	[Your agency name]
	INVOICE

	[Street address, city, postcode, country]
	Invoice no.: [INV-0001]

	[Phone] | [Email] | [Website]
	Invoice date: [dd-mmm-yyyy]

	Licence / registration no.: [if your country issues one]
	Balance due by: [dd-mmm-yyyy]

	Tax registration no.: [GSTIN, GST Reg No. or TRN, only if registered]
	Currency: [USD]



[If you are registered for GST or VAT and your rules require it, change the title to TAX INVOICE.]
	BILL TO
	TRIP

	[Client name]
	Booking ref.
	[ref]

	[Address]
	Destination
	[city, country]

	[Phone] | [Email]
	Travellers
	[adults, children and ages]

	Client tax no.: [business clients only]
	Departure
	[dd-mmm-yyyy]

	 
	Return
	[dd-mmm-yyyy]

	 
	Nights
	[number]


 
	#
	Description
	Qty
	Unit price
	Amount

	1
	[Package name, nights, hotel and meal plan, transfers, tours: as per itinerary]
	[1]
	[0.00]
	[0.00]

	2
	[Optional extra or separate item]
	 
	 
	 

	3
	[Service fee: what it covers, refundable or not]
	 
	 
	 

	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	 
	 
	 
	 


 
	PAYMENT INSTRUCTIONS
	 
	Subtotal
	[0.00]

	Bank: [bank name and branch]
	 
	Less: discount
	[0.00]

	Account name: [your agency's legal name]
	 
	Total before tax
	[0.00]

	Account no. / IBAN: [number]
	 
	[Tax name] at [rate]% on [taxable value]
	[0.00]

	SWIFT / IFSC / sort code: [code]
	 
	[Second tax line, if any]
	[0.00]

	Payment reference: [invoice no.]
	 
	TOTAL
	[0.00]

	Bank charges are paid by the sender.
	 
	Amount paid
	[0.00]

	 
	 
	BALANCE DUE
	[0.00]


 
	TERMS

	1. Deposit: [amount or %] is due on booking. Arrangements are confirmed only once it is received.
2. Balance: due by [date]. If it is not received, we may cancel and the cancellation terms below apply.
3. Cancellation: [charges per item, or 'charges follow each supplier's terms, listed in your booking confirmation']. Non-refundable items: [list].
4. Changes: name changes, date changes and added services may carry supplier charges.
5. Travel insurance: [included / not included].


 
	Authorised signatory: ______________________
	Thank you for booking with us.


Template from DMC Quote, a B2B travel portal for travel agents (dmcquote.com). The guide that goes with it is at dmcquote.com/guides/travel-agency-invoice-template. Free to use and edit. It is a layout, not tax or legal advice: check what a tax invoice must show in your country with your accountant.

 
	[Your agency name]
	PAYMENT RECEIPT

	[Street address, city, postcode, country]
	Receipt no.: [RCPT-0001]

	[Phone] | [Email] | [Website]
	Receipt date: [dd-mmm-yyyy]

	Tax registration no.: [only if registered]
	 



	PAYMENT DETAILS

	Received from
	[client name]

	Against invoice no.
	[INV-0001]

	Booking ref.
	[ref]

	Payment method
	[bank transfer, card, cash]

	Payment reference / transaction ID
	[reference]

	Currency
	[USD]


 
	AMOUNTS

	Invoice total
	[0.00]

	Paid before this receipt
	[0.00]

	Amount received now
	[0.00]

	Total paid to date
	[0.00]

	Balance remaining
	[0.00]


 
Received with thanks. This receipt confirms payment only. Your travel documents follow separately once the booking is confirmed.
 
Received by: ______________________

Notes on this template (delete this page before you send anything)
· Replace everything in [square brackets], then delete the brackets. 
· Number invoices in one unbroken sequence and never reuse a number. In India the number must be 16 characters or fewer and unique for the financial year. 
· Show prices at your selling price. Never type your net (buying) cost on a client invoice. 
· One package line is normal for a package. Itemise when the client needs to see the parts, and keep service fees on their own line. 
· Set the balance due date before your own supplier payment and cancellation deadlines, not on them. 
· Tax lines: only if you are registered. Use the tax name and rate your accountant gives you. Leave them out otherwise. 
· Send the client a PDF: File, Save As (or Export), PDF. 
· Want the sums done for you? The Excel version of this template calculates line amounts, tax, total, balance and the due date: dmcquote.com/guides/travel-agency-invoice-template. 
Template from DMC Quote, a B2B travel portal for travel agents (dmcquote.com). The guide that goes with it is at dmcquote.com/guides/travel-agency-invoice-template. Free to use and edit. It is a layout, not tax or legal advice: check what a tax invoice must show in your country with your accountant.
