INVOICE
Template for freelance crew. Replace everything in [square brackets]. Delete any line you do not need.
	From
	To

	[Your full name]
[Business name, if you use one]
[Address where legal documents can be delivered]
[Email] · [Phone]
	[Production company's full legal name]
[Production company address]
FAO: [Production accountant or coordinator]
Production: [Production title]



	Invoice number
	Invoice date
	Purchase order (PO) number
	Dates worked

	[e.g. JS-0007, never reused]
	[DD/MM/YYYY]
	[From the deal memo or production]
	[DD/MM/YYYY to DD/MM/YYYY]


What this invoice is for
	Description
	Quantity
	Rate (£)
	Amount (£)

	[Role, e.g. 2nd AC] days worked as agreed in the deal memo dated [date]
	[days]
	[your agreed rate]
	[ ]

	Overtime as recorded on the timesheet (attached)
	[hours]
	[agreed OT rate]
	[ ]

	Kit or box rental as agreed (list items, or attach the kit list)
	[days/weeks]
	[agreed rate]
	[ ]

	Mileage or travel, if agreed
	[miles/trips]
	[agreed rate]
	[ ]

	Expenses agreed in advance, receipts attached
	
	
	[ ]

	
	
	Subtotal
	[ ]

	
	
	VAT at [rate]% (only if you are VAT registered)
	[ ]

	
	
	TOTAL DUE
	[ ]


Payment
Payment terms: [as agreed in your deal memo, e.g. within X days of the invoice date]. If no date was agreed, UK law treats payment as late 30 days after the customer receives the invoice or the work is done, whichever is later.
Bank: [Account name] · Sort code: [00-00-00] · Account number: [00000000] · Reference: [invoice number]
VAT number: [only if registered]   ·   Company number: [only if you trade through a limited company]
Under the Late Payment of Commercial Debts (Interest) Act 1998, I may claim statutory interest and fixed debt recovery costs on late payment.
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