
INVOICE 

[Event Planning Company Name] 

[Street Address] 

[City, State, Zip] 

PAST DUE 

Invoice #: [00000] 

Date Issued: [MM/DD/YYYY] 

Due Date: [MM/DD/YYYY]  

Bill To: 

[Client Name] 

[Client Address] 

[Client Phone]  

Event Details: 

Event Name: [Event Name] 

Event Date: [MM/DD/YYYY] 

Venue: [Venue Name]  

Description of Services Qty/Hrs Rate Amount 

[Service Title - e.g., Full Service Coordination] [0] $0.00 $0.00 

[Service Title - e.g., Venue Sourcing & Management] [0] $0.00 $0.00 

[Service Title - e.g., On-site Staffing] [0] $0.00 $0.00 

Subtotal: $0.00 



Tax: $0.00 

Late Fee / Interest: $0.00 

Total Balance Due: $0.00 

Payment Notice: This invoice is currently past due. Please remit payment via [Payment Method] at your 

earliest convenience to avoid further late penalties. 

Thank you for your business! 


