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I N VO I C E

Issued
Due
Terms
PO / reference

A M O U N T  D U E
Due date · terms · reference

# D E S C R I P TI O N QT Y U N IT U N IT  P R I C E TA X A B L E A M O U N T

H OW  TO  PAY  — check payable to, ACH details, memo line

N OT E S  — completion date, retainage terms, warranty

Subtotal

Taxable amount

Sales tax (____ %)

Total

Less retainage held (____ %)

Less payments received

Balance due

PAY M E N T  T E R M S  — due date, late charge, what is and is not taxed

An invoice bills a complete amount for work or service — direct-to-owner jobs, service calls, T&M work. If you are billing a general contractor monthly against a schedule of values with retainage, use an
application for payment instead. Confirm sales tax treatment of labor and materials for your state.
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