	FINAL EVENT PLANNING INVOICE



	PLANNER
Business name: Example Events Co.
Address: 8 Example Lane, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: EP-2077
Invoice date: 15 Jun 2027
Payment terms: 14 days
Due date: 29 Jun 2027
Deposit invoice: EP-2041


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

	Final guest count
	118


PLANNING FEES
	Description
	Qty
	Unit
	Rate
	Amount

	Full-service planning and coordination
	1
	event
	6,500.00
	6,500.00

	Design and styling
	1
	event
	1,200.00
	1,200.00

	Rehearsal coordination
	1
	event
	450.00
	450.00

	Extra coordination hours on the day, approved 12 Jun
	3
	hour
	75.00
	225.00

	
	
	
	
	

	Planning fees subtotal
	8,375.00


VENDOR COSTS PASSED THROUGH AT COST
	Description
	Qty
	Unit
	Rate
	Amount

	Ceremony chair rental, Example Rentals (bill R-5531)
	120
	chair
	4.50
	540.00

	Welcome and table signage, Example Print Co.
	3
	sign
	65.00
	195.00

	Late-night snack order, Example Bakery
	1
	order
	310.00
	310.00

	
	
	
	
	

	Vendor costs subtotal
	1,045.00



	Subtotal (planning fees)
	8,375.00

	Sales tax, if applicable (0%)
	0.00

	Vendor costs passed through at cost
	1,045.00

	Total
	9,420.00

	Less: deposit received
	3,260.00

	Amount due
	6,160.00


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-2077


NOTES
1. Vendor costs are charged at the amount on each vendor's bill, with no markup. Copies of the vendor bills are attached.
1. The extra coordination hours were approved by the client on the event day.
Thank you for letting us plan your event. Please quote the invoice number with your payment.
