[YOUR LOGO]
[YOUR BUSINESS NAME]
[Address] · [Phone] · [Email] · [Website]
INVOICE
	Invoice number
	[0001]

	Invoice date
	[Date]

	Due date
	[Date]

	Bill to
	[Client name, company, billing address, email, phone]

	Event
	[Event name or type, for example Smith-Lee wedding or Acme product launch]

	Event date
	[Date]

	Venue
	[Venue name and address]

	Guest count
	[Number]

	Contract or proposal
	[Contract number or date signed]



Planning services
	Description
	Qty
	Rate
	Amount

	Planning fee: [full planning, partial planning or day-of coordination], per contract
	[1]
	[fee]
	[amount]

	Additional planning hours beyond the contract, [dates]
	[hours]
	[rate]
	[amount]

	Day-of coordinator or assistant, [number] staff, [hours] hours
	[qty]
	[rate]
	[amount]

	Travel, [destination or mileage], per contract
	[qty]
	[rate]
	[amount]



Vendor costs billed through us (per contract)
	Vendor and service
	Qty
	Rate
	Amount

	[Vendor name]: [rentals, for example tables, chairs, linens]
	[qty]
	[price]
	[amount]

	[Vendor name]: [decor or florals]
	[qty]
	[price]
	[amount]

	[Vendor name]: [other vendor service]
	[qty]
	[price]
	[amount]



	Summary
	Amount

	Subtotal
	[amount]

	Sales tax, if it applies
	[amount]

	Total
	[amount]

	Retainer received on [date]
	-[amount]

	Payment 2 received on [date]
	-[amount]

	Balance due by [date]
	[amount]



Payment schedule
	Payment
	Due date
	Amount
	Status

	Retainer, due at signing
	[Date]
	[amount]
	[Paid or Due]

	Payment 2
	[Date]
	[amount]
	[Paid or Due]

	Final balance
	[Date, before the event]
	[amount]
	[Paid or Due]



How to pay: [Payment link, card, bank transfer or check instructions].
Terms: [Retainer terms from your contract]. Final balance due by [date]. Late payments: [your contract's late fee, if any]. Changes after [date] are billed as additional services.
Notes: [For example, final guest count due [date]; vendor receipts available on request.]
Thank you for planning your event with [business name].
