
CREDIT NOTE
[Your name, and your business name if you use one]

[Address]

[Phone] · [Email]

[VAT number, only if you're VAT registered]

Credit note number

Date of issue

Original invoice number

Original invoice date

For

Customer name

Customer address

Reason for the credit

[Why you're crediting the customer: an overcharge, a mistake on the invoice, work that wasn't done, or a price
you've agreed to reduce.]

What's being credited

Description Qty Price each (£) Total (£)

Amount credited (excluding VAT)

VAT credited (only if you're VAT
registered)

Total credited

How it's settled: Refunded on [date] by [bank transfer / card / cash], or taken off invoice number [ ].

VAT: If you're VAT registered, show the VAT rate and the VAT credited. If the credit doesn't change the VAT, write
"This is not a credit note for VAT". If you're not VAT registered, leave the VAT line empty.

Issued by: ______________________________

Free template from knockround.co.uk


