
	[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 1, 2026



	BILL TO
[Customer Name]
[Billing address]
[customer@email.com]
	PROJECT
Bookkeeping cleanup
BILLING PERIOD
Oct 1–15, 2026
HOURLY RATE
$60.00



	DESCRIPTION
	QTY
	RATE
	TAX
	AMOUNT

	Oct 1 - Reconcile bank accounts, July to September (hours)
	4.5
	$60.00
	—
	$270.00

	Oct 6 - Categorize card transactions (hours)
	3
	$60.00
	—
	$180.00

	Oct 9 - Review unpaid invoices with owner (hours)
	1.5
	$60.00
	—
	$90.00

	Oct 14 - Quarter-end report and notes (hours)
	2.25
	$60.00
	—
	$135.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	$675.00

	Tax
	$0.00

	Total
	$675.00

	Balance due
	$675.00



	NOTES
Total for the period: 11.25 hours.
	TERMS & CONDITIONS
Payment due within 15 days.


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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