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How to write 
an invoice



Making a request for 
payment...

➔ Your details
➔ Details of who needs to 

pay this
➔ Details of work carried 

out & how much owed
➔ Details of how & when 

to pay
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Your name & 

contact details

Name & 

address of 

who needs to 

pay this Date & 

invoice no.

Details of the 

work carried 

out

Total 

amount 

owed

Details of how & 

when to pay

Example 
invoice



If you haven’t been 
paid in 30 days...

➔ Set yourself a reminder 
to check payments

➔ Email to chase your 
invoice

➔ If no reply, phone to 
identify problems & 
agree a solution
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If you haven’t been 
paid in 30 days...

➔ If no solution, send 
written claim by post 
highlighting intention 
to pursue legal action

➔ If still no reply after 14 
days, start Money 
Claim Online (fees 
apply - £25+)
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www.gov.uk/make-court-claim-for-money


