Template: type over the text in [brackets], replace the sample lines and prices with your own, then delete this line.

Invoice
Invoice #: [1001]
Date: [Date]
Terms: Due on receipt

[Your business name]
[Street address]
[City, State ZIP]
[Phone]
[Email]

Bill to
[Customer name]
[Job address]
[City, State ZIP]
[Phone]
[Email]

	Description
	Qty
	Rate
	Amount

	Service call
	1
	$89.00
	$89.00

	Labor: annual service, one system (hours)
	1.5
	$95.00
	$142.50

	Filter
	1
	$24.00
	$24.00

	Travel outside the service area
	1
	$25.00
	$25.00

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Subtotal:  $280.50
Tax:  [if any]
Total:  $280.50

If you add tax, type the amount on the Tax line and change the Total to match.
