	GROUP BOOKING INVOICE



	HOTEL
Hotel name: Example Harbor Hotel
Address: 1 Example Quay, Sampletown
Phone / email: [Phone or email]
Group sales contact: [Contact name]
	INVOICE DETAILS
Invoice no.: GRP-7712
Invoice date: 20 Nov 2026
Group contract no.: BLK-2026-118
Payment terms: Direct bill, 30 days
Due date: 20 Dec 2026


BILL TO
	Company
	Example Analytics Ltd.
	Attention
	Accounts payable

	Billing address
	55 Sample Street, Sampletown

	PO no.
	PO-55821


GROUP AND STAY
	Group name
	Example Analytics sales conference

	Arrival
	16 Nov 2026
	Departure
	19 Nov 2026

	Rooms in block
	25
	Rooms picked up
	22


ROOM BLOCK
	Description
	Qty
	Unit
	Rate
	Amount

	Standard king, 16-19 Nov (20 rooms x 3 nights)
	60
	room night
	149.00
	8,940.00

	Executive suite, 16-19 Nov (2 rooms x 3 nights)
	6
	room night
	289.00
	1,734.00

	Unused rooms below contracted pickup (1 room x 3 nights)
	3
	room night
	149.00
	447.00

	
	
	
	
	

	Room block subtotal
	11,121.00


MEETING ROOMS
	Description
	Qty
	Unit
	Rate
	Amount

	Harbor Room, full-day meeting rental, 17-18 Nov
	2
	day
	650.00
	1,300.00

	AV package: projector, screen, 2 microphones
	2
	day
	180.00
	360.00

	
	
	
	
	

	Meeting rooms subtotal
	1,660.00


FOOD AND BEVERAGE
	Description
	Qty
	Unit
	Rate
	Amount

	Welcome reception, 16 Nov
	45
	guest
	34.00
	1,530.00

	Lunch buffet, 17-18 Nov
	96
	cover
	28.00
	2,688.00

	Coffee breaks, 17-18 Nov
	100
	cover
	9.50
	950.00

	
	
	
	
	

	Food and beverage subtotal
	5,168.00



	Subtotal
	17,949.00

	Room taxes, if applicable (0%)
	0.00

	Sales tax on meeting rooms and food, if applicable (0%)
	0.00

	Total
	17,949.00

	Less: deposit received
	4,000.00

	Amount due
	13,949.00


HOW TO PAY
	Accepted methods
	Bank transfer or company card

	Account name
	[Account name]
	Payment reference
	Invoice GRP-7712 / PO-55821

	Bank details
	[Bank name, account and routing numbers]


BILLING NOTES
1. Charges follow group contract BLK-2026-118, including its room-block pickup terms: 90% of the 25-room block, so 23 rooms.
1. Guests settled their own room service, bar and other extras at check-out; those charges are not on this invoice.
1. The rooming list and banquet event orders are available on request.
Please quote the invoice number and PO number with your payment.
