinguished clearly, unambiguously and easily from one another 

o Quantity stated as the number of the smallest order unit 
o Unit price excluding VAT for each individual product/service (discounts must be de-

ducted from the unit price on the individual invoice line items) 
o UNSPSC number 

- Order date 
- Delivery date 
- Subtotal price excluding VAT (in DKK) 
- Subtotal price including VAT (in DKK) 

When the Supplier submit invoices and invoice attachments in PDF format, only one invoice (PDF 
file) may be attached per email transmitted. 

When the Supplier is established in another EU country than Denmark, they shall submit invoices 
without the addition of VAT. The UCPH VAT number is DK29979812. Within the EU, the Supplier must 
state on the invoice that the delivery is subject to reverse charge by stating 'reverse charge article 
144' or similar when purchasing services and 'zero rated article 138', cf. the EU VAT Directive. 

Invoices involving payment to a foreign bank must additionally contain the following payment details: 
Currency, Account holder, Address of account holder, Bank name, Account number, SWIFT (e.g. 
MIDLGB22), IBAN, USA: ABA/Routing number/SWIFT, Canada: Transit + Branch, Australia: BSB code. 

https://om.ku.dk/kontakt/til-leverandoerer/KU_GLN_Organisation.pdf

