
How to Create a Professional Billing Statement: A 
Complete Guide 
A well-structured billing statement is essential for businesses to maintain transparency in 
financial transactions. Whether you are a freelancer, small business owner, or enterprise, 
knowing billing statements can streamline your payment processes and ensure a seamless cash 
flow. But What is a Billing Statement, and how can you generate one efficiently? This guide will 
walk you through the fundamentals of a billing statement and provide a step-by-step process on 
How to Make a Billing Statement professionally. 

What is a Billing Statement? 

A billing statement is a detailed financial document issued by a business to its clients, 
summarizing transactions over a specific period. It acts as a record of charges, payments, and any 
outstanding balances. Unlike invoices, which are issued for individual transactions, billing 
statements provide an overview of multiple transactions, making it easier for businesses and 
clients to track their financial dealings. 

A typical billing statement includes the following key components: 

●​ Business Details: Company name, address, and contact information 
●​ Client Information: Name, address, and contact details of the client 
●​ Statement Date: The date on which the statement is issued 
●​ Billing Period: The time frame covered by the statement 
●​ Transaction Details: A list of transactions, including invoices, payments, and 

adjustments 
●​ Total Amount Due: The outstanding balance that needs to be paid 

Why is a Billing Statement Important? 

A professional billing statement offers several benefits, including: 

●​ Improved Cash Flow: Keeps track of outstanding payments and ensures timely 
collection 

●​ Financial Clarity: Provides clients with a clear breakdown of their financial obligations 
●​ Record Keeping: Helps businesses maintain accurate financial records for accounting 

purposes 
●​ Professionalism: Establishes credibility and strengthens business-client relationships 



How to Create a Billing Statement 

Now that you understand what a billing statement is, let’s explore How to Create a Billing 
Statement effectively. Follow these steps to generate a professional and accurate billing 
statement: 

Step 1: Gather Essential Information 

Before creating a billing statement, collect all necessary details, including the client's 
information, transaction records, and billing period. Make sure all invoices and payments are 
correctly recorded. 

Step 2: Choose a Billing Statement Format 

A billing statement can be created using various formats, such as spreadsheets, accounting 
software, or invoicing platforms like Invoicera. Using a dedicated invoicing tool simplifies the 
process and reduces the chances of errors. 

Step 3: Include Business and Client Details 

Ensure your billing statement contains your company’s name, address, and contact details, along 
with the client’s information. This establishes clarity and professionalism. 

Step 4: Specify the Billing Period and Date 

Clearly define the billing period the statement covers and mention the issue date to avoid any 
confusion regarding payment deadlines. 

Step 5: List All Transactions 

Provide a detailed breakdown of all transactions within the billing period. This should include: 

●​ Invoice numbers 
●​ Dates of transactions 
●​ Description of products/services 
●​ Amounts charged 
●​ Payments received 
●​ Any applicable adjustments or late fees 

Step 6: Calculate the Total Amount Due 

Summarize the total balance by calculating outstanding amounts after deducting payments 
received. Ensure accuracy to avoid discrepancies. 
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Step 7: Add Payment Terms and Instructions 

Include clear payment terms, due dates, and preferred payment methods to guide your clients in 
settling their dues promptly. 

Step 8: Review and Send the Statement 

Before sending the billing statement, review it for any errors. Use professional invoicing 
software like Invoicera to generate and send accurate statements efficiently. 

Best Practices for Creating a Billing Statement 

To ensure your billing statement is effective, follow these best practices: 

●​ Use a Clear and Organized Format: Keep the statement structured and easy to read 
●​ Ensure Accuracy: Double-check figures to avoid miscalculations 
●​ Use an Automated System: Platforms like Invoicera help automate billing statements, 

reducing manual effort 
●​ Provide Multiple Payment Options: Offer various payment methods to encourage 

prompt payments 
●​ Follow Up on Outstanding Payments: Regularly track unpaid statements and send 

reminders if necessary 

How Invoicera Simplifies Billing Statements 

Manually creating billing statements can be time-consuming and prone to errors. Invoicera is an 
advanced invoicing and billing software designed to automate the process. With features such as: 

●​ Customizable billing statement templates 
●​ Automatic transaction tracking 
●​ Multiple currency and payment options 
●​ Seamless integration with accounting systems 

Invoicera makes it easy to create billing statements that are professional, accurate, and efficient. 
Businesses can save time, reduce errors, and ensure timely payments with this powerful tool. 

Final Thoughts 

Knowing how to make a billing statement is crucial for businesses aiming to maintain financial 
clarity and improve cash flow. By following the steps outlined in this guide and leveraging 
automated tools like Invoicera, you can create billing statements effortlessly and ensure a smooth 
invoicing process. 
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