
INVOICE 

Invoice #: [00000] 

Date: [YYYY-MM-DD] 

[Your Company Name] 

[Street Address] 

[City, State, Zip] 

[Country] 

[Tax ID / VAT Number] 

Bill To:  

[Client Name] 

[Company Name] 

[Address] 

[Country] 

[Client Tax ID] 

Trip Details:  

Traveler: [Name] 

Destination: [City, Country] 

Period: [Start Date] to [End Date] 

Description Date 
Currency 
(Original) 

Exchange 
Rate 

Amount 
(Local) 

[International Flight] [Date] [USD 0.00] [1.00] [0.00] 

[Accommodation] [Date] [EUR 0.00] [0.00] [0.00] 



Description Date 
Currency 
(Original) 

Exchange 
Rate 

Amount 
(Local) 

[Ground 
Transportation] 

[Date] [Local 0.00] [0.00] [0.00] 

[Daily Subsistence/Per 
Diem] 

[Range] [0.00] [1.00] [0.00] 

Subtotal: [0.00] 

Tax/VAT: [0.00] 

Total Amount Due ([Currency]): [0.00]  

Payment Instructions:  

Bank Name: [Name] | SWIFT/BIC: [Code] | IBAN/Account: [Number] 

Notes: [e.g., Conversion rates based on OANDA as of date of expense] 


