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What	is	the	best	free	invoice	template.	How	to	write	an	invoice	for	freelance	graphic	design	work.	How	to	invoice	as	a	freelance	writer.	Freelance	writer	invoice	template	word.	How	to	make	an	invoice	template	on	word.

Your	invaluable	writing	skills	need	timely	payments	&	as	a	freelance	writer	or	a	copywriter,	you	need	to	ensure	correct	payments	are	made	for	the	products	&	services	provided.	Use	our	free	invoice	template	to	get	paid	faster	and	free	up	your	time	to	focus	on	what	you	really	love:	writing.	You	became	a	writer	because	you’re	passionate	about	writing,
creating	content,	or	evoke	emotion	through	your	words.	Our	free	invoice	template	is	here	to	shortcut	the	job	of	generating	writing	invoices.		✔	Unique	invoice	number		✔	A	payment	due	date		✔	The	total	price	for	the	project		✔	Details	of	any	discounts,	on	a	separate	line		✔	The	client’s	business	name	and	contact	details		✔	Your	name,	business	name,
and	contact	details		✔	The	invoice	date,	which	is	the	date	when	you	send	the	invoice		✔	Payment	methods	you’ll	accept,	such	as	check,	bank	transfer,	credit	card,	or	other	payment	details.		✔	Extra	payment	terms,	late	payment	fees,	early	payment	discount	or	check	processing	fees		✔	List	of	services	provided.	Each	task	on	a	separate	line,	such	as
“Writing	Content	for	XYZ	Website”	&	add	the	quantity	or	the	no.	of	hours,	&	the	total	cost	for	each	task.	Being	a	writer	means	carrying	out	many	different	tasks,	from	researching	the	topic	to	writing	content	that	follows	the	best	SEO	practices.	Your	clients	might	not	realize	how	much	goes	into	your	work,	so	make	sure	to	break	down	your	services
clearly	so	they	understand	what	exactly	they	are	paying	for.	For	example,	you	might	have	written	content	for	a	new	E-Commerce	website	&	digital	marketing	campaign.	So	when	invoicing	for	copy	&	digital	marketing	services,	this	type	of	task	would	be	“Writing	Website	Content	Copy-Writing	for	a	Marketing	Campaign”	and	the	tasks	themselves	would
be	“Writing	content	for	an	E-Commerce	website”	&	“Writing	copy	for	FB,	Instagram,	Email	Marketing	campaign	May	2020”.	Explaining	your	services	in	detail	is	also	a	good	way	to	let	the	client	know	about	how	much	time,	effort,	&	resources	it	took	you	to	get	the	job	done.	It’s	a	good	idea	to	use	a	writing	invoice	generator	and	create	a	list	of	your
most	commonly-used	services,	so	you	can	copy	and	paste	them	into	your	invoice.		✔	SEO	Writing		✔	Resume	Writing		✔	Blog	Writing		✔	Grant	Writing		✔	Report	Writing		✔	Technical	Writing		✔	Short	Story	Writing		✔	Academic	Writing		✔	Travel	Writing		✔	Legal	Writing		✔	Calligraphy		✔	Speech	Writing	Working	as	a	freelance	copy-writer,		use
simplified	&	professional	invoicing	templates	to	let	your	clients	know	what	about	your	services,	charges,	&	other	payment	details.	Other	benefits	include:	✔	Stay	in	control	of	your	client	accounts.	✔	Keep	book-keeping	in-house	for	longer.	✔	Find	income	information	when	it’s	time	to	file	taxes.	✔	Always	know	when	payments	are	due	or	overdue.	✔
Make	it	simple	to	follow	up	on	late	payments.	✔	Monitor	your	writing	business’	growth.	✔	Keep	track	of	the	different	services	that	you	offer.	✔	Show	tax	authorities	that	you	are	organized	&	reliable.	Create	Copy-Writing	Invoice	As	a	copywriter	or	social	media	content	creator,	your	contract	should	include	details	about	when	the	client	needs	to	pay	for
your	work.	The	best	time	to	invoice	depends	on	the	project.	Long	term	recurring	contract	Invoice	for	payment	every	month	Small	standalone	project	Request	the	entire	payment	at	the	end	of	the	work	Large	standalone	project	Ask	for	part	of	your	bill	upfront,	and	either	invoice	for	the	rest	when	you’re	finished	or	add	another	part-payment	when	you
