Invoice
Replace everything in [brackets]. Delete any line you don't need.
From
[Your name or business name]
[Address]
[Email] · [Phone]
[Tax or VAT number, if you have one]
Bill to
[Client name]
[Client contact]
[Client address]
Invoice details
Invoice number: [INV-0001]
Issue date: [DD Month YYYY]
Due date: [DD Month YYYY]
Currency: [USD]
Work and costs
	Description
	Hours or quantity
	Rate
	Amount

	[Design work, 1–15 March]
	[12]
	[100.00]
	[1,200.00]

	[Client workshop]
	[3]
	[100.00]
	[300.00]

	[Expense: stock photos]
	[1]
	[45.00]
	[45.00]


Totals
Subtotal: [1,545.00]
Tax ([rate]%): [0.00]
Total due: [1,545.00]
How to pay
[Bank transfer details, or a link to pay online]
Payment terms: [Net 15: payment due within 15 days of the issue date]
Notes
[Thank you for your business.]

Template by Tristiks Grow. Tristiks Grow can fill this in for you from your tracked time and client details.




