	INVOICE



	FREELANCER
Name: Casey Example
Address: 22 Example Court, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: FR-0507
Invoice date: Nov 30, 2026
Payment terms: Net 30
Due date: Dec 30, 2026
Client reference: [Client reference or PO no.]


BILL TO (CLIENT)
	Company
	Example Events Co.
	Attention
	Project lead

	Email
	[Email]


PROJECT
	Project
	Conference logistics support
	Work dates
	Nov 2 to Nov 27, 2026


FIXED-PRICE WORK
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Event logistics plan
	Venue, schedule and supplier list
	1
	plan
	600.00
	600.00

	Vendor sourcing
	Three quotes per vendor for catering and AV
	1
	task
	300.00
	300.00

	
	
	
	
	
	

	Fixed-price subtotal
	900.00


TIME BILLED HOURLY
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Coordination calls and follow-up
	Nov 9 to Nov 25
	6
	hour
	45.00
	270.00

	
	
	
	
	
	

	Hourly subtotal
	270.00


EXPENSES PASSED THROUGH AT COST
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Printing, name badges and signs
	Local print shop
	1
	order
	38.50
	38.50

	Parking for site visits
	Nov 12 and Nov 19
	2
	visit
	12.00
	24.00

	
	
	
	
	
	



	Subtotal
	1,170.00

	Sales tax, if applicable (0%)
	0.00

	Expenses passed through at cost
	62.50

	Total
	1,232.50

	Amount due
	1,232.50


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 FR-0507


PROJECT NOTES
1. Fixed-price items are billed as agreed; hourly work is billed at 45.00 an hour.
1. Expenses are passed through at cost, outside the tax line.
Please quote the invoice number with your payment.