are	half-way	through.	Some	companies	have	a	fixed	day	of	the	month	when	they	make	their	international	payments,	so	send	in	your	invoice	a	few	days	in	advance.	It’s	always	better	to	be	professional	&	accurate	when	invoicing	like	you	are	when	you’re	working	for	your	freelance	writing	clients.	Here’s	a	list	of	copy-writing	invoicing	best	practices	to
make	things	easier:	✔Accept	as	many	payment	methods	as	possible,	especially	electronic	transactions.	✔Include	multiple	ways	for	your	client	to	contact	you,	in	case	they	have	a	question.	✔Review	your	contract	to	check	that	you’ve	fulfilled	all	the	terms	and	that	your	invoice	details	match	what	you	agreed	with	the	client.	✔Use	a	free	marketing	invoice
template	to	make	your	invoice	look	professional	and	easy	to	read.	✔List	special	costs	like	late	fees,	and	taxes	like	sales	tax,	separately.	✔Keep	a	copy	of	every	invoice	for	your	own	records,	so	that	you	can	track	when	payment	is	due.	✔Follow	up	on	client	payment.	Make	sure	to	send	reminders	promptly	if	anyone	misses	a	payment.	Create	Freelance
Writing	Invoice	Create	Copy-Writing	Invoice	Now	Back	To	Top	(In	the	same	vein,	be	sure	to	read	“5	Things	That	Freelance	Writers	Can	Do	to	Keep	from	Getting	Stiffed.”)	Why	is	an	in-depth	article	about	freelance	writer	invoices	worth	your	time?	If	you’re	anything	like	me,	you	love	writing.	And	you	like	the	idea	of	getting	paid	to	write.	Those	two
things,	love	and	alignment,	propelled	you	into	freelance	writing.	But	understanding	the	mechanics	of	a	good	blog	post	is	a	far	cry	from	being	a	shrewd	businessperson.	In	fact,	we’re	talking	about	two	different	skillsets—a	dog	versus	a	cat.	What	is	normal	with	freelance	writing?	What	is	weird?	Suddenly,	you’re	trying	to	decipher	nuances	like	these:
For	you	to	require	a	down	payment	before	you	start	writing?	Normal.	For	a	client	to	ask	you	to	start	working	right	away	while	they	process	your	invoice?	Normal.	But	I’d	politely	refuse.	They	must	pay	to	play.	For	a	client	to	ask	you	to	do	a	small	project	before	they	pay	you	anything	so	that	they	can	evaluate	whether	you	have	the	right	skills?	Run
away.	The	more	you	learn	about	the	business	side	of	freelancing,	the	fewer	weird	situations	you	encounter.	Allow	me	to	translate:	Sidestepping	“weird”	means	that	you	end	up	getting	paid	more	often	and	getting	frustrated	less	often.	You	want	to	write.	You	want	to	get	paid.	Getting	paid	requires	invoices.	Becoming	an	expert	with	invoices,	as	well	as
the	other	parts	of	your	business	ecosystem	connected	to	them,	will	take	you	full	circle	back	to	your	first	love:	writing.	Let’s	start	with	the	basics.	Humor	me.	What	is	an	invoice?	A	receipt	is	what	you	get	after	you	have	paid.	You	get	a	receipt	at	a	restaurant.	An	invoice	is	a	request	for	payment.	You	receive	an	invoice	from	the	HVAC	repair	guy	who
recharged	the	freon	in	your	unit.	An	invoice	communicates,	“Pay	me	this	amount	for	goods	delivered	or	services	rendered.”	An	invoice	also	serves	as	proof	that	a	business	transaction	happened.	Invoices	make	a	paper	trail	that	shows	the	flow	of	money,	as	follows:	During	tax	season,	when	you’re	preparing	your	return,	you	may	receive	a	1099	from
each	of	your	clients—at	least	if	you	live	and	work	in	the	United	States.	The	amounts	cited	on	those	1099s	should	match	the	total	of	the	invoices	that	you	sent.	After	your	clients	report	that	total	amount	to	the	IRS	on	their	tax	returns,	they	keep	your	invoices	(that	is,	the	paper	trail)	on	file	to	prove	that	you	performed	services	and	that	they	paid	you	for
