	EVENT PLANNING DEPOSIT INVOICE



	PLANNER
Business name: Example Events Co.
Address: 8 Example Lane, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: EP-2041
Invoice date: 28 Oct 2026
Payment terms: 14 days, to hold the event date
Due date: 11 Nov 2026


BILL TO
	Client name
	Jordan Sample and Riley Example

	Address
	22 Sample Road, Sampletown

	Phone / email
	[Phone or email]


EVENT
	Event
	Wedding reception
	Event date
	12 Jun 2027

	Venue
	Example Hall, Sampletown

	Guest count
	120 (expected)
	Planning agreement
	Signed 21 Oct 2026


DEPOSIT REQUESTED
	Service
	Agreed fee
	Deposit %
	Amount

	Full-service planning and coordination
	6,500.00
	40%
	2,600.00

	Design and styling
	1,200.00
	40%
	480.00

	Rehearsal coordination
	450.00
	40%
	180.00

	
	
	
	



	Subtotal
	3,260.00

	Sales tax, if applicable (0%)
	0.00

	Amount due
	3,260.00


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

	Bank details
	[Bank name, account and routing numbers]

	Payment reference
	Invoice no. EP-2041


PAYMENT SCHEDULE
1. Deposit: 40% of each agreed fee, on this invoice, due by 11 Nov 2026 to hold the event date.
1. Balance: the remaining 60% (4,890.00) plus any vendor costs met on your behalf, on a final invoice after the event.
NOT ON THIS INVOICE
1. Venue, catering, florals and rentals are contracted with each vendor directly, unless listed on the final invoice as passed through at cost.
Cancellation and refund terms are those in the signed planning agreement.
