INVOICE
A clear record of work completed and payment details
	Invoice number: [enter]
	Issue date: [enter]

	Due date: [enter]
	Currency: [enter]



FROM
	Business or trading name: [enter]
Contact person: [enter]
Address: [enter]
Email / phone: [enter]
Business identifier (if applicable): [enter]
	BILL TO
Client or organisation: [enter]
Contact person: [enter]
Address: [enter]
Email: [enter]



WORK COMPLETED
	Item or service
	Quantity
	Rate
	Amount

	[describe work]
	[enter]
	[enter]
	[enter]

	[describe work]
	[enter]
	[enter]
	[enter]

	[describe work]
	[enter]
	[enter]
	[enter]

	[describe work]
	[enter]
	[enter]
	[enter]



	Subtotal
	[enter]

	Other agreed amount (if applicable)
	[enter]

	TOTAL DUE
	[enter]



PAYMENT DETAILS
	Payment method or account details: [enter]
	Payment reference: [enter]

	Payment terms: [enter]
	Questions / contact: [enter]



General administrative template only. This is not tax or BAS advice and does not guarantee compliance. For tax or BAS advice, speak with an appropriately registered tax or BAS professional.
