	INVOICE



	SELF-EMPLOYED
Name: Riley Example
Business name: Riley Example Consulting
Address: 26 Example Birch Street, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: RE-0219
Invoice date: Nov 23, 2026
Payment terms: Net 15
Due date: Dec 8, 2026
Client PO no.: [PO no., if any]


BILL TO (CLIENT)
	Company
	Example Garden Center
	Attention
	Owner

	Address
	71 Sample Greenway, Sampletown

	Email
	[Email]


SERVICES
	Service
	Date or basis
	Qty
	Unit
	Rate
	Amount

	Website copy review
	Flat fee, as quoted
	1
	project
	450.00
	450.00

	Staff workshop
	Nov 12, 2026
	3
	hour
	85.00
	255.00

	Follow-up edits
	Nov 16 to Nov 20, 2026
	2.5
	hour
	85.00
	212.50

	
	
	
	
	
	

	Services subtotal
	917.50


EXPENSES, AT COST
	Service
	Date or basis
	Qty
	Unit
	Rate
	Amount

	Workshop handouts, printed
	Copy shop
	1
	order
	42.80
	42.80

	Parking at the client site
	Nov 12, 2026
	1
	day
	18.00
	18.00

	
	
	
	
	
	



	Subtotal
	917.50

	Sales tax, if applicable (0%)
	0.00

	Expenses, at cost
	60.80

	Total
	978.30

	Amount due
	978.30


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 RE-0219


NOTES
1. Expenses are billed at what they cost, with copies available on request.
1. Sample terms: payment within 15 days of the invoice date.
Please quote the invoice number with your payment.
