	INVOICE
	[Your Business Name]
[Street Address]
[City, State ZIP]
[email@example.com]




	INVOICE NUMBER
[0001]
	PERIOD COVERED
[MM/DD – MM/DD]
	DUE DATE
[MM/DD/YYYY]




	FROM
[Your Name or Business]
[Street Address]
[City, State ZIP]
[Hourly rate: $____ /hr]
	BILL TO
[Client Name]
[Street Address]
[City, State ZIP]
[PO number, if required]



	DATE
	WORK PERFORMED
	HOURS
	RATE
	AMOUNT

	
	[Date each entry. A client reviewing hours wants to see when, not just what.]
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	
	Total hours
	

	
	Subtotal
	

	
	TOTAL DUE
	$0.00




ROUNDING
[Time is billed in ____ increments, rounded to the nearest ____. State it here so it is never a surprise.]

PAYMENT TERMS
[Net 15. Timesheet detail available on request.]
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