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F R E E  T E M P L A T E

Deposit and balance invoicing plan
Plan the two invoices for a staged job, so the numbers carry across and the balance is never in

doubt.

1. The job

Client: ________________________ Job / quote no.: ______________

Full price (before tax): $____________ Deposit: ____ % = $____________

2. Deposit invoice

Invoice no.

Line "Deposit (____ %) for [job], per quote [no.]" — qty 1 — $________

Due On receipt / before work starts on ____________

Paid on

3. Final invoice

Invoice no.

Lines Every item of the full job, at full price

Amount already paid $________ (the deposit)

Balance due $________

Note "Deposit of $____ received on ____ against invoice ____."

4. More than two stages

Stage Invoice no. Amount Paid on Paid so far

Deposit

Stage 2

Stage 3

Final



5. Check before sending the final invoice

Full job listed, not just the remainder

Every payment received is in Amount already paid

Deposit invoice number quoted in the notes

Balance due matches what the client expects

The full guide, with the video: fynl.io/blog/deposit-invoice-partial-

payment/

Free invoice generator: fynl.io/free-invoice-

generator


