INVOICE
Virtual Assistant Invoice Template
InvoiceTemplateHub · Free printable template
Invoice No: ______________    Date: ______________    Due: ______________
____________________________________________________________________________________________
	FROM (your business)
Your business name
Street address
City, ST ZIP
Phone · email

Bill to:
Client name
Client company
City, ST ZIP
	Details
Job / project: ____________________
Date of work: ____________
PO #: ____________


	Description
	Qty
	Rate
	Amount

	Email management — 6 hrs
	 
	 
	 

	Calendar & scheduling — 3 hrs
	 
	 
	 

	Social media scheduling — 4 hrs
	 
	 
	 

	Tool subscriptions (pass-through)
	 
	 
	 

	Monthly retainer — 20 hrs
	 
	 
	 


	Subtotal
	

	Tax (if applicable)
	

	Total due
	



Payment terms: __________________  (suggested: due on receipt / Net 15)
Make payable to: ______________________
Thank you for your business!




