
	[Your Business Name]
[Street address, City, State ZIP]
[email@yourbusiness.com]
[Phone]
	INVOICE
Invoice no.    INV-0001
Invoice date    Nov 16, 2026
Due date    Dec 16, 2026



	BILL TO
[Customer Name]
[Billing address]
[customer@email.com]
	PROJECT
Operations review, phase 1
BILLING PERIOD
Oct 1–31, 2026
CLIENT CONTACT
D. Alvarez, COO
AGREEMENT / PO NO.
SOW-2026-014



	DESCRIPTION
	QTY
	RATE
	TAX
	AMOUNT

	Discovery interviews and process mapping (hours)
	18
	$165.00
	—
	$2,970.00

	Findings workshop, half day
	1
	$950.00
	—
	$950.00

	Written recommendations report
	1
	$1,800.00
	—
	$1,800.00

	Travel, billed at cost
	1
	$312.40
	—
	$312.40

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	$6,032.40

	Tax
	$0.00

	Total
	$6,032.40

	Balance due
	$6,032.40



	NOTES
Hours are itemized by date in the attached timesheet. Travel receipts are available on request.
	TERMS & CONDITIONS
Payment due within 30 days. Work under the statement of work named above.


Replace the bracketed text and the sample lines with your own. Prices are fictional. Sample tax is on goods and materials only; check what is taxable in your state.
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