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	PRELIMINARY INVOICE | SAMPLE
PROFORMA INVOICE
PRO-SAMPLE-001



	ISSUE DATE  10 October 2026     REFERENCE  SAMPLE-ORDER-001
	DUE DATE  24 October 2026



PRELIMINARY BILLING PREPARED FOR
Lakeview Traders Limited
Example Road, Nakuru    accounts@example.com
	VALID UNTIL
	24 October 2026
	PAYMENT DUE
	24 October 2026

	PROFORMA VALUE
	KES 69,600.00
	REFERENCE
	SAMPLE-ORDER-001



	#
	Description
	Qty
	Rate
	Amount

	1
	Website design and setup
	1
	45,000.00
	45,000.00

	2
	Business email configuration
	1
	8,500.00
	8,500.00

	3
	Training and handover
	1
	6,500.00
	6,500.00


Subtotal: KES 60,000.00
VAT: KES 9,600.00
TOTAL: KES 69,600.00
DOCUMENT DETAILS
Advance payment terms: Example advance payment terms - confirm agreed details
Expected supply date: Example expected supply date - confirm agreed details
Offer conditions: Example offer conditions - confirm agreed details
TERMS AND CONDITIONS
Review the scope and amounts before accepting. Refer to the agreed payment terms.
PAYMENT DETAILS
M-Pesa Paybill: SAMPLE ONLY
Account: quote the document number
NOTES
Fictional sample for design review. Names, contacts and payment details are examples.

	PREPARED BY

____________________________
Name, signature and date
	AUTHORIZED BY

____________________________
Name, signature, date and stamp
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