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CBRE GWS EMEACBRE

WHY ARE WE HOLDING TRAINING SESSIONS?
Historical overview

We wasn’t 

told we 

couldn’t 

post 

invoices?

We was 

given an 

incorrect 

PO

We’ve not 

been given 

a PO!

We didn’t 

know Canon 

rejected the 

invoice

The sites 

now closed 

but my 

invoice 

hasn’t been 

paid?

We didn't 

know there 

was lots of 

entity's

Where do 

we 

escalate?

Where am 

I meant to 

send my 

invoice?

Tradex, 

what's 

that?

Who do I 

contact?

The 

Warsaw 

team 

haven’t 

responded

2019 Saw an increase in the volume of non-payment 
escalations from our suppliers.

A deep dive investigation highlighted a number of areas 
where we needed to provide additional support to our 
supply chain

This included; 
➢ Communication around the invoicing procedure
➢ Clarify the invoicing process
➢ CBRE Entities
➢ Purchase Order (PO) formats
➢ Where to submit invoices
➢ Canon & Tradex
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CBRE GWS EMEA: AN OVERVIEW

• >$15M

• Global / multi countries

• Full service FM/PJM/Transactions

• Global platform country by country structure

• < $15M

• One country or less than 4

• Full service locally (not normally Transactions)

• Or stand alone engineering

• Local platform country by country structure

• Single, multi or global country

• FM / Engineering / ICT

• Enterprise and standalone Data Centres

• Global platform

ENTERPRISE 
ACCOUNTS 

LOCAL FACILITIES 
MANAGEMENT 

DATA CENTRE 
SOLUTIONS



HOW TO INVOICE MANAGED SERVICES LIMITED (UK)
LOCAL FACILITIES MANAGEMENT (LFM) & DATA CENTRE SOLUTIONS (DCS)

Invoice Creation: 

CBRE PO MUST 
be referenced on 

the invoice

Invoice 
Submission:

Submit invoice 
via Tradex

Invoice 
Allocation:

Invoice 
registered for PO 

originator to 
approve

Invoice Approval:

PO originator 
approves invoice

Check status with 
Tradex

Invoice Payment:

Invoice is added 
to payment run 
and paid as per 

agreed terms

• This process is for all invoices that correspond with purchase orders, D05POXXXXXXXXX (9 digits)

• The “invoice to” address is CBRE Managed Services Ltd, 61 Southwark Street, London, SE1 0HL 

• The “deliver to” address is the contact address where your goods or services are to be supplied

• Invoices requirements; Suppliers name, address and VAT/Tax registration number; Delivery Date; Amount and full description of goods/services; Billing 

interval and period to which it relates; Net amount broken down by tax rates; VAT Amount; Invoice Date; Invoice number and valid PO number

• Queries should be submitted to the PO originator. For payment status, please review Tradex

➢ Only submit invoices once the services are complete. All service records must be received by the site teams to confirm works/services are complete 

➢ Out of Hours Orders – where a PO is unobtainable due to the order being placed OOH, please take the CBRE representatives name and ensure you 

receive a PO by the following midday

➢ The payment term will be from the day your invoice is correctly received by CBRE, not the date you specified on your invoice

WE DO NOT ACCEPT INVOICES BY POST



HOW TO INVOICE CBRE GWS LIMITED (UK) 
ENTERPRISE ACCOUNTS

• This process is for all invoices that correspond with purchase orders, GB1POXXXXXXXXX (9 digits) 

• The “invoice to” address is CBRE GWS Limited, 61 Southwark Street, London SE1 0HL 

• The “deliver to” address is the contact address where your goods or services are going to be supplied

• Invoices requirements; Suppliers name, address and VAT/Tax registration number; Delivery Date; Amount and full description of goods/services; Net 

amount broken down by tax rates; VAT Amount; Invoice Date; Invoice number and valid PO number

• Queries should be submitted to the PO originator. For payment status please review Tradex

➢ Only submit invoices once the services are complete. All service records must be received by the site teams to confirm works/services are complete 

➢ Out of Hours Orders – where a PO is unobtainable due to the order being placed OOH, please take the CBRE representatives name and ensure you 

receive a PO by the following midday

➢ The payment term will be from the day your invoice is correctly received by CBRE, not the date you specified on your invoice

Invoice 
Creation: CBRE 
PO MUST be 

referenced on 
the invoice

Invoice 
Submission:

Submit invoice 
via Tradex

Invoice 
Allocation:

