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Policy scope 

 

This policy sets out our approach to invoicing and associated matters for all Advance EPA 

clients/purchasers. 

Who is this policy for? 

 

Accounts teams at colleges, independent training providers, employer providers and 

employers. 

 

Introduction 

 

Clients/purchasers commit to making payment for the agreed services in accordance with 

the Service Level Agreement Contract, the conditions for end-point assessment 

organisations, and ESFA funding rules. Payments are requested via invoices raised by 

Advance EPA. 

 

In the case of End-point Assessment, the lead training provider acts as an agent for the 

Education and Skills Funding Agency in passing payments to the EPAO. This does not make 

Advance EPA a delivery subcontractor of any main training provider. 

Clients/purchasers commit to making payment for the agreed services in accordance with 

the Service Level Agreement Contract, issued in respect of audit consultancy work. 

 

Timing of Invoices 

 

Fees are agreed with the client and reflected in the Service Level Agreement Contract. 

Contracts will include the invoicing arrangements for the services. Once per month, invoice 

amounts are processed and forwarded to the named person at the main provider with thirty- 

day payment terms (unless an alternative payment term has specifically been agreed). 

Invoices are e-mailed and will be sent to the email address identified and agreed during the 

contracting process. 

What our invoice contains: 

• Date invoice raised 

• Unique invoice number 

• Name of contact of main training provider/client 

• Address provided by client for accounts payable and invoices 

• Learner (apprentice) name 

• Name of standard apprentice assessed against 

• EPA activity 

• Total amount payable 

• Payment terms (thirty days) 

• Payment details 

• Payment instructions and reference information (invoice number payment reference) 

• Purchase order number or client reference 
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• Invoice query contact details 

• Registered office address 

• Registered company number 

 

Credit notes will contain similar information. 

Fees 

All fees are set out in our SLA, including end point assessment fees, registration/gateway 

fees, cancellation fees and fees for resits and re-takes. 

 

We review all our fees annually and publish the fees for apprentices undertaking and 

completing EPA within a set calendar year. Our fees and the public funding determined by 

the Education and Skills Funding Agency (ESFA) are subject to review/change. The 

Training Provider will be given prior and reasonable notification of any changes to fees. 

 

 

VAT 

 

VAT treatment for Advance EPA fees will be informed by the source of the funding for the 

service: Levy-funded - Supply of vocational training funded by the Education & Skills 

Funding Agency is exempt from VAT under VAT Notice 701/30 (confirmed within the ESFA 

funding rules), so Advance EPA will not charge VAT where levy funds are the source of 

funding (based on information supplied by the lead training provider) 

Co-Investment – employer contributions towards apprenticeship training (minimum of 5%) 

are subject to VAT, but the government contribution is not, so Advance EPA will charge VAT 

on the employer contribution of the EPA fee. 

 

Lead providers need to make clear, via the ACE360 registration process, the levy status of the 

Employer and the % of employer contribution. 

 

Payment 

Advance EPA requires payment via bank transfer. 

 

 

Client Statements of Account 

 

Advance EPA invoices monthly. Statements of account can be distributed as requested. 

 

Retention of Invoice and payment records 

In accordance with the APAR conditions, we will retain copies of the invoices and a record of 

the payment for six years after the activity took place. This is for audit purposes. 
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Late Settlement of Invoices 

 

Where payment has exceeded the 30 days, an e-mail reminder is sent to the customer 

contact, respectfully reminding them of the outstanding invoice and asking for payment. 

Invoice references and amounts are provided, and Advance EPA asks if there are any issues 

with the invoice. Advance EPA will send repeat e-mails – every 7 days if appropriate. When a 

customer tells us our invoice will be paid in the next week, we request a specific timeframe, 

or even call them back at a later time to chase up the delay. 


