
	  

	  
	  

 
CREATING YOUR INVOICE TEMPLATE 
 
Once your copywriting project is finished and approved by your client, it’s 
time for one of the most exciting elements of the job—getting paid! But 
the longer you wait to get your invoice to your client, the longer it will 
take before that thrilling check comes in the mail. 
 
Luckily, creating an invoice is a pretty simple process; you need to include 
just a few key pieces of information. If you are American and billing US 
clients/companies, one thing to note is that they will usually request your 
social security number in order to process your payment and then they’ll 
give you a 1099 tax form at the end of the year. 
 
You can either choose to provide this information right on your invoice to 
save a step, or wait until your client requests it. I usually just leave it on 
my invoice, but it’s your choice—just know that you’ll have to provide it.  
 
If it makes you really uncomfortable to provide your social security 
number, you can get an EIN (Employer Identification Number) to use 
instead. As of right now, you can apply online on the IRS (irs.gov) 
website. The tax implications should be exactly the same as using your 
social security number, but check with your accountant just to be 
absolutely sure.  
 



Use the following samples as your template by simply deleting the sample 
information I’ve put in and copying them to a new Word doc. 
Here’s a sample invoice for a billing by hour: 
 
Invoice for Writing Services 
 
 
To: Michael Smithson, ABC Company   
Invoice #:  7 
Date:  February 25, 2012 
 
 
 
From:   Joyce Johnson 
  123 Main St 
  Anytown, MI 02123 
  555-555-5555 
  email@emailaddress.com 
  [SSN or EIN if you want to include it] 
 
Project:  
ABC Company promotional pieces for trade show 
 
Rate: 
$50/hour 
 
Services Rendered:          Hours: Payment Due:  
Direct mail for trade show    10  $500 
 
Pre-show email      4.5  $225 
 
Bio for show brochure    2.25  $112 
 
 
Total Due        $837 
 
 
 
 
 
Payment due upon receipt. Thank you! 
 
 
 
 
 



 
 
Here’s a sample invoice for billing by project: 
 
Invoice for Writing Services 
 
 
To: Michael Smithson, ABC Company   
Invoice #:  7 
Date:  February 25, 2012 
 
 
 
From:   Joyce Johnson 
  123 Main St 
  Anytown, MI 02123 
  555-555-5555 
  email@emailaddress.com 
  [SSN or EIN if you want to include it] 
 
Project:  
ABC Company promotional pieces for trade show 
 
Services Rendered:      Payment Due:  
Direct mail for trade show     $500 
 
Pre-show email       $225 
 
Bio for show brochure     $112 
 
 
  
 
Total Due       $837 
 
 
 
 
 
Payment due upon receipt. Thank you! 
 
 
 
 
 
 



 
The “To” line should be your client’s name or your contact at that 
company, followed by the company name. If you’d like, you can also put 
their contact information (address, phone number, email) below it, as well.  
 
The “Invoice” line should reflect the number of the invoices that you’ve 
sent them, not your total number of invoices for all clients. In this 
example, this would be the seventh invoice that Joyce Johnson has sent to 
ABC Company. If, for some reason, ABC Company lost this invoice and 
needed her to resend it, she would still call it invoice number seven. 
 
The “Date” line is the date that you’re sending or emailing this invoice. 
 
The “From” section, of course, is you. You should include your full name 
and your address, as well as your email address or phone number in case 
they need to contact you. If you choose to include your SSN/EIN, this is 
also the place to put that. 
 
The “Project” line should be an overview of the work that you’ve done.  
 
The “Rate” line (if applicable) should reflect the hourly rate that you and 
your client have agreed on. 
 
The “Services rendered” line should be a description of the individual 
projects you did within the greater project. (If applicable, of course. If you 
only did one project for this invoice, you might want to keep your Project 
line very broad, like “Branding work for ABC Company” so that you can 
get specific in your Services line.) 
 
The “Total Due” line should reflect the total of all of the projects. 
 
And I always add both a “Payment due upon receipt” line as a little nudge 
to the client to be prompt about getting that checkbook out, as well as a 
genuinely felt “Thank you!” 


