Invoice
	From

	Bill to




	Invoice no.:
	

	Invoice date:
	

	Date of supply:
	

	Due date:
	



	No.
	Description
	Qty
	Unit
	Unit price
	VAT
	Amount

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	



	Net amount
	

	VAT
	

	Total
	



Bank details
Account holder: 
IBAN: 
BIC: 

Notes


What to put on an event planner invoice
Your business name, address, phone and email, plus your EIN if you have one
Client name and billing address, and the contact person for corporate events
A unique invoice number and the invoice date
Event name, date and venue, so the client can match the invoice to the contract
Planning fee, coordination hours and each item you supply, with quantity, unit price and line total
Retainer or deposit already received, deducted from the amount due
Subtotal, sales tax shown as a separate amount where you charge it, and the total due
Payment due date, accepted payment methods and your bank or payment details
Reference to the signed contract and its cancellation terms




