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



BILL TO
[Customer name]
[Address]

	Description
	Qty
	Unit
	Unit price
	Amount

	Mon [DD/MM]: bookkeeping and bank reconciliation
	3.5
	hours
	£35.00
	£122.50

	Wed [DD/MM]: payroll and pension submissions
	2
	hours
	£35.00
	£70.00

	Fri [DD/MM]: VAT return preparation
	2.5
	hours
	£35.00
	£87.50

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Subtotal
	£280.00

	
	Total due
	£280.00



TERMS
Time billed in 15-minute increments. Payment within 14 days.

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

Hourly invoice template from taptax.co.uk/templates/hourly-invoice
