Invoice
	FROM
[Your business name, or full company name as on the certificate of incorporation]
	INVOICE NUMBER
[INV-0001, unique]

	ADDRESS
[Your business address]
	INVOICE DATE
[DD/MM/YYYY]

	PHONE AND EMAIL
[Your phone] / [Your email]
	SUPPLY DATE
[Date the work was done]

	COMPANY NUMBER AND REGISTERED OFFICE
[Limited companies only]
	PAYMENT DUE BY
[DD/MM/YYYY]

	VAT NUMBER
[Only if you are VAT registered]
	RELATED QUOTE OR JOB
[Reference, optional]


BILL TO
	CUSTOMER OR COMPANY NAME
[Customer name]
	ADDRESS
[Customer address]


WHAT YOU ARE CHARGING FOR
	DESCRIPTION
	QTY
	UNIT PRICE
	AMOUNT

	[Labour: describe the work]
	[1]
	[0.00]
	[0.00]

	[Materials: describe]
	[1]
	[0.00]
	[0.00]

	
	
	
	

	
	
	
	

	
	
	
	


	Subtotal
	[0.00]

	VAT at [rate]% (only if VAT registered)
	[0.00]

	Total owed
	[0.00]


HOW TO PAY
	ACCOUNT NAME
[Account name]
	SORT CODE / ACCOUNT NUMBER
[00-00-00] / [00000000]

	PAYMENT REFERENCE
[Invoice number]
	PAYMENT TERMS
[e.g. 14 days from invoice date]


	Thank you for your business. [Add any late payment terms you have agreed with the customer.]
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