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



	Date, timekeeper, task
	Hours / Qty
	Unit
	Rate
	Amount

	Initial consultation and case assessment (partner)
	1.5
	hour
	
	

	Legal research: limitation periods (associate)
	3.2
	hour
	
	

	Drafting demand letter (associate)
	2.4
	hour
	
	

	Document review and index (paralegal)
	4
	hour
	
	

	Contract review package, flat fee
	1
	flat fee
	
	

	Court filing fee, disbursement at cost
	1
	item
	
	

	Courier and certified mail, at cost
	3
	item
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	

	Discount
	

	Tax rate
	______ %

	Tax
	

	Total due
	



Notes
Matter: [client and matter reference]. Funds held in advance applied: [amount]. Remaining balance held: [amount].
Payment terms
Payment due within 30 days. Please quote the matter reference with your payment.
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.
