	Proforma Invoice
	Your logo here



	PROFORMA NUMBER
PF-1001
	DATE
Nov 5, 2026
	VALID UNTIL
Dec 5, 2026
	TOTAL (USD)
9,750.00



	FROM
	TO
	SHIP TO

	Your Company Name
123 Main Street
New York, NY 10001
+1 (555) 010-0100
hello@example.com
	Buyer Company Name
88 Harbour Road
Singapore 039594
+65 6000 0000
buyer@example.com
	Buyer Warehouse
12 Tuas Avenue
Singapore 639340
+65 6000 0001
warehouse@example.com



	PAYMENT TERMS
	INCOTERMS
	CURRENCY

	50% advance, 50% before shipment
	FOB Los Angeles
	USD

	BUYER'S REFERENCE
	EST. SHIP DATE
	SHIPPING METHOD

	PO-2231
	Dec 10, 2026
	Ocean freight



	Description
	Weight
	Quantity
	Unit Price
	Amount

	Industrial water pump, 2 HP
	38 kg each
	10
	640.00
	6,400.00

	Pump control panel
	6 kg each
	10
	210.00
	2,100.00

	Spare seal kit
	0.5 kg each
	20
	35.00
	700.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	PAYMENT INSTRUCTIONS
Bank Name	Your Bank Name
Account Name	Your Company Name
Account Number	000000000000
SWIFT / BIC	XXXXUS00
	Subtotal
	9,200.00

	
	Discount
	-300.00

	
	Shipping
	850.00

	
	Tax
	0.00

	
	Total (USD)
	9,750.00



NOTES AND TERMS
This is a proforma invoice, not a final invoice. A commercial invoice will be issued when the goods ship. Prices are valid until the date shown above.


How to use this proforma invoice template
Delete this page before you send the document.
Fill in
1. Replace the sample details. All names, numbers and items shown are samples.
1. Select "Your logo here", delete the text and use Insert > Pictures to add your logo.
1. For each line, enter the details, quantity and unit price. Delete any sample lines you don't need.
1. Enter the discount, shipping, tax for the whole document as amounts below the subtotal. Leave any of them blank if they don't apply. This template doesn't calculate tax.
1. Enter the discount as an amount. It is taken off the subtotal.
Calculate the figures
1. Word doesn't calculate this template, so work out each figure: amount = quantity x unit price; subtotal = the sum of the amounts; then apply each line below the subtotal. Enter the total in both places: the top of the page and below the totals.
Before you send
1. Use a new proforma number each time, then save the document as a PDF.
1. A proforma invoice shows the expected cost of an order before it ships. Send a final commercial invoice when the goods ship.
1. If you charge VAT or a similar tax, check your local rules. Many countries require extra details, such as the tax rate and your tax registration number.
Please note
1. This template is a starting point and isn't legal or tax advice.
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