INVOICE

Sole traders put their own name on the invoice. Add the business name too if you trade under one.
Invoice number
Invoice date
Supply date (when the work was done)

Payment due date

From Bill to
Your full name Customer name
Business name (only if you trade under one) Company (if any)
Address (a place where legal documents can reach you) Address line 1
Email and phone Town and postcode
VAT number (only if you are VAT registered) Email
Description of work Qty / hours Rate (£) Amount (£)

Subtotal
VAT (leave blank if you do not charge VAT)

Total due

Payment details

Account name

Payment terms
e.g. Payment due within 14 days of the invoice date

Notes
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