RETAINER INVOICE
	[Your logo]
[Business name]
[Address]
[Phone / email]
[Tax or license ID]
	Invoice no.
[Invoice no.]
Issue date
[Issue date]
Due date / terms
[Due date / terms]
Reference / PO no.
[Reference / PO no.]



	BILL TO
[Customer name]
[Address]
[Email / phone]
	JOB DETAILS
Billing period
[Billing period]
Agreement / retainer no.
[Agreement / retainer no.]
Included this period
[Included this period]
Hours included / used
[Hours included / used]


Billed:   In advance  /  In arrears
LINE ITEMS
The retainer fee, hours over the plan and approved expenses on separate lines.
	DESCRIPTION
	QTY / HOURS
	RATE
	AMOUNT

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



	PAYMENT INSTRUCTIONS
[How the customer can pay you]
TERMS AND CONDITIONS
[Late fee, warranty or cancellation terms]
NOTES
[Notes]
	 
		Subtotal
	 

	Discount
	 

	Tax (      %)
	 

	Total
	 

	Amount paid
	 

	Balance due
	 





Free invoice template from doany.ai/tools/invoice-templates/retainer
