
INVOICE 

# [Invoice Number] 

[Virtual Assistant Name] 

[Email Address] 

[Website/Phone]  

BILL TO: 
[Client Name] 

[Company Name] 

[Client Email]  

DATE: [Issue Date] 

DUE DATE: [Due Date] 

PERIOD: [Month/Year]  

TASK DESCRIPTION HOURS RATE AMOUNT 

[Task Name/Category] 0.00 $0.00 $0.00 

[Task Name/Category] 0.00 $0.00 $0.00 

[Task Name/Category] 0.00 $0.00 $0.00 

[Task Name/Category] 0.00 $0.00 $0.00 

Subtotal $0.00  

Tax (0%) $0.00  

TOTAL DUE $0.00  



Payment Instructions: 

[Bank Transfer / PayPal / Stripe Details] 

 

Thank you for your business.  


