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



	[ YOUR NAME / TRADING NAME ]
[ Trade or profession — e.g. Freelance Designer / Consultant ]
Sole Trader  |  Self-Employed  |  [ VAT Registered — if applicable ]
	SALES INVOICE


	



	From:
[ Full Name ]
[ Trading Name — if different ]
[ Address Line 1 ]
[ Town, County, Postcode ]
[ Tel: 07xxx xxx xxx ]
[ Email: your@email.co.uk ]
[ UTR No: xxxx xxxxxx ]
[ VAT No: GB XXX XXXX XX  (if VAT registered) ]
[ Website: www.yourwebsite.co.uk ]
		Invoice No:
	[ INV-XXXX-XXXX ]

	Invoice Date:
	[ DD Month YYYY ]

	Due Date:
	[ DD Month YYYY ]

	Payment Terms:
	[ e.g. 14 / 30 days ]

	Tax Year:
	[ e.g. 2025/26 ]

	PO Number:
	[ PO ref if applicable ]






	Bill To
[ Client / Company Name ]
[ Address Line 1, Town, County, Postcode ]
[ Tel: xxxxx xxxxxx  |  Email: client@company.co.uk ]
[ Accounts Contact Name — if known ]



Description of Services: [ Brief description — e.g. Freelance Web Design, Consulting Services ]

	#
	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%)  (if VAT registered)
	[ £0.00 ]

	
	TOTAL DUE:
	[ £0.00 ]



	Sole Trader Notice:  This invoice is issued by a self-employed sole trader. Income tax and National Insurance contributions are the sole responsibility of the trader and are declared via HMRC Self Assessment. This invoice does not include PAYE deductions. VAT is only charged if the trader is VAT registered.



	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.
[ Add any additional terms here — e.g. late payment policy, revision charges, cancellation terms ].



[ Full Name ]   t/a   [ Trading Name ]   •   Sole Trader   •   UTR: [ xxxx xxxxxx ]
[ www.yourwebsite.co.uk ]  |  [ your@email.co.uk ]  |  [ 07xxx xxx xxx ]