them.	When	should	freelance	writers	send	their	invoices?	You	can	send	invoices	before,	during,	and	after	a	project.	I	always	require	a	down	payment	(that	is,	a	non-refundable	deposit)	for	each	project	before	I	get	started.	So	I	will	send	that	invoice	on	the	heels	of	the	Client	Service	Agreement	(CSA).	In	my	CSA,	I	will	break	up	the	outstanding	balance
into	milestone	payments	or	an	amortized	amount	per	month	based	on	the	project’s	expected	duration.	For	example,	if	the	project	total	is	$6,000,	then	I	will	require	a	$3,000	down	payment.	The	remaining	$3,000	I	will	break	up	into	two	payments	of	$1,500	due	at	30	days	and	60	days.	So	I	will	send	three	invoices:	one	before	the	project	and	two	during
the	project.	If	the	project	stretches	past	60	days,	that	is	fine	with	me.	The	client	has	already	paid	me	in	full.	What	are	the	best	ways	to	accept	payments	online?	Some	confusion	surrounds	this	question.	Most	freelance	writers	ask	how	to	accept	payments	online	without	knowing	that	the	question	is	a	rabbit	hole.	As	soon	as	you	ask	about	merchant
services,	you	might	as	well	be	Alice.	For	example,	FreshBooks	is	cloud-based	accounting	software.	Along	with	Xero,	FreshBooks	is	a	direct	competitor	of	QuickBooks.	All	three	will	have	comparable	feature	sets.	But	we’re	not	finished	complicating	matters.	A	slew	of	other	web	and	mobile	apps	have	carved	out	their	own	pieces	of	the	payments	and
accounting	pie.	Freckle	focuses	on	time	tracking.	Harvest	(affiliate	link)	focused	on	time	tracking,	invoicing,	and	payment	processing.	Harpoon	focuses	on	time	tracking,	invoicing,	payment	processing,	and	planning.	But	back	to	the	original	question—I	accept	two	primary	payment	methods:	PayPal	and	Stripe.	Some	clients	prefer	the	ease	of	PayPal
payments.	They	already	have	PayPal	accounts,	so	they	can	click	on	the	invoice	link,	click	on	the	PayPal	button,	and	finish	the	transaction	within	a	minute	or	two.	Stripe,	my	other	accepted	method,	handles	all	of	my	clients’	credit	card	payments.	Setting	up	an	account	is	free,	and	processing	fees	vary	depending	on	your	sales	volume.	The	baseline	is
2.9%	plus	$0.30	per	transaction.	PayPal’s	fee	structure	is	identical.	The	FreshBooks	fees	are	too:	2.9%	of	the	transaction	total,	plus	$0.30	for	Visa	and	MasterCard	and	3.5%	plus	$0.30	for	AMEX.	But	there’s	a	catch…	You	can	bill	clients	outside	of	the	U.S.	and	Canada	with	FreshBooks,	but	you	will	have	to	charge	them	in	USD	or	CAD.	As	a	result,	their
banks	may	charge	them	currency	conversion	fees	or	foreign	transaction	fees,	even	if	they	pay	the	invoice	with	their	local	credit	card.	On	the	other	hand,	Stripe	processes	payments	in	over	135	currencies.	You	can	charge	clients	in	their	“native”	currency	yet	still	receive	payment	in	yours.	(As	you	can	probably	guess,	I’m	glossing	over	some	of	the
nuances.)	The	bottom	line	is	that	you	should	give	clients	more	than	one	payment	option,	and	I	prefer	Stripe	and	PayPal,	with	Payoneer	as	a	third	option	that	I	keep	in	my	back	pocket.	Freelancers	in	Eastern	Europe	and	200	countries	around	the	world	often	have	difficulty	receiving	payments	from	other	countries.	Payoneer	stepped	onto	the	scene	and
made	a	splash	by	lowering	fees,	processing	payments	faster,	and	offering	greater	flexibility.	My	illustrator	in	Macedonia	uses	Payoneer	to	request	payments	from	me.	Freelance	writers	in	Canada	and	the	United	States	take	certain	financial	products	for	granted—namely,	credit	cards.	But	what	many	freelancers	will	give	who	live	in	countries	like
Tunisia	where	they	simply	cannot	get	access	to	an	international	credit	card.	Payoneer	figured	out	how	to	enable	freelance	marketplaces	to	transfer	funds	quickly	and	securely	to	more	than	200	countries	and	in	over	150	currencies.	And	at	a	reduced	cost.	I’m	a	fan.	Check	out	Payoneer,	and	while	you’re	at	it,	read	this	excellent	article	from	The	Write
