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SAMPLE INVOICE 



 INSTRUCTIONS FOR COMPLETING YOUR INVOICE 

1. Follow the Pay Breakdown Schedule to confirm invoicing deadlines and direct deposit pay dates.

2. Ensure that you use a separate invoice for every respite provider who is providing relief within the pay
period.

3. Be sure to include all requested information, including the name and address of the provider, name and
address of the child, name of the parent/guardian, etc.

4. Indicate the date and time the provider began delivering support and the date and time the provider finished
under the Arrival and Departure headings.

5. If the provider supported the child/youth in the family's home, enter the rate of pay or flat rate, amount of
hours worked, and the total cost of relief under the In-Home headings.

6. If the provider supported the child/youth outside of the family's home, enter the rate of pay or flat rate,
amount of hours worked, and the total cost of relief under the Out-of-Home headings.

7. Ask the respite provider to sign the invoice.

8. The invoice should then be signed by the parent/guardian.

9. To submit an expense, list the nature of the expense (e.g. summer camp registration fee) under the Arrival
heading and the cost, including HST, under the Expenses heading. Please ensure to also include the
original receipt.

10. Submit a copy of the invoice to the Children's Community Network for payment and keep a copy for your
records:

319 Lasalle Blvd, Unit 2, Sudbury, ON P3A 1W7 
 Email: respite@ccnsudbury.on.ca 

Fax: 705-521-7376 


