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
No sales tax charged.

What a professional services invoice should show
Your business name, address, email and phone, plus EIN if you use one (example format 12-3456789)
Client name, billing address and the contact person or department that approves invoices
A unique invoice number and the invoice date
Engagement reference: contract, statement of work, matter or purchase order number
Service period covered, for example September 1 to September 30, 2026
Each service line with hours or units, rate and line amount
Reimbursable expenses listed separately from fees, billed at cost or as agreed
Retainer or deposit already received, deducted before the balance due
Subtotal, sales tax only where it applies, and total due
Payment terms, due date and how to pay (ACH details, check payee or payment link)




