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DIFFERENCE BETWEEN  
A QUOTE AND AN INVOICE 

 

Sometimes people get a quote confused with an invoice, but the truth is, these are two 
very different things when you’re talking money and business. So, let’s take a look at 
each one to get to know them a little better, and learn how they are used properly. If you 
haven’t done so already, you should read our invoice definition before reading this 
article. 

QUOTE 

A quote is a formal estimate that shows the products or services needed, and the 
dollar amount for those products or services. A quote can be verbal or written, it may or 
may not be the exact same as the end product, in terms of products, services, and the 
dollar amount owed. A quote lets you know how much you will owe for the projected 
work or service, and it insures you will only owe that amount, and not some a number 
that is completely random. 

On the vendor side of things, a quote doesn’t change the inventory, as the work hasn’t 
been completed yet. Once an invoice for the product is sent, then the inventory 
numbers can change accordingly. 

A quote is often valid for 30 days from the time it was issued, and a quote can be 
readjusted based on the client’s needs. For example, you may get quotes from several 
different advertising agencies as you are looking to have your website redesigned. 
Then, you find out you actually need a website redesign, as well as a complete content 
rehaul, so you ask for new quotes from the agencies based on the new amount of work 
you need. 

INVOICE 

On the other hand, an invoice is a detailed list of products that have already been sold 
or services that have already been completed. Aside from the list, the invoice also 
includes dates as to when the products were sold or the services were completed, along 
with the dollar amount owed for each line item, and the total amount that is owed from 
the customer.    

When you’re looking for work to be completed or products to purchase, a quote would 
come first, then the job would be completed, and an invoice would follow. After the 
amount on the invoice is paid, a receipt would complete the business transaction. 

https://yesinvoice.com/business-guide/what-is-an-invoice/invoice-definition/


This is acceptable! 

 

Why? 

This contains all of the pertinent information on letterhead directly 
from the company.  It is dated, and signed by a manager.  It is 

clear/concise so that anyone looking at this page will know what we 
were discussing. 

This is NOT acceptable! 

 

Why? 

From this snippit we are unable to see what the full details of what 
is being discussed. We do not know when the communication 

occurred, we do not know who was sending this message. 

Pro tip: Save a PDF from a tablet/computer.  Don’t screenshot from your phone!  

Complete, Clear and Legible are important!    Would you know what to order from the information submitted?



This is acceptable! 

 

Why? 

We are able to see the vendor, 

a list all of the items requested, the 
individual price for the items,  

and the total price for the  

entire order.  Information  

directly from the company  

website.  It is clear/concise so  

that anyone looking at this 

 page will know what  

was requested.    

*an improvement for this, would be to 
insure the clarity of the image.  Be sure 
its not too blurry to read – my eyes are 

bad enough!   

 

Pro tip: Save a PDF from a 
tablet/computer.  Don’t screenshot from 

your phone!   

This is NOT acceptable! 

 

Why? 

From this snippet we are unable to determine what was to be 
ordered. 


