
Invoice Breakdown Explanation 

Dear [Client's Name], 

Thank you for your business. Below is a detailed breakdown of the charges included in the 

invoice # [Invoice Number] dated [Invoice Date]. 

Invoice Summary 

Description Hours Rate Amount 

[Service 1 Description] [Number of Hours] [Hourly Rate] [Total Amount] 

[Service 2 Description] [Number of Hours] [Hourly Rate] [Total Amount] 

Total   [Total Invoice Amount] 

If you have any questions about this breakdown or need further information, please do not 

hesitate to reach out. 

Thank you for your prompt payment. 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Business Name] 


