	RETAINER INVOICE



	BUSINESS
Business name: Example Bookkeeping Co.
Address: 42 Example Street, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: RT-0412
Invoice date: Dec 1, 2026
Payment terms: Net 15
Due date: Dec 16, 2026
Retainer period: Dec 1-31, 2026


BILL TO (CLIENT)
	Company
	Example Cafe LLC
	Attention
	Riley Example

	Address
	19 Sample Square, Sampletown

	Email
	[Email]


RETAINER TERMS
	Monthly retainer
	2,400.00
	Included hours
	20 hours a month

	Overage rate
	120.00 an hour

	Unused hours
	Sample terms: unused hours expire at the end of each period


RETAINER
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Monthly retainer
	Dec 1-31, 2026; includes 20 hours
	1
	month
	2,400.00
	2,400.00

	Retainer subtotal
	2,400.00


OVERAGE HOURS
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Hours over the included 20
	Nov 1-30, 2026: 23.5 hours used
	3.5
	hour
	120.00
	420.00

	
	
	
	
	
	

	Overage subtotal
	420.00



	Subtotal
	2,820.00

	Sales tax, if applicable (0%)
	0.00

	Total
	2,820.00

	Less: unused retainer credit, if any
	0.00

	Amount due
	2,820.00


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 RT-0412


RETAINER NOTES
1. The retainer is billed at the start of each period; overage hours are billed in the next invoice.
1. Hours used in the previous period: 23.5, against 20 included. A time report is available on request.
Please quote the invoice number with your payment.
