
G u i d e t o I n v o i c i n g

Wr i t t e n b y

K i r s t y C a m e r o n
D i r e c t o r o f S e c o n d H o m e S t u d i o + C a f e

@ s e c o n d h o m e a b e r d e e n
@ _ _ k i r s t y c a m e r o n

A l t h o u g h i n t h e p u b l i c d o m a i n a n d a v a i l a b l e f o r d i s t r i b u t i o n , t h e c o n t e n t s
o f t h i s d o c u m e n t r e m a i n t h e p r o p e r t y o f K i r s t y C a m e r o n

a n d S e c o n d H o m e S t u d i o + C a f e C I C . Yo u h a v e o u r p e r m i s s i o n t o s h a r e a n d d i s t r i b u t e t h i s
d o c u m e n t b u t p l e a s e d o n o t c o p y a n y p a r t o f t h i s w o r k w i t h o u t c o n s e n t .



Second Home ' s Gu ide t o Wr i t i ng an I nvo i c e .

Wr i t i ng an i nvo i c e i s no t a s ha rd o r a s s ca r y a s i t s eems . An i nvo i c e i s a
s t ra i gh t f o r wa rd documen t wh i c h s t a t e s how muc h someone owes you , and
whe re t hey shou l d pay i t t o . T ha t i s l i t e ra l l y i t .

I n t h i s documen t , we ' ve i n c l uded a f ew exemp la r y i nvo i c e s w i t h i n t h i s
r e sou r ce . You can down load an i nvo i c e t emp la t e on ou r webs i t e .

Fu r t he r no t e s on i nvo i c i ng .

When send i ng ac ro s s an i nvo i c e , i t ' s a good idea t o send a read re ce i p t t o
en su re you r i n t ended re c i p i en t ha s re ce i ved you r ema i l on t ime . Tha t way,
t he re ' s no d i spu t e ove r i s s ue da t e and paymen t da t e .

Keep on t op o f you r i nvo i c e s ! I ha t e a mes sy de s k t op bu t I keep my i s s ued ,
unpa id i nvo i c e s on my de s k t op un t i l t h ey a re pa id . T h i s r em i nd s me t o c ha se
t hem up when t hey a re l a t e .

I f you have s t a t ed any f u r t he r l a t e paymen t f ee s i n you r con t ra c t , you may
w i s h t o i n c l ude t h i s i n f o rma t i on on you r i nvo i c e a l so .

Chec k be f o re you c ha se . I f you ' r e un su re i f an i nvo i c e ha s been pa id , c he c k
be f o re you c ha se up t he payee . Th i s sa ve s you t ime and any po t en t i a l
m i s unde r s t and s be tween you and t he re c i p i en t . I f you ' r e s u re t hey haven ' t
pa i d , don ' t be a f ra i d t o c ha se t hem up . I f t h ey don ' t r e spond , t r y ano t he r
con t a c t w i t h i n t he company i f you have one , o r h i t up t he i r s o c i a l med ia . I t ' s
impo r t an t no t t o pan i c a t t h i s s t age - you r i n i t i a l po i n t o f con t a c t may be ou t
o f o f f i c e o r no t r e ce i v i ng you r ema i l s .

I f t h e re i s s t i l l no re spon se , you a re w i t h i n you r r i gh t s t o s end a f i na l r eque s t
f o r t h e money be f o re pu r s u i ng l ega l a c t i on .



I N V O I C E { I N V O I C E N U M B E R } A M O U N T D U E

T O T A L A M O U N T D U E

I N V O I C E T E R M S :
P A Y M E N T B Y B A C S W I T H I N 7 D A Y S O F R E C E I P T P L E A S E .

A C C O U N T D E T A I L S :

N A M E O N A C C O U N T { B U S I N E S S O R P E R S O N A L }
A C C N U M B E R
S O R T C O D E
B A N K

T H A N K Y O U .

DATE OF ISSUE

NAME OF PERSON OR COMPANY BE ING INVOICED
123 ADDRESS
ABERDEEN
AB00 0AB

INCLUDE A DATE OF ISSUE TO ENSURE INVOICE IS PA ID ON T IME

TH IS I S JUS T A GUIDE . YOU CAN CHANGE THE FORMAT OF THE
INVOICE TO SU I T YOUR BRANDING GUIDEL INES AS REQUIRED

{NUMBER } X NAME OF SERV ICE OR GOODS PROVIDED £ {AMOUNT}

£ {AMOUNT}

£ { TOTAL AMOUNT}

{NUMBER } X NAME OF SERV ICE OR GOODS PROVIDED

YOUR NAME / COMPANY NAME
YOUR ADDRESS

ABERDEEN
AB00 00AB

YOUR NUMBER OR EMAI L

YOUR LOGO

Gu ide t o c rea t i ng an i nvo i c e

INCLUDE THE QUANT I T Y I F REQUIRED

TOTAL INVOICE AMOUNT TO BE PA ID
{ THE NUMBERS ABOVE ADDED TOGETHER }

TH IS I S GOOD TO INCLUDE FOR ANY
INVOIC ING QUER IES FROM THE CL I ENT

SOME BANKS ASK FOR TH IS INFORMAT ION
FOR FRAUD CHECKS SO IT ' S HANDY TO INCLUDE I T



I N V O I C E { I N V O I C E N U M B E R - 0 0 2 / 2 0 2 2 } A M O U N T D U E

T O T A L A M O U N T D U E

I N V O I C E T E R M S :
P A Y M E N T B Y B A C S W I T H I N 7 D A Y S O F R E C E I P T P L E A S E .

A C C O U N T D E T A I L S :

S E C O N D H O M E S T U D I O + C A F E C I C { B U S I N E S S A C C }
8 3 - 1 5 - 1 4
0 0 2 0 4 4 3 4
R B S ( Q U E E N S C R O S S B R A N C H )

T H A N K Y O U .

01/02/2022

MR NAMENAME
123 SOMETH ING ROAD
ABERDEEN
AB00 0AB

4 X ART TU I T ION ON 01/01/2022 AT £10PP £40

£40

£80

4 X ART TU I T ION ON 20/01/2022 AT £10PP

SECOND HOME STUD IO + CAFE C IC
39 HUNTLY S TREET

ABERDEEN
AB10 1TJ

HEL LO@SECONDHOMEABERDEEN .COM

Examp l e o f a comp l e t ed i nvo i c e


