INVOICING CALENDAR
A reusable monthly calendar and annual schedule for tracking when invoices go out, when they're due, and when to follow up.
	Company
	 

	Year
	 



How to Use This Template
1.  Duplicate the monthly calendar page (page 2) once for every month you want to plan, or print extra copies.
2.  Write the invoice date, invoice due date, and any follow-up reminders directly into the day boxes.
3.  Use the color legend below to mark each entry so the calendar is easy to scan at a glance.
4.  Use the Annual Invoicing Schedule (page 3) to track recurring clients and invoices across the whole year in one list.
Legend
	■
	Invoice sent
	■
	Payment due

	■
	Payment received
	■
	Follow-up reminder
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Monthly Invoicing Calendar
	Month: ______________________
	Year: ______________________
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Tip: write the day number in the top-left of each box, then note invoice activity below it (e.g. "Inv #1042 due").


Annual Invoicing Schedule
Track every recurring invoice across the year in one list, so nothing slips through the cracks.
	Month
	Client / Project
	Invoice Date
	Due Date
	Amount
	Status

	January
	 
	 
	 
	 
	 

	February
	 
	 
	 
	 
	 

	March
	 
	 
	 
	 
	 

	April
	 
	 
	 
	 
	 

	May
	 
	 
	 
	 
	 

	June
	 
	 
	 
	 
	 

	July
	 
	 
	 
	 
	 

	August
	 
	 
	 
	 
	 

	September
	 
	 
	 
	 
	 

	October
	 
	 
	 
	 
	 

	November
	 
	 
	 
	 
	 

	December
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