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What is the difference between a pro forma and an invoice?
                        

                        A pro forma is used before goods are shipped and no payment is required. A commercial invoice is sent after the goods have been delivered and now, it is time to pay.

                    

                                    
                        
                            
Do I need a proforma invoice for documents?
                        

                        A pro forma may not be a required shipping document, but it can provide detailed information that buyers need in order to legally import the product. Pro forma invoices basically contain much of the same information as the formal quotation, and in many cases can be used in place of one.

                    

                                    
                        
                            
How do I create a proforma invoice in Word?
                        

                        One way of creating a proforma invoice is to adjust an invoice template in Word or Excel to become a proforma invoice template by removing the invoice number and changing the title of the document. You then have to save the proforma invoice, attach it to an email, and manually convert it to a finalised invoice.
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                        Filling Out a Proforma Invoice Template Download your free proforma invoice template. Add your name, your business name and your contact information. Customize with your business branding and logo. Fill out the customer's name, business and contact details. Include a unique invoice number, invoice date and payment due date.
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                        How to create a proforma invoice The unique invoice number. Your company name, address and contact details. Your customer's name and address. Date of issue and the due date. Description of the goods. How long the price is valid. A link to any applicable terms or conditions.
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                        The ProForma invoice should be basically indistinguishable from a standard one, with the caveat that its figures are subject to change. It should include: The name, address, and phone number of both buyer and seller. An itemized list of all items and their costs.
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