
INVOICE 

[Business Name] 

[Your Name] 

[Email Address] 

[Phone Number] 

Invoice #: [0000] 

Date: [MM/DD/YYYY] 

Due Date: [MM/DD/YYYY] 

BILL TO: 

[Client Name] 

[Company Name] 

[Client Address] 

[Client Email] 

PAYMENT TERMS: 

Retainer Period: [Month/Year] 

Status: Due Upon Receipt 

Description Hours/Qty Rate Amount 

VA Retainer Package - [Package Name] [00] $[0.00] $[0.00] 

Overage Hours (Pre-approved) [00] $[0.00] $[0.00] 

Additional Expenses (Software/Tools) 1 $[0.00] $[0.00] 

Subtotal: $[0.00]  

Tax (0%): $[0.00]  



Total: $[0.00]  

PAYMENT INSTRUCTIONS: 

Transfer via [PayPal/Stripe/Bank Transfer] to: [Payment Details] 

Thank you for your business! 


