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Builder Invoice template pack
Choose the appropriate blank section, complete and review it, and remove the remaining templates and learning example before issuing. Word does not calculate totals. Actual business identity, supply and tax treatment determine the required content; special VAT arrangements need separate review.
Blank non-VAT Invoice
Supplier legal identity and any trading name: [Complete actual details]
Supplier address and contact details: [Complete actual details]
Customer name and billed address: [Complete actual details]
Work address / reference: [Complete actual details]
Unique Invoice number: [Complete actual details]
Invoice issue date: [Complete actual details]
Supply date: [Complete actual details]
Payment terms / agreed due date: [Complete actual details]
Payment method / reference: [Complete actual details]
VAT treatment note: [Confirm actual non-VAT position; do not charge VAT without appropriate registration/treatment]
	Work / goods description
	Qty / extent
	Unit amount
	Line amount

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]


Total amount charged: [£ amount]
Receipt record / balance, where used: [Actual recorded receipts and remaining amount; keep the Invoice total distinct.]


Blank full VAT Invoice
Supplier legal identity and any trading name: [Complete actual details]
Supplier address and contact details: [Complete actual details]
Customer name and billed address: [Complete actual details]
Work address / reference: [Complete actual details]
Unique Invoice number: [Complete actual details]
Invoice issue date: [Complete actual details]
Supply date / reviewed tax point: [Complete actual details]
Payment terms / agreed due date: [Complete actual details]
Payment method / reference: [Complete actual details]
VAT registration: [Actual number and registered name/address]
Cash discount rate if offered: [Actual rate or not applicable; review conditions]
	Work / goods description
	Qty / extent
	Net unit price
	Net line amount
	VAT rate
	VAT amount

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]
	[Reviewed rate]
	[£ amount]

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]
	[Reviewed rate]
	[£ amount]

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]
	[Reviewed rate]
	[£ amount]

	[Specific supply]
	[Qty / basis]
	[£ amount]
	[£ amount]
	[Reviewed rate]
	[£ amount]


Total excluding VAT: [£ amount]
VAT total in GBP: [£ amount]
Total including VAT: [£ amount]
Receipt record / balance, where used: [Actual recorded receipts and remaining amount; keep the Invoice total distinct.]


Worked arithmetic example
Learning example only. Identity, address and registration placeholders are deliberate and must be replaced with verified actual details for an Invoice you issue. An illustrative 20% VAT calculation is not a recommendation for your work.
Supplier: Example Build Ltd / [registered name, address and actual contact details]
Customer: Alex Morgan / [actual billed address]
Invoice: EX-INV-001; issue date and supply date: 1 October 2026
Work: selected internal-door fitting package / [actual site reference]
VAT number: [actual verified number where applicable]; cash discount: none in this example
Payment terms and due date: [review actual agreed arrangement]
	Description
	Qty
	Net unit price
	Net line amount
	VAT rate
	VAT amount

	Fit the two identified internal doors under the reviewed package
	2
	£500.00
	£1,000.00
	20% illustrative
	£200.00

	Supply and fit agreed associated items in that package
	1
	£200.00
	£200.00
	20% illustrative
	£40.00


Total excluding VAT: £1,200.00
VAT total: £240.00
Total including VAT: £1,440.00
No receipt has been entered in this example.
Pre-issue review
☐ Supplier identity and address fit the actual business form
☐ Customer and billed address are confirmed
☐ Number, issue date and supply date/tax point are reviewed
☐ Description and amounts reflect the relevant agreement
☐ Actual tax treatment, VAT fields and arithmetic are checked
☐ Applicable payment arrangement and intended recipient are confirmed
☐ Unused templates, examples and placeholders are removed
Official guidance:
https://www.gov.uk/invoicing-and-taking-payment-from-customers/invoices-what-they-must-include
https://www.gov.uk/guidance/vat-guide-notice-700#vat-invoices
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