Sample Invoice & Farm

Letterhead

Prebby Praivie Tam

W O
{5 ﬁ'ﬁ} Sally Flynn
%; & - ,ﬁ 90210 Bee Street
Anyville, MN 55555
320-333-1234
www.prettyprairie.com
Invoice #: 1234
Date of invoice: 10/24/23
Check payable to: Sally Flynn
Purchaser:
Anyville Elementary School
10112 XYZ Ave.
Anyville, MN 55555
Description Quantity $/unit Total
(Ibs.)
25 Whole Chickens 130.23 $3.50 $455.81
30 Ibs carrots 30 $1.55 $46.50
TOTAL $502.31
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Help! | don’t hawve letterhead for my farml

If yow don”t haes a letterhead established for your farm, it s sssy Eo oreate in a word processing
Programn.

That™s it Saee the docurment a2 “letterfesd & 5 oo Sar D Bave o osen Cormipeuler Or priribsr
have a printing shop or & friend print Blank copies of the ketterhead for pou. Then youw can type or
harndeserite infarmatssn on the blank letterhead shest=. 11T yow hawse 8 compubsr and prenbes, s
anytime wou reed 1o use letterbaad, opsn the lettarhead file and sarva it with a new fillename than
desoribess the document; for example: “potatoess_invoice_ Octl 53 20157 Then add your product
imformateon on the dooument, below the ketterhesd. Save the file when youw are done,
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