The Media Trust, Sayer Vincent 110
Golden Ln, London, EC1Y 0TG

MEDIA TRUST FILMS - Invoicing Information for Producers

Media Trust Films provides an allowance of £2,500 (inclusive of VAT) to cover production costs that
cannot be sourced pro bono. This allowance comes from external grant funding and must therefore
remain inclusive of VAT.

You are responsible for managing this fixed allowance, and it cannot be exceeded.
Instalment Breakdown

e £750 - payable once the signed agreement has been returned.

e £1,250 - payable when the charity and exec signs off the treatment.

e £500 - payable after final acceptance of all deliverables by Media Trust and the charity, all
paperwork is submitted, and signed off by the exec.

Each instalment requires a dated and numbered invoice, including your VAT number if relevant.
Invoice Submission
Allinvoices must include:
e Invoice number
e Invoice date
e Charity name
e UTR number (if you don’t have one, you may leave this off)
e VAT number (if applicable)
e Company name (if applicable) or the director/producer name - whoever signed the contract
Where to send invoices
Allinvoices must be emailed to:
e  Your Executive Producer - exec name @mediatrust.org
e The JPM (Lauren Taverner) - laurent@mediatrust.org
e The Films inbox - films@mediatrust.org
Please clearly state in your email:
e The name of the charity that you are making a film for
Processing Time
Please allow 14 - 30 days for invoice processing.
Address & VAT Number

The Media Trust Sayer Vincent 110 Golden Lane London EC1Y 0TG

VAT: GB 343383111



