	INVOICE



	FROM
Name or business: Example Bookkeeping Services
Address: 27 Example Street, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: HR-2207
Invoice date: Nov 23, 2026
Payment terms: Net 15
Due date: Dec 8, 2026
Billing period: Nov 9-20, 2026


BILL TO
	Company
	Example Florist LLC
	Attention
	Avery Example

	Address
	5 Sample Road, Sampletown

	Email
	[Email]


TIME ENTRIES
	Date
	Task
	Hours
	Rate
	Amount

	Nov 9
	Bank and card reconciliation for October
	2.25
	65.00
	146.25

	Nov 11
	Payroll setup for 2 new employees
	1.5
	65.00
	97.50

	Nov 16
	Monthly reports and notes
	3.75
	65.00
	243.75

	Nov 18
	Call with the owner about cash flow
	0.5
	65.00
	32.50

	Nov 20
	Vendor bills and filing
	2
	65.00
	130.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	650.00

	Sales tax, if applicable (0%)
	0.00

	Amount due
	650.00


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 HR-2207


TIME NOTES
1. Hours are in decimals: 0.25 is 15 minutes, 0.5 is 30 minutes and 0.75 is 45 minutes.
1. 10 hours in this period at 65.00 an hour.
1. Detailed notes for each entry are available on request.
Please quote the invoice number with your payment.
