Invoice template
This invoice template is designed to be usable in any situation in which you might need to send someone a basic invoice.
To learn more about invoices, visit https://www.squareone.ca/resource-centres/template/invoice.
How to use this template:
1. On the following page, edit each highlighted section as appropriate for your situation—the existing information is just for example. You can remove highlighted sections entirely if they don’t apply to your situation.
2. Once updated, remove the highlight formatting.
3. Within the table, fill in information in each of the four columns. Under Description, write the names (or a short description) of each item on the invoice. Under Quantity, write the number of each item. Under Unit price, write the price per item. Under Total, multiply unit price by value for each item—the total price.
4. Next to Subtotal, write the sum of every amount in the Total column. Next to Tax, write the amount of tax charged as applicable. Finally, next to Grand total, write the sum of the subtotal and the tax.
5. When you’re ready, delete this first page so only the invoice page remains.
6. Save the invoice as a pdf.
7. Email the invoice to the recipient, or print it out and deliver a physical copy.

[Company logo]								Invoice #001

Logistics Corp. Ltd.
#101-555 Example Street
Toronto, ON V1A 1A1
Business number: 416-555-5555
Phone number: 416-555-5555

									
John Customer
									101 Example Street
									Toronto, ON V1A 1A1
									416-100-1001



Invoice date: January 1, 2022



	Description
	Quantity
	Unit price
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Subtotal:
	$ 

	
	Tax:
	$ 

	
	Grand total:
	$ 


	 
Please pay the above amount no later than February 1, 2022.

Make all cheques payable to: Logistics Corp. Ltd.

Or, send e-transfer to: accounting@logisticscorp.ca

Thank you for your business!
