Invoice template

[Date]


[Client contact’s name]

[Client contact’s title]

[Client company/organization]

[Client’s street address]

[Client’s city, state and zip code]

INVOICE

CLIENT ____________________________________________


CONTACT___________________________________________


JOB NUMBER
_____________________________________

INVOICE NUMBER____________________________________

PURCHASE ORDER NUMBER___________________________


[or use “verbal” if no PO was issued]
DESCRIPTION

[Project name, project payment milestone, and reference to the original contract date or proposal number, and subtotal. Example: Second 1/3 upon design approval for the (client name and project title).

See agreement dated July 21st, 2013 for detailed costs.]

TOTAL INVOICE AMOUNT $___________________________
TERMS

[Example: “Payment due upon receipt” or “Net 15”]


[How the work was transferred]

Example: “Files transferred digitally via internet.”
[Who the check should be made to]

Sample invoice

