REGULATIONS FOR SENDING INVOICES IN ELECTRONIC FORM
§ 1
General provisions
1. The legal basis for issuing and sending invoices in electronic form is Art. 106 of the Law of March 11, 2004 on Goods and Services Tax (Journal of Laws No. 54, item 535). 
2. This regulations specifies the rules for sending invoices electronically at Partnerspol Ltd. 
3. Each customer, who uses the possibility to receive electronic invoices is obliged to familiarize with this regulations before filling in the "Declaration of consent to use of electronic invoices by the seller" and compliance with its provisions.
§ 2
Definitions
The expressions used in the regulations mean: 
1. Customer - receiver of invoice sent in electronic form, 
2. Partnerspol Ltd. – issuer of the invoice sent in electronic form,
3. Acceptance - consent granted by the customer of the company Partnerspol Ltd. to send invoices in electronic form. 
§ 3
Sending invoices in electronic form
1. Partnerspol Ltd. sends in PDF (Portable Document Format) an invoice with eventual attachments associated with the sent invoice, from the e-mail address invoices@partnerspol.pl.  
2. The invoice sent in electronic form in accordance with the Act of Law is equivalent to sending an invoice issued in paper form and constitutes an accounting document. 
3. Corrective invoices and duplicate invoices sent electronically will also be sent in electronic form. 
4. The customer is obliged to confirm the receipt of the corrective invoice in one of the following forms: 
- sending to the e-mail address invoices@partnerspol.pl the following information: ”I confirm the receipt on …………………. corrective invoice with the number …………………………….. issued on …………………………. by Partnerspol Ltd. 
or
- sending an e-mail in PDF form with scan of the correction with the date of its receipt, name and surname of the person confirming the receipt and stamp with the company name. 
5. Delivery of the invoice sent in electronic form takes place upon sending by Partnerspol Ltd. an e-mail message containing a file with invoice/s from address invoices@partnerspol.pl to the address indicated in the "Declaration of acceptance of invoices in electronic form". The invoice sent electronically is recorded at the same time in the archive on the Partnerspol Ltd. server, in catalogs by date of issue, in the same format and content sent to the Customer.  
6. The customer is obliged to store the received invoices in electronic form, freely, but ensuring the authenticity of origin, the integrity of the contents and readability of these invoices, the ease of finding them and the immediate access to invoices for the tax authority or the tax inspection authority.  
§ 4
Acceptance and withdrawal of acceptance for receiving invoices in electronic form 
1. Invoices may be sent in electronic form subject to acceptance of this method of sending by the Customer. 
2. The customer may submit the acceptance by filling in and personally signing of the "Declaration of consent for the use of electronic invoices by the seller" (Appendix No. 1 to this Regulations) and sending it by post to the address of the company (Łopuszańska 84, 02-232  Warszawa) with a note Invoice department or in electronic form by sending a scanned and signed declaration in PDF format to the address invoices@partnerspol.pl 
3. By giving the e-mail address in the Acceptance, the Customer declares, that he / she is the owner of this e-mail address. Partnerspol Ltd. is not responsible for making e-mail addresses available to third parties, or for the activities of Internet operators. 
4. The customer may change the e-mail address, to which invoices are sent electronically, by sending a motion about "Change of e-mail address" at least 3 weekdays in advance by post to the address of the company Partnerspol Ltd. with a note Invoice Department or in electronic form by sending a scanned copy of the signed motion about change of address in PDF format to the address: invoices@partnerspol.pl 
5. Cancellation of Acceptance is possible by submitting a declaration as in Attachment No. 2 and sending to the Invoice Department to the address: invoices@partnerspol.pl 
§ 5
Exceptions to the keeping of invoices in electronic form 
1. When the message containing the invoice in electronic form is not delivered to the Customer, for technical reasons lying on the Customer's part, Partnerspol Ltd. will issue a duplicate invoice in paper form and will send it by post to the address of the Customer in the Company's records. 
2. When the message containing the invoice in electronic form is not delivered to the Customer due to the wrong e-mail address of the Customer, Partnerspol Ltd. will attempt to contact the Customer under the telephone number indicated by the Customer in the Acceptance. In the case of absence of telephone contact Partnerspol Ltd. will issue a duplicate invoice in paper form and will send it by post to the address of the Customer in the Company's records. Paper form will be kept until notification of Partnerspol Ltd. by the Customer about change of the e-mail address, by filling in the motion referred to in §4 point 4.
§ 6
Final provisions 
1. Partnerspol Ltd. reserves the right to suspend the services concerning sending invoices in electronic form in the event of force majeure or other conditions. Partnerspol Ltd. will inform about it the Customer in electronic form. 
2. Partnerspol Ltd. reserves the right to make changes in this regulations. The customer will be informed about it in electronic form. 
3. The content of this regulations is available on the website http://www.partnerspol.pl/ 
4. The regulations becomes effective on 01.04.2017.   
