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The Safety-Scheme team are happy to support you through the process and provide guidance of use of the CQMS Safety-Scheme 
Portal, buyer requirements or sign-posting to industry guidance where required.  This support is included at no extra cost. 

 
If you have any questions please call on 01476 594410 or email us at safety-scheme@cqms-ltd.com 

MODULE GUIDANCE: 
 

VISTRY GROUP SELF BILLING AGREEMENT 

 
Purpose: 
Self-billing is a commercial arrangement between a supplier (you) and a customer (Vistry) in which the customer prepares the 
supplier's invoice and forwards a copy to the supplier with the payment. 
Both customer and supplier must be VAT registered; if you are not VAT registered you will not be able to complete a self billing 
agreement and must ensure you inform CQMS so your supplier profile can be updated. 

Standards: 

 All highlighted sections of the self billing agreement need to be completed. 

 The signature must be a ‘real’ signature, either handwritten or scanned in.  Please note that typed signatures will not 
be accepted, including those in an electronic handwriting font. 

 Your full legal company name must be entered at the top and bottom, abbreviations cannot be accepted: 

 

 
For limited companies and limited 
liability partnerships (LLPs): 

 
The full company name as it appears 
on the VAT certificate. 

For partnerships: The full company name as it appears 
on the VAT certificate.  This is usually 
in the form of: 
Mr J Doe & Mrs J Doe T/A Doe 
Builders 

For sole traders: The name as it appears on the VAT 
certificate.  This is usually in the 
form of: 
Mr J Doe T/A Doe Builders 

 It is Vistry Group’s expectation that all companies will self bill, unless you fall into one or more of the following 
categories: 
o Designers 
o Consultants 
o Catering suppliers 
o Group suppliers 
o Labour/recruitment agencies 
o Non-VAT registered companies 

 If you do not meet any of the criteria above, and select ‘I wish to invoice’ this will need to be verified with, and accepted 
by, Vistry prior to CQMS accepting the module response. 
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Requirements: 
For VAT purposes you’ll have to do all of the following: 

 sign and keep a copy of the self-billing agreement 

 agree not to issue any sales invoices to your customer for any transaction during the period of the agreement 

 agree to accept the self-billing invoices that your customer issues 

 tell CQMS and your customer at once if you change your VAT registration number, cancel your VAT registration, or transfer 
your business as a going concern 

Entities covered by the Self Billing Agreement: 
The list of entities covered by the self billing agreement may be updated from time to time by Vistry as entities are added or 
removed.  For the current list please refer to the ‘Self Billing Appendix’ within the Module Documents area within the module 
or on the CQMS website at https://cqms-ltd.co.uk/vistry-group-supplier-guidance/ 

Renewal: 
The self billing agreement is valid for 12 months from the date it is signed.  It therefore needs to be re-completed on an annual 
basis.  CQMS will issue reminders in advance to individuals listed as ‘contacts’ on your supplier profile. 

Termination: 
If you wish to terminate an existing self billing agreement, please contact CQMS and request a Self Billing Termination 
Agreement form.  Please note this will need to be authorised and accepted by Vistry Group. 

 


