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Invoice Checklist
Review before sending. Tick each item when it has been checked.
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Identity is correct

Confirm your business name, contact details, customer name and billing address.

Invoice is easy to identify

Include a unique invoice number, issue date, job reference and due date.

Work matches the agreement

Use clear descriptions and include approved changes or completed milestones.

Line items are accurate

Verify quantities, rates and each line total against your records.

Total and balance reconcile

Check subtotal, applicable tax, discounts and payments already received.

Payment instructions are clear

Include the agreed payment method, reference and instructions.

Terms match what was agreed

Use the agreed due date and terms. Resolve any differences before sending.

Attachments and delivery are ready

Attach supporting records, verify the recipient and open the finished PDF.

A copy is saved for follow-up

Save the sent version and record when to check for payment.
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