	TEMPLATE INSTRUCTIONS: Replace all [ highlighted yellow fields ] with your own details before sending. Delete this instruction box when complete.



	🔧 [ YOUR NAME / TRADING NAME ]
[ Tagline — e.g. Reliable Local Handyman Services ]
[ Accreditation / Insurance — e.g. £1M Public Liability Insured ]
	SALES INVOICE


	



	From:
[ Full Name / Trading Name ]
[ Sole Trader / Ltd Company ]
[ Address Line 1 ]
[ Town, County, Postcode ]
[ Tel: 07xxx xxx xxx ]
[ Email: your@email.co.uk ]
[ VAT No: GB XXX XXXX XX  (if VAT registered) ]
[ UTR No: xxxx xxxxxx  (if self-employed) ]
		Invoice No:
	[ INV-XXXX-XXXX ]

	Invoice Date:
	[ DD Month YYYY ]

	Due Date:
	[ DD Month YYYY ]

	Payment Terms:
	[ e.g. 14 days net ]

	Job Ref:
	[ Job / booking ref ]

	Call-Out Date:
	[ DD Month YYYY ]






	Bill To
[ Client Full Name ]
[ Address Line 1, Town, County, Postcode ]
[ Tel: 07xxx xxx xxx  |  Email: client@email.co.uk ]



Description of Works: [ Brief description — e.g. General Repairs & Maintenance, Address ]

	#
	Description
	Qty
	Unit Price
	Amount

	1
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	2
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	3
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	4
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	5
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	6
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	7
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]

	8
	[ Description of work ]
	[ Qty ]
	[ £0.00 ]
	[ £0.00 ]



	
	Subtotal:
	[ £0.00 ]

	
	VAT (20%):
	[ £0.00 ]

	
	TOTAL DUE:
	[ £0.00 ]



	Labour Rate Information:  Call-out charge: [ £XX ]   |   Hourly rate: [ £XX/hr ]   |   Min. charge: [ e.g. 1 hour minimum ]



	Bank Transfer Details
[ Bank Name ]
[ Account Name ]
[ Sort Code: XX-XX-XX ]
[ Account No: XXXXXXXX ]
[ Reference: INV-XXXX-XXXX ]
Cheques payable to [ Company Name ]
	Terms & Conditions
Payment due within 30 days. Overdue accounts may incur interest at 8% above the Bank of England base rate under the Late Payment of Commercial Debts Act 1998.
All work is guaranteed for [ X months ] from the date of completion. [ Add any additional terms here — e.g. materials sourced by client are not covered by this guarantee ].



[ Trading Name ]   •   Sole Trader / [ Company No: XXXXXXXX ]   •   [ VAT No: GB XXX XXXX XX ]
[ www.yourwebsite.co.uk ]  |  [ your@email.co.uk ]  |  [ 07xxx xxx xxx ]
