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Your guide to getting started —  
and getting paid. 

BY SIMPLY BUSINESS®

Invoicing Made Easy 
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For small business owners seeking payments, 

a prompt invoice is the first step to getting 

paid on-time. 

Every invoice should:

–  Itemize the services you’ve provided, and their costs

–  Act as a formal documentation of client transactions

–  Outline exactly how the bill was reached   

It can be tough to know where to start; that’s where we can help.

Included in this guide:

–  An annotated example of an invoice, so you know what information 
to add and where

–  A PDF template — it’s free for you to use whenever you need it, and 
editable so you can change it as your business grows

Time is money. Literally.
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AMOUNT

DISCOUNT %

TOTAL

SUBTOTAL

TASK DESCRIPTION QTY. RATE

INVOICE NO.

INVOICE DATE

INVOICE TO

Provided by 

January 1, 2023

0123456789Full Client Name 
Address 1 
Address 2 
City, State, ZIP

Company Name
Address 1 
Address 2 

City, State, ZIP 
(optional) Email 

(optional) Phone 1 
(optional) Phone 2

First item here 1 $ 100.00 $ 100.00

2 $ 100.00$ 50.00Second item here

$ 75.00$ 25.003Third item here

$ 0.00

$ 0.00

$ 0.00

$ 0.00

$ 0.00

$ 0.00

$ 275.00

5

$ 261.25

Reset (This Button Won't Print)

Here’s where to 
put your business’s 
name and contact 
information

Your client’s name 
and contact details 
should go here

Including a date 
and an invoice 
number will help 
keep you organized

List the goods and 
services provided 
here (one per line)

Our template will 
calculate the total 
amount due for 
each service using 
the quantity and 
rate, then add 
them all together 
to find the subtotal.

Factor in any 
discounts or 
promotions here  
to find your total.

This should be the 
number of hours 
you spent on the 
task OR how many 
of that product you 
provided

Add your hourly 
rate or cost per 
service (whichever 
is applicable)

Our Annotated Example
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Note: The template can be modified using 

most PDF readers. If you want the template 

to do the math for you, you can with Adobe 

Acrobat Reader.

Once you have Acrobat installed, you should be able to use it to 

view and edit the invoice template. After you’ve filled it out, you 

can print the invoice or save it as a digital file.

Additional Information

To download Adobe Acrobat Reader for free:

Visit get.adobe.com/reader

Click on the ‘Download Acrobat Reader’ button

Follow the prompts to install Acrobat Reader on your computer   

https://get.adobe.com/reader
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Learn more about invoicing, bookkeeping, 

and sales for your small business:

Invoicing for Freelancers: How to Make Sure You Get Paid

What is a Point of Sale System? Here’s Everything You Wanted to Know

The Best Invoicing Software for Business Owners (2021)

How to Make the Most of Small Business Tax Deductions

The Best Small Business Tax Software if You Hate Doing Taxes

… and check out our other free invoice and business templates:

Additional Resources

All that and more can be found at the Simply Business  

Resource Center.

Learn more about small business insurance with  

Business Insurance 101.

Business plan template

Photographer invoice template

Contractor invoice template

https://www.simplybusiness.com/simply-u/articles/2020/10/invoicing-for-freelancers-how-to-make-sure-you-get-paid/
https://www.simplybusiness.com/simply-u/articles/what-is-a-point-of-sale-system-november-2022/
https://www.simplybusiness.com/simply-u/articles/2021/07/best-invoicing-software-for-small-business/
https://www.simplybusiness.com/simply-u/articles/2020/10/small-business-tax-deductions/
https://www.simplybusiness.com/simply-u/articles/2019/09/best-small-business-tax-software/
https://www.simplybusiness.com/simply-u/tools-&-apps/
https://www.simplybusiness.com/resources/business-insurance-101/
https://www.simplybusiness.com/simply-u/articles/2020/09/free-business-plan-template/
https://www.simplybusiness.com/simply-u/articles/2020/09/how-to-create-a-photographer-invoice/
https://www.simplybusiness.com/resources/contractor-invoice-template/

