INVOICE
	From
[Your business name]
[Address]
[Email]  [Phone]
[Tax or VAT number, if registered]
	Invoice number: [INV-0001]
Issue date: [date]
Due date: [date]
PO / reference: [reference]
Currency: [USD]



Bill to
[Client name]
[Client address]
[Billing contact email]

	Description
	Qty
	Rate
	Amount

	Project fee: [deliverable]
	
	
	0.00

	Hourly work: [task]
	
	
	0.00

	Approved expense at cost: [item]
	
	
	0.00

	
	
	
	0.00

	
	
	
	0.00

	
	
	
	0.00

	
	
	
	0.00

	
	
	
	0.00

	Subtotal
	
	
	0.00

	Tax rate (%)
	
	0
	

	Tax
	
	
	0.00

	Total
	
	
	0.00

	Amount paid
	
	
	0.00

	Balance due
	
	
	0.00



Payment terms
Payment due within 15 days of the invoice date, as agreed on [date]. Replace with the terms you agreed with this client.
Notes

Before sending: totals are Word table formulas. After changing a quantity, rate, tax rate or amount paid, select the table and press F9 (Fn+F9 on a Mac) to update them, then delete this note and save as PDF. In Google Docs the formulas become fixed numbers, so type the totals yourself or use the .xlsx version.




