	BOOKKEEPING INVOICE



	BOOKKEEPER
Business name: Example Bookkeeping Services
Address: 12 Example Ledger Lane, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: BK-1107
Invoice date: Dec 1, 2026
Payment terms: Net 15
Due date: Dec 16, 2026
Service period: Nov 1-30, 2026


BILL TO (CLIENT)
	Company
	Example Landscaping LLC
	Attention
	Owner

	Email
	[Email]


ENGAGEMENT
	Engagement letter
	[Engagement letter ref. and date]

	Monthly tier
	[Your tier, such as accounts covered and transactions a month]

	Accounts reconciled
	Operating checking, savings and 1 credit card, plus payroll clearing


MONTHLY BOOKKEEPING
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Monthly bookkeeping
	November 2026, at the tier in the engagement letter
	1
	month
	450.00
	450.00

	Additional account reconciliation
	Payroll clearing account
	1
	account
	40.00
	40.00

	
	
	
	
	
	

	Monthly subtotal
	490.00


CATCH-UP WORK
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Catch-up bookkeeping
	Categorize and reconcile Aug and Sep 2026
	6.5
	hour
	65.00
	422.50

	Vendor list cleanup
	Merge duplicate vendor records
	1.5
	hour
	65.00
	97.50

	
	
	
	
	
	

	Catch-up subtotal
	520.00


YEAR-END ADD-ONS
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Year-end close package
	Adjusting entries list and year-end reports for your tax preparer
	1
	package
	350.00
	350.00

	
	
	
	
	
	

	Add-ons subtotal
	350.00



	Subtotal
	1,360.00

	Sales tax, if applicable (0%)
	0.00

	Amount due
	1,360.00


HOW TO PAY
	Accepted methods
	Bank transfer, ACH or check
	Account name
	[Account name]

	Bank details
	[Bank name, account and routing numbers]

	Payment reference
	Invoice BK-1107


ENGAGEMENT NOTES
1. Sample terms: the monthly fee covers the tier set out in the engagement letter; a month above the tier is billed at the next tier.
1. Catch-up hours are billed at 65.00 an hour, as agreed.
1. The year-end close package is prepared for your tax preparer; tax returns are not included.
Please quote the invoice number with your payment.
