INVOICE
	From
[Your name or business name]
[Street address]
[City, postcode, country]
[Email and phone]
[Tax ID, if you have one]
	Bill to
[Client name]
[Client company]
[Street address]
[City, postcode, country]
[Client email]



	Invoice number
	INV-0001

	Invoice date
	__________________

	Due date
	__________________

	Currency
	USD



	Service or deliverable
	Days / Hrs
	Unit
	Rate
	Fee

	Strategy retainer, October (up to 20 hours)
	1
	month
	
	

	Additional advisory hours beyond retainer
	6
	hour
	
	

	Stakeholder interviews and synthesis
	2
	day
	
	

	Leadership workshop facilitation
	1
	day
	
	

	Written recommendations report
	1
	deliverable
	
	

	Travel: return flight, at cost
	1
	trip
	
	

	Hotel, two nights, at cost
	2
	night
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	

	Discount
	

	Tax rate
	______ %

	Tax
	

	Total due
	



Notes
Engagement: [project name]. PO: [purchase order]. Period covered: [dates]. Expenses billed at cost; receipts available on request.
Payment terms
Net 30. Please pay by bank transfer quoting the invoice number, or use the payment link.
The listed lines are typical examples: keep, edit or delete them and add your prices. Word does not add up totals automatically, so use the Excel version or the free online generator at primainvoice.com for automatic totals.
Free template by Prima Invoice (primainvoice.com). Create, convert and download invoices online with automatic totals.
