                     
                    (  W-4 employee’s billing        for                                             2011
                                                                                                     (  1099  invoice                                       month
Instructions for completion:

1. All invoices are processed only upon receipt of monthly progress reports (on monthly progress report form) and daily progress notes.

2. Use monthly cycle for invoices and monthly progress reports.  If you start services in the middle of the month the first monthly report will cover fraction of the month, all the following monthly reports   should cover period from the 1-st day of the month till last the last day of the month. (Example: services started on January 12.  1-st monthly report should cover period from Jan 12 to Jan 31. Second monthly report covers Feb 1 to Feb 28.  If the first session in Feb was on Feb 5-th and the last session in the Feb was on Feb24-nd  - monthly report still covers period from Feb 1-st to Feb 28-th.)

3. All gaps and/or interruption of services for more than 3 scheduled sessions must be explained in daily progress notes or monthly progress report and CPG must be notified immediately.  If interruptions in services are not explained we cannot process your invoices.
4.  To expedite your payment