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OVERVIEW
You are required to build two documents as part of your 
Freelance Kit: an Invoice and a Project Estimate. I have 
provided sample documents to help you. Using your 
logo and personal brand, create these two documents in 
a consistent and professional way. Please use a standard 
paper size, 8.5 x 11 inches. The documents should be clear, 
organized, and well designed. I am your client in these 
documents, so address them to me and my business, 
Jude Landry Print Co. Below are the descriptions and 
requirements for each one.  
 
Make up a phone number for me. 
My email is hey@judelandry.com

INVOICE
An Invoice is a list of goods sent or services provided, with 
a statement of the sum due for these; a bill.

Required items on your invoice

The word “Invoice”
Invoice # (can use date like 020317 for Feb. 3, 2017)

Your Name 
Contact info (Your Address, Phone, and Email) 
Invoice Date 
Due Date (make it 30 days after invoice date)

Client name (company and/or person) 
Description of services or products 
Cost of services or products rendered ($ amount) 
Taxes (if applicable, not required for design services) 
Total Cost

Info about how to pay, such as:
Make Check payable to: (your name or business) 
Paypal email 
Any other payment method (venmo, square, etc.)

Include a simple description for me of a design project 
(logo or t-shirt design) and give it a cost.  

PROJECT ESTIMATE
A Project Estimate is pretty self-explanatory. It is a 
document that provides a breakdown of the cost for a given 
project. It can look like an invoice but is given before the 
start of a project to give the client a sense of the cost. Please 
reference the Project Estimate provided. you may copy the 
dollar amounts from my sample document.

Required items on your Project Estimate

The words “Project Estimate”

Name 
Contact info (Address, Phone, Email) 
Date

Client Name
Project Name
Hourly Rate
Client Contact Info (email and phone number) 
 
A one paragraph description of the project
A cost breakdown, showing all the separate kinds of work 
down and the estimated hours spent. Include the estimated 
total cost.

Lines for signatures and dates from the designer and client


