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FREE LOG

Invoice numbering plan and log

Choose your format once, then log every number you issue, including the ones you cancel.

1. Pick a system
System Looks like Good when
Running count INV-0001, INV-0002 One series, few invoices, simplest to keep
By year 2026-001, 2026-002 You want to see the year at a glance
By client ACME-001, ACME-002 A few big clients who ask "which one is this?"
By project P118-01, P118-02 Long jobs billed in stages
2. My format
Prefixe __________ Separator: ____ Digits: ____ Firstnumber: __________
Restart each year?dJ yes([d no
3. Register
Number Date Client Amount Status (sent / paid / credited)
4.Rules

O Never use a number twice
O Never delete a number; mark it credited
O A wrong invoice gets a credit note that quotes its number

O The replacement gets the next number



The full guide: fynlio/blog/how-to-number-invoices/ Free invoice generator: fynlio/free-invoice-generator



