
INVOICE 

Virtual Assistant Services 

Invoice #: [0000] 

Date: [Month Day, Year] 

FROM 

[Your Name/Agency] 

[Address Line 1] 

[Email Address] 

[Phone Number] 

BILL TO 

[Client Name/Company] 

[Address Line 1] 

[Project/Department] 

[Client Email] 

Description of Specialized Tasks Hours/Qty Rate Subtotal 

[Service Category: e.g., Executive Admin Support] [0.00] $[0.00] $[0.00] 

[Service Category: e.g., Technical/Data Management] [0.00] $[0.00] $[0.00] 

[Service Category: e.g., Project Coordination] [0.00] $[0.00] $[0.00] 

Subtotal: $[0.00] 

Tax/Fees: $[0.00] 



Monthly Total Due: $[0.00] 

PAYMENT INFO 

Method: [Bank Transfer / PayPal / Stripe] 

Account: [Details/Link] 

Due Date: [Date] 

NOTES 

Thank you for your partnership. Please contact me if you have any questions regarding this 

month's activity report. 

Specialized Virtual Assistant Monthly Invoice Template 


