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 translation invoice
Your name or business name, address, email and phone
Client name and billing address, plus a contact person or PO number if the client uses one
A unique invoice number and the invoice date
Project reference: document name, language pair and delivery date
Each service on its own line with quantity, unit (word, page, hour) and unit price
Word count basis: source or target words, and the tool or method used to count
Surcharges and minimum fees as separate lines, such as rush delivery or certification
Subtotal, sales tax only if it applies, and the total due
Payment terms and due date, for example Net 30 or Net 15
Payment instructions: bank details, PayPal, Wise or card, and who checks are payable to




