
Essential Sections in an RTF Invoice Document
1. Header
From:
Company Name
Address Line 1
Address Line 2
City, State, ZIP
Phone / Email
To:
Client Name
Address Line 1
City, State, ZIP
Phone / Email

2. Invoice Details

Invoice Number INV-000123

Invoice Date 2024-06-01

Due Date 2024-06-15

Reference PO-45678

3. Itemized List

Description Quantity Unit Price Amount

Service A 10 100.00 1,000.00

Product B 5 200.00 1,000.00

4. Totals and Tax

Subtotal 2,000.00

Tax (10%) 200.00

Total 2,200.00

5. Payment Information
Payment Method: Bank Transfer
Bank Name: Example Bank
Account No: 123-456789
SWIFT/BIC: ABCDUSXX

6. Notes
Thank you for your business.
Payment is due within 14 days.
Please include the invoice number in your payment reference.

Important Notes



RTF (Rich Text Format) keeps invoice text and layout readable on most software platforms.
Always include clear contact and payment details for easy processing.
Consistent formatting improves professionalism and reduces errors.
Keep itemization and tax breakdowns transparent for legal compliance.
Review all invoice data before sharing to avoid common mistakes.
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