	CATERING INVOICE



	CATERER
Business name: Example Kitchen Catering
Address: 42 Example Avenue, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: CT-0915
Invoice date: Dec 14, 2026
Payment terms: Net 7
Due date: Dec 21, 2026
Catering agreement: [Agreement ref. and date]


BILL TO (CLIENT)
	Company
	Example Engineering Group
	Email
	[Email]

	Attention
	Casey Example, office manager

	Address
	500 Sample Boulevard, Sampletown


EVENT
	Event
	Company holiday luncheon
	Event date
	Dec 12, 2026

	Venue
	Example Engineering Group, third-floor commons

	Guests
	45 confirmed
	Service style
	Buffet


MENU
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Holiday buffet: roast chicken, braised beef, two sides, salad and rolls
	Per guest
	45
	guest
	32.00
	1,440.00

	Dessert table
	Per guest
	45
	guest
	7.50
	337.50

	
	
	
	
	
	

	Menu subtotal
	1,777.50


MENU ADD-ONS
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Vegetarian entree substitutions
	6 guests
	6
	guest
	4.00
	24.00

	Hot cider and coffee station
	Per guest
	45
	guest
	3.50
	157.50

	
	
	
	
	
	

	Add-ons subtotal
	181.50


STAFFING
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Buffet attendants
	2 staff, 4 hours
	8
	hour
	34.00
	272.00

	Event lead
	4 hours
	4
	hour
	42.00
	168.00

	
	
	
	
	
	

	Staffing subtotal
	440.00


RENTALS PASSED THROUGH AT COST
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Linen tablecloths
	Example Party Rentals
	8
	linen
	11.00
	88.00

	Chafing dishes
	Example Party Rentals
	6
	each
	15.00
	90.00

	
	
	
	
	
	



	Subtotal
	2,399.00

	Service charge on food and beverage (18%)
	352.62

	Sales tax, if applicable (0%)
	0.00

	Rentals passed through at cost
	178.00

	Total
	2,929.62

	Less: deposit received
	800.00

	Amount due
	2,129.62


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 CT-0915


EVENT NOTES
1. Deposit of 800.00 received on Nov 20, 2026, to hold the date.
1. Sample terms: the service charge is 18% of the menu and add-ons, as set out in the catering agreement.
1. Rentals are billed at the rental company's price, without markup.
Thank you for choosing us for your event.
