
INVOICE 

#INV-001 

[Virtual Assistant Name/Company] 

[Address Line 1] 

[Email Address] 

[Phone Number]  

BILL TO 

[Client Name] 

[Client Company] 

[Client Address] 

[Client Email]  

DETAILS 

Date: [MM/DD/YYYY] 

Due Date: [MM/DD/YYYY] 

PO Number: [Optional]  

Description of Services Qty/Hours Rate Amount 

Administrative Support (Inbox & Calendar) 0.00 $0.00 $0.00 

Project Coordination & Tracking 0.00 $0.00 $0.00 

Monthly Retainer Package 0.00 $0.00 $0.00 

Subtotal: $0.00  

Tax (0%): $0.00  



Total Due: $0.00  

Payment Instructions: 

Bank Transfer: [Bank Name] | Account: [Number] | Routing: [Number] 

PayPal: [Email Address] 

Thank you for your business. Please reach out if you have any questions regarding this invoice. 


