
CREDIT MEMO 

[Business Name] 

[Street Address] 

[City, State, Zip] 

[Phone / Email]  

Memo # : [000000] 

Date : [MM/DD/YYYY] 

Reference Invoice : [#0000]  

Credit To:  

[Client Name] 

[Client Address] 

[City, State, Zip]  

Service Description Qty/Hrs Rate Total Credit 

[Description of service or adjustment] [0] $0.00 $0.00 

[Description of service or adjustment] [0] $0.00 $0.00 

Subtotal $0.00  

Tax $0.00  

Total Credit $0.00  

Reason for Credit: [Return of goods / Overcharge / Service dissatisfaction / Other] 

Notes: This credit will be applied to your next invoice or issued as a refund upon request. 


