	[Your business name]
[Street address]
[Town, postcode]
[Email] · [Phone]
	INVOICE
Invoice number: INV-0001
Invoice date: [DD/MM/YYYY]
Project: [Project reference]
Due date: [DD/MM/YYYY]



BILL TO
[Customer name]
[Address]

	Description
	Qty
	Unit
	Unit price
	Amount

	Rail travel London to Leeds, [DD/MM] (net cost)
	1
	
	£96.00
	£96.00

	Hotel, 1 night, [DD/MM] (net cost)
	1
	
	£115.00
	£115.00

	Mileage, site visit, [DD/MM]
	64
	miles
	£0.45
	£28.80

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Subtotal
	£239.80

	
	VAT at 20%
	£47.96

	
	Total due
	£287.76



DISBURSEMENTS (OUTSIDE THE SCOPE OF VAT)
Land Registry fee paid on your behalf: £[0.00]

RECEIPTS
Receipts for every item are attached.

PAYMENT DETAILS
Bank: [Bank name]   Account name: [Account name]
Sort code: [00-00-00]   Account number: [00000000]

Expenses recharge invoice template from taptax.co.uk/templates/expenses-recharge-invoice