Life,	updated	it	in	January	2017,	“The	Best	Invoicing	Systems	for	Freelancers:	A	Writer	Tries	10	Popular	Options.”	Should	freelance	writers	try	to	avoid	credit	card	processing	fees?	Can’t	you	make	more	money	if	your	clients	mail	you	a	check?	I	honestly	believe	this	is	a	losing	battle.	Let	me	tell	you	a	quick	story…	Several	years	ago,	I	hired	a	designer
to	help	out	with	the	UI/UX	for	an	iOS	app.	In	terms	of	quality,	her	work	was	100%	on	point.	No	complaints	there.	When	it	came	time	to	settle	up,	however,	the	designer	sent	me	an	invoice	attached	to	an	email.	I	asked	if	her	business	email	address	was	the	same	one	she	used	for	PayPal.	My	intention	was	to	pay	her	right	then	and	there.	She	asked	me	to
mail	a	check	instead.	She	said	that	she	didn’t	want	to	lose	the	3%.	At	first	glance,	this	request	is	innocent	enough.	It’s	not	like	writing	a	check,	addressing	and	stamping	an	envelope,	and	walking	out	to	my	mailbox	takes	much	time—five	minutes	at	most.	Yet,	I	still	found	the	request	irritating.	Why?	I	had	stated	that	my	preference	was	to	use	PayPal	or
pay	with	a	credit	card.	I	asked	for	that	convenience	because	I	had	a	hundred	other	things	I	needed	to	do	that	day.	But	my	designer	didn’t	see	it	that	way.	She	wanted	the	3%.	Call	me	petty,	but	that	little	exchange	negatively	impacted	my	perception	of	the	designer’s	professionalism	and	generosity.	Her	work	was	fantastic,	but	the	last	tiny	sliver	of	the
project,	the	part	that	any	client	remembers	most	vividly,	made	me	think	that	she	would	rather	waste	my	time	for	3%	than	make	it	super	easy	for	me	to	pay	her	quickly.	I’m	not	saying	your	clients	think	like	me.	I’m	not	saying	that	YOU	should	think	like	me.	But	I	am	saying	that,	like	me,	your	clients	have	other	options.	If	you	want	to	have	first	right	of
refusal	on	their	best	writing	projects,	then	you	should	make	doubly	sure	that	you’re	not	handling	invoicing	and	payments	in	a	way	that	makes	a	withdrawal	from	the	client’s	good	graces.	Relationships	die	by	a	thousand	cuts.	To	keep	them	healthy,	you	must	protect	the	client	experience	every	step	of	the	way.	Offer	more	conveniences,	not	fewer.	And
don’t	be	cheap!	Why	do	I,	as	an	experienced	freelancer,	prefer	to	receive	credit	card	payments?	Easy.	Because	I	want	the	money	now.	Because	I	don’t	want	to	wait.	Because	I	have	bills	to	pay	right	now.	Because	I	don’t	want	to	give	my	clients	a	chance	to	change	their	minds.	Because	clients	often	prefer	to	pay	me	now,	while	they’re	thinking	about	it,
while	they	have	the	cash	on	hand,	while	they	have	that	credit	card	in	hand.	Once	they	pay,	the	project	has	commenced.	You	can	get	to	work.	They	can	think	about	other	things—things	that	do	NOT	include	delaying	the	payment,	paying	someone	else	first,	or	putting	the	kabash	on	the	project.	Believe	me,	it	happens.	Eat	the	3%.	Write	it	off	on	your
taxes.	Mark	it	up	as	a	convenience	fee	you’re	willing	to	pay	so	that	your	clients	have	no	reason	to	hesitate.	Strike.	while.	the.	iron.	is.	hot.	Rant	concluded.	Now	for	practical	solutions.	In	her	article	“How	to	Get	Paid	Online	Without	Losing	Your	Money	or	Your	Mind”,	Sophie	Lizard	shares	a	simple	way	to	get	out	of	this	credit	card	fee	pickle:	Pass	on	the
cost	to	your	client.	“If	you	charge	$420	instead	of	$400	and	pay	the	same	5%	fee,	you’ll	wind	up	with	$399	and	your	client	will	have	paid	the	transaction	costs	for	you.	No	need	to	explain	why	you	added	the	extra	$20.	Most	clients	don’t	care	as	long	as	they	get	the	results	they	want	without	going	over	budget,	so	just	tell	them	your	total	fee.”	Bingo.
