My Company Ltd.

Our Slogan ™

INVOICE
	My Company Ltd.

Street Address

City, State/Province Country ZIP
	
	Invoice No.:
	XXXXXXXXXX

	
	
	Customer No.:
	XXXXXXXX

	
	
	
	

	Phone: 
(333) 555-0100 
	
	
	

	Fax: 
(333) 555-0111
	
	
	

	
	
	
	

	
	
	
	

	BILL TO:
	SHIP TO:

	
Customer Company Office
	
Customer Company Warehouse

	
Street Address
	
Street Address

	
City, State/Province Country ZIP
	
City, State/Province Country ZIP

	
Contact: Customer Contact
	
Contact: Warehouse Manager

	
Tel #: (XXX) XXX-XXXX
	
Tel #: (XXX) XXX-XXXX

	
Fax #: (XXX) XXX-XXXX
	
Fax #: (XXX) XXX-XXXX


	Date
	Ship Via
	Freight Paid By
	Terms

	MMM / DD / YYYY
	BBB Freight
	Destination
	2.00%-10 Days/Net 30

	Purchase Order Number
	Order Date
	Sales Territory
	Our Order Number

	XXXXXX
	MMM / DD / YYYY
	Sales Rep Name
	XXXXXXXXXX

	

	QUANTITY ORDERED
	ITEM NUMBER
	PRODUCT DESCRIPTION
	UNIT PRICE
	AMOUNT

	
	
	
	
	

	100
	XXXXX
	Blue Widgets
	123.45
	12,345.00

	10
	XXXXX
	Red Widgets
	123.45
	1,234.50

	
	
	
	
	

	
	
	Promo allowance@ 20%
	
	-2175.90

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Invoice Subtotal
	
	11,403.60

	
	
	Sales Tax 1
	7%
	798.25

	
	
	Sales Tax 2
	7%
	798.25

	
	
	Invoice Total
	
	13,000.10

	
	
	Currency
	
	USD

	
	
	
	
	

	
	
	
	
	

	Please Remit Payment To:
	My Company Ltd.

Street Address 
City, State/Province Country ZIP

	
	Phone: 
(555) 555-5555  

	
	Fax: 
(555) 555-5556

	
	

	
	PLEASE RETURN COPY OF INVOICE WITH PAYMENT

	

	
	My Company Ltd. Copy
	
	Destination Copy
	


My Company Ltd. 

Street Address, City, State/Province Country ZIP



TEL: (333) 555-0100    FAX: (333) 555-0111    www.mycompany.com


