This and the sample below are .doc or Word® file so you can edit it to suit your own purposes. In both, I’ve made use of a Word table to keep things in order and selected ‘no border’ to hide the grid when this is printed. As always, write well and often – and invoice often as well. Anne Wayman – http://aboutfreelancewriting.com.
Your name

Name of your business

Address (where to send the check)

Phone:

Email:

To: Client’s name

Client’s contact info – address or email and maybe phone in case you have to call them

Date: (the date you’re sending the invoice)

Invoice

	Description of work
	Rate of pay (hourly or flat fee)
	Units (if you’ve done, for example, 10 blogs at $50 each – or leave blank)
	Total for this line

	
	
	
	

	
	
	
	

	
	
	
	

	Total due
	
	
	$

	
	
	
	

	
	
	
	

	Due on presentation. (or other terms you’ve set)

	

	Any other terms, like late fees, etc.

	

	(How you’re to be paid – check, PayPal etc.


Thanks!

Sample
Anne Wayman

Address: 2721 B Highland Ave., National City, CA 91950

Phone:

Email: anne@aboutfreelancewriting.com

To: XYZ Company
c/o June Smith
888.xxx.yyyy

js@wherever.com

Date: April 1, 2014
Invoice

	Description of work
	Unit Price
	Quantity
	Amount

	500 word blogs
	$100
	5
	$500.00

	1,000 word blog
	$200
	2
	$200.00

	
	
	
	

	Total due
	
	
	$700.00

	
	
	
	

	Due on presentation

	

	Any other terms, like late fees, etc.

	

	PayPal: anne@aboutfreelancewriting.com or check to address above.


Thanks!

Anne Wayman