How	do	you	send	your	freelance	writing	invoices?	I	currently	send	invoices	straight	from	QuickBooks.	Because	I	use	the	ClickUp	+	Everhour	integration	to	track	my	time,	I	can	easily	generate	an	itemized	report	of	time	spent	and	attach	it	to	the	invoice.	Or,	if	I	need	to	create	an	invoice	for	a	down	payment	on	a	new	project,	I	can	set	up	a	new	client
and	new	project	in	a	minute	or	two.	All	of	the	major	cloud-based	accounting	apps,	including	FreshBooks,	Xero,	QuickBooks,	and	Wave	Accounting,	enable	you	to	send	invoices.	And	the	other	niche	apps	like	Harvest,	Harpoon,	and	Ballpark	do	as	well.	Meanwhile,	Bonsai	helps	you	create	proposals,	contracts,	and	invoices,	track	your	time,	expenses,	and
tasks,	and	stay	on	top	of	project	deadlines,	accounting,	and	taxes.	If	you’re	not	familiar	with	the	platform,	check	out	this	complete	review	of	Bonsai	pros	and	cons.	You	can	also	read	50+	unfiltered	reviews	here.	Even	with	all	of	these	tools	and	platforms	available,	many	writers	create	invoices	manually,	one	at	a	time.	They	print	a	Word,	Pages,	or	GDoc
document	as	a	PDF	and	send	it	to	clients	as	an	email	attachment.	How	you	deliver	your	invoices	really	depends	upon	how	much	you	value	your	own	time.	My	recommendation?	Instead	of	using	a	freelance	writer	invoice	template,	invest	in	an	invoicing	tool	that	saves	you	time.	I	recommend	that	you	include	the	following	information:	Your	logo	(if	you’ve
got	one)	“Invoice	From”	section	with	your	company	name,	email	address,	mailing	address	(optional),	and	phone	number	(optional)	“Invoice	For”	section	with	your	client/company	name,	name	of	your	primary	contact	(or)	name	of	person	in	billing/accounting	department,	client	mailing	address	(optional),	client	email	address	(optional),	and	client	phone
number	(optional)	Invoice	Number/ID	Invoice	Issue	Date	Invoice	Due	Date	Item/Project	Type	Description	of	Item/Project	Quantity	(optional)	Price	Amount	Total	Amount	Due	(if	the	invoice	has	more	than	one	line	item)	Payment	Terms	(optional)	Example	of	Freelance	Writer	Invoice	A	screenshot	is	worth	a	thousand	words,	so	below	is	an	example	of	a
freelance	writer	invoice	that	I	asked	my	designer	to	create.	Notice	how	basic	the	design	is.	Remember	the	purpose	of	the	document:	You	are	requesting	payment,	and	you	are	creating	a	paper	trail	for	yourself	and	for	your	client.	An	invoice	is	a	record	of	a	business	transaction.	It	is	not	the	Rosetta	Stone.	It	is	also	not	a	ripe	opportunity	to	show	off	your
avant-garde	design	aesthetic.	Keep	it	simple,	and	you	will	thank	yourself	later	because	there	will	be	fewer	things	in	your	template	to	break.	Time	is	of	the	essence	in	freelancing,	and	if	you’re	going	the	manual	route,	you	want	to	be	able	to	create	and	deliver	new	invoices	quickly.	Thinking	through	Freelance	Writing	Invoice	Format	People	flinch	when
money	becomes	the	topic	of	conversation.	So	when	you	send	an	invoice,	consider	how	your	client	will	receive	it.	Even	if	you	already	agreed	upon	price,	even	if	she	already	signed	your	Client	Service	Agreement,	you	still	want	to	make	it	crystal	clear	that	your	invoice	contains	no	funny	business.	Leave	nothing	up	for	interpretation.	Some	pieces	of
information	the	accounting	department	needs	in	order	to	track	the	flow	of	money:	Invoice	From,	Invoice	For,	Invoice	Number/ID,	Invoice	Issue	Date,	and	Invoice	Due	Date.	Other	sections	reassure	the	client	that	your	written	and	verbal	agreements	did,	in	fact,	make	the	leap	from	your	conversations	into	the	invoice:	Item/Project	Type,	Description	of
Item/Project,	Quantity	(optional),	Price,	Amount,	and	Total	Amount	Due	(if	the	invoice	has	more	than	one	line	item).	A	couple	of	other	sections	help	to	set	clear	expectations.	For	example,	you	can	add	Payment	Terms.	Your	Client	Service	Agreement	should	cover	those	terms	in	depth,	but	let’s	be	honest:	People	sign	legal	documents	without	reading
them	ALL	THE	TIME.	It’s	thus	a	good	idea	to	add	the	most	important	ones	in	the	invoice	itself.	Later,	when	they	don’t	hold	up	their	end	of	the	bargain,	that	agreement	and	those	signatures	give	you	leverage	when	a	willfully	ignorant	client	spins	up	flimsy	excuses:	“I	didn’t	know.”	Or,	“This	is	the	first	time	I’ve	seen	these	terms.”	You	want	to	position
yourself	to	call	B.S.	because	that’s	exactly	what	such	misdirection	is.	So	adding	your	terms	in	brief	at	the	end	of	your	invoices	will	help	to	encourage	good	behavior.	Here	are	four	bullet	points	that	you	can	add	to	the	Terms	section	and	rewrite	as	you	see	fit:	You	can	pay	with	a	credit	card,	PayPal,	or	check.	I/We	prefer	credit	card	payments.	All	deposits
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