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 to put on a recruitment invoice
Your agency name, address, email and phone, plus EIN if you have one
Client company name, billing address and the hiring manager or accounts payable contact
A unique invoice number and the invoice date
Candidate name and job title for each placement, or the worker and week for contract staff
Fee basis: percentage of first-year base salary, flat fee, retainer installment or hourly bill rate
Candidate start date, since most placement fees become due on the start date
Reimbursable expenses listed as separate lines at cost
Subtotal, sales tax shown separately where your state taxes the service, and total due
Payment terms and due date, for example Net 30
Guarantee or replacement period as agreed in your contract, plus payment instructions




