
INVOICE 

Virtual Assistant Services 

Invoice #: [000] 

Date: [MM/DD/YYYY] 

FROM: 

[Your Name / Business Name] 

[Address] 

[Email / Phone]  

TO: 

[Client Name / Company] 

[Address] 

[Email]  

Description of Tasks Hours Rate/Hr Amount 

[Service Description 1] 0.00 $0.00 $0.00 

[Service Description 2] 0.00 $0.00 $0.00 

[Service Description 3] 0.00 $0.00 $0.00 

Subtotal: $0.00 

Tax (0%): $0.00 

Total Due: $0.00 



Payment Terms: Due within [X] days via [Payment Method] 

Notes: Thank you for your business! 


