
Invoice Structure Proposal 

Date: [Insert Date] 

To, 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

 

Dear [Client's Name], 

We are pleased to present our formal invoice structure proposal for your kind consideration. This 

proposal outlines the components and structure that we believe will streamline our billing 

process. 

Proposed Invoice Structure: 

1. Header:  

o Company Logo 

o Company Name and Contact Information 

o Invoice Number 

o Invoice Date 

o Due Date 

2. Client Information:  

o Client Name 

o Client Address 

o Client Contact Information 

3. Itemized Billing:  

o Description of Services Provided 

o Quantity 

o Unit Price 

o Total for Each Item 

4. Subtotal: 

5. Taxes: 

6. Total Amount Due: 

7. Payment Instructions: 

We believe that this structured approach will ensure clarity and efficiency in our invoicing 

process. Please feel free to reach out if you have any questions or require further modifications to 

this proposal. 



Thank you for considering our proposal. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


