[bookmark: _Hlk194413097]See Scottish Legal Aid Board guidance for more information: https://www.slab.org.uk/guidance/outlays/#ae1
Example invoice for suppliers

[Insert supplier’s name - or company name]
[Insert supplier’s address & postcode]
[Insert supplier’s telephone number]

[Insert name of customer]
[Insert name of solicitor’s firm]
[Insert the solicitor’s firm address & postcode]

[Insert invoice number]
[Insert supplier’s reference]
[Insert date invoice issued]

[Insert Applicant’s name and legal aid reference number (if known)]

	Date of activity
	Activity
	Description of work done
	Nos. of sessions
	Session cost (per session or per hour)
	Duration – actual length of time activity lasted 
	Total cost
	Cost to be divided by (no. persons)
	Cost share
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*Cancellation Fees*
A cancellation fee can only be considered within 24 hours of the date and time the session was scheduled to take place. The reason for cancellation of the work activity must be provided together with details of the notice given. 
Please, note that a cancellation fee can only be claimed where the person delivering the service has been unable to undertake any other work in the course of their normal employment during the period the activity was scheduled for.  
An explanation will be required confirming why the person was unable to carry out any work during this period.  

[If you are claiming a cancellation fee, please insert the required information here]

[Insert VAT registration number, if VAT registered]
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