Invoice 
registered for 
PO originator 

to approve

Invoice 
Approval:

PO originator 
approves 
invoice

Check status 
with Tradex

Invoice 
Payment:

Invoice is 
added to 

payment run 
and paid as per 

agreed terms

WE DO NOT ACCEPT INVOICES BY POST



HOW TO INVOICE CBRE GWS (IRELAND) LIMITED 
Consolidated legal entities: CBRE MANAGED SERVICES (IRELAND) LIMITED, CBRE CORPORATE 
OUTSOURCING LIMITED and CBRE GWS LIMITED (IRISH BRANCH)

• This process is for all invoices that correspond with purchase orders, D10POXXXXXXXXX (9 digits)

• The “invoice to” address is CBRE GWS (Ireland) Ltd, Connaught House, Number One Burlington Road, Dublin 4, D04 C5Y6, Ireland

• The “deliver to” address is the contact address where your goods or services are going to be supplied

• Invoices requirements; Suppliers name, address and VAT/Tax registration number; Delivery Date; Amount and full description of goods/services; Net 

amount broken down by tax rates; VAT Amount; Invoice Date; Invoice number and valid PO number

• Queries should be submitted to the PO originator. For payment status please review Tradex

➢ Only submit invoices once the services are complete. All service records must be received by the site teams to confirm works/services are complete 

➢ Out of Hours Orders – where a PO is unobtainable due to the order being placed OOH, please take the CBRE representatives name and ensure you 

receive a PO by the following midday

➢ The payment term will be from the day your invoice is correctly received by CBRE, not the date you have specified on your invoice

Invoice 
Creation: CBRE 
PO MUST be 

referenced on 
the invoice

Invoice 
Submission:

Submit invoice 
via Tradex

Invoice 
Allocation:

Invoice 
registered for 
PO originator 

to approve

Invoice 
Approval:

PO originator 
approves 
invoice

Check status 
with Tradex

Invoice 
Payment:

Invoice is 
added to 

payment run 
and paid as per 

agreed terms

WE DO NOT ACCEPT INVOICES BY POST



CBRE GWS EMEACBRE

PROJECT PAYMENT PROCESS

Valuation 
Date

• Suppliers must agree valuation dates with Project Manager at the pre-contract meeting, BEFORE work commences onsite. This is normally 28 days after commencement on site but alternative periods 
can be agreed pre-contract e.g. 14 days after start on site

Interim 
Payments

• Interim payments usually run in monthly cycles

• CIS – GWS (Construction Industry Scheme) are paid weekly. All invoices must be approved by CBRE Project Manager no later than Thursday PM. Payments made to suppliers on Tuesdays

• CIS – Managed Services are paid fortnightly. All invoices must be approved by CBRE Project Manager no later than 2 days before payment proposal. Payments made on Tuesdays

Completion 
Certificate

• Allow 7 days for the valuation to be processed by CBRE after receipt. If the normal certification process applies, a certificate will be issued within a further 7 days

Issuing 
Invoices

• VAT invoices can then be issued via Tradex

Invoice 
Approval

• Check your invoice is approved for payment at least 7-10 days before the due date. The Project Manager is responsible for approving valid invoices

Payless 
Notice

• If you submit your invoice without following the Valuation and Certificate process then CBRE may issue a Payless Notice stopping payment or making deductions to invoices received in accordance with 
the Housing Grants Regeneration Act

Summary of key topic areas 
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TRADEX: THE BENEFITS

ENTERPRISE 
ACCOUNTS 

LOCAL 
FACILITIES 
MANAGEMENT

DATA CENTRE 
SOLUTIONS

CBRE has made it faster, cost effective and environmentally friendly for you to submit your invoices through the free web based tool, Tradex. The 
platform, run by Causeway, provides greater visibility of your invoices life-cycle and accessible information at your fingertips. 

Additional benefits include; 

✓ Self-Service System

✓ Submit invoices and credit notes quickly online

✓ Monitor and view the status of invoices submitted through Tradex, in real-time

✓ View payment due dates

✓ Access payment date and reference information, once paid

✓ Statement reconciliation COMING SOON!

✓ Easy to use, intuitive tool

✓ Training materials available online through Tradex  HTTP://HELP.CAUSEWAY.COM/TRADEX_PORTAL/#T=INTRODUCTION.HTM

If you haven’t registered already, please register here HTTP://WWW.CAUSEWAY.COM/CBRE-TRADEX-REGISTRATION

http://help.causeway.com/tradex_portal/#t=introduction.htm
https://urldefense.proofpoint.com/v2/url?u=http-3A__www.causeway.com_cbre-2Dtradex-2Dregistration&d=DwMFAg&c=jozbAXBGpZCeJmn-Q9SThA&r=Zz8N8vIgLDMJdDt0ICpym5FeVR7RqZ5R5g2-BfE9wPs&m=6tFSO-QCXv4Yj_4z1ahbvVV3XuZRU5xXswP-pKIxUOI&s=aYK2FS33d3Ze7likHwt8nkbclzVY1LLUKgg6EE-oY3k&e=
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AP TEAM: TOP 5 QUERIES ANSWERED

1. COMMON REASONS FOR 
INVOICE REJECTION

• Invalid PO 

• Delivery address

• Wrong Entity invoiced 

• Invoicing training guidance not 
followed

• Incorrect invoices are automatically 
rejected

2. REMITTANCE ADVICE

• The quickest way to view your invoice status 
is  through Tradex

• Automated remittances are emailed to the 
address specified by the supplier in either 
mySUPPLIER or the setup form

• To request a remittance email the address 
below, subject ‘Vendor – Company Name –
Remittance Request’

• To amend your email for remittance please 
update mySUPPLIER and also send an email 
to the address below

3. BANK DETAILS UPDATE

• Update your mySUPPLIER profile, Inc. 
your bank details on the signed letter 
headed paper

• E-mail the updated signed letter 
headed paper with subject ‘BANK 
DETAILS’ 

• The team will be in contact to verify 
your bank details

• MySUPPLIER Link

5. SUBMITTING INVOICES 

• Please DO NOT DUPLICATE invoice 
submission

• Please ensure you use the correct 
entity when submitting through Tradex

• Please submit invoices inline with the 
previous slides

4. INVOICE PAYMENT DATES 

• Payments are made when invoices 
are processed by the relevant site 
team

• We a payment run on a Tuesday

• Payments should reach your account 
within 3 working days

QUERIES

UK: CBRE-GWS-UK-RESOLUTION@CBRE.COM

+44 800 098 8046

IRELAND: CBRE-GWS-IR-RESOLUTION@CBRE.COM

+353 180 081 7391 

The AP Team will aim to respond within 5 working days. However, this can take up to 2 weeks dependant on volume. Please do not send duplicate queries during this time.  

https://mysupplier.cbre.eu/auth/realms/cbre-live/protocol/openid-connect/auth?scope=openid+email+profile&response_type=code&redirect_uri=https%3A%2F%2Fmysupplier.cbre.eu%2Flogin%3FauthProvider%3D1&state=nbz5LE5H9fnuVtIcOcz3e1ncrVgOy202RoMGgLqQCXM&nonce=JMyn36ugTC9RLe7nJRiUxopgYOKEh1kv8hvarWh9X_E&client_id=app&dswid=1911&dsrid=981
mailto:cbre-uk-resolution@cbre.com
mailto:cbre-gws-ir-resolution@cbre.com


Danke.Спасибо. 감사합니다. ধন্যবাদ. ありがとう. Merci.

Gracias. 謝謝. Salamat. Obrigado. .धन्यवाद.شكرا

CBRE © 2019 All Rights Reserved. All information included in this proposal pertaining to CBRE—including but not limited to its operations, employees, technology and clients—are proprietary and confidential, and are supplied with the understanding that they will be held in confidence and not disclosed to third parties without

the prior written consent of CBRE. This letter/proposal is intended solely as a preliminary expression of general intentions and is to be used for discussion purposes only. The parties intend that neither shall have any contractual obligations to the other with respect to the matters referred herein unless and until a definitive

agreement has been fully executed and delivered by the parties. The parties agree that this letter/proposal is not intended to create any agreement or obligation by either party to negotiate a definitive lease/purchase and sale agreement and imposes no duty whatsoever on either party to continue negotiations, including without

limitation any obligation to negotiate in good faith or in any way other than at arm’s length. Prior to delivery of a definitive executed agreement, and without any liability to the other party, either party may (1) propose different terms from those summarised herein, (2) enter into negotiations with other parties and/or (3) unilaterally

terminateall negotiationswith the other party hereto. CBRE and the CBRE logo are service marks of CBRE, Inc. and/or its affiliated or related companies in the United States and other countries. All other marksdisplayed on this document are the property of their respective owners.

THANK YOU. 


