
Anatomy of a
SUCCESSFUL INVOICE

For more credit control tips and guides please visit

www.hiltonbairdcollections.co.uk

An efficient invoice can improve payment times considerably. 
But, what are the characteristics of a successful invoice?

Proofread for any 
mistakes

Send it promptly 
to avoid delays

Save a copy for 
your records

Check it has been 
received with a 
quick courtesy call

Chase it up when 
the invoice 
exceeds terms

Plus, don’t forget to

10 characteristics of a successful invoice

Say thank 
you

Make reference 
to your late 
payment 
procedure

Provide contact 
details

Give details of 
acceptable 
payment 
methods

Provide IBAN 
number for 
overseas 
customers

Clearly state 
payment terms

Describe the 
products or 
services
provided

Provide a 
specific 
payment date

Quote 
reference 
numbers

Address the 
invoice to the 
most relevant 
person
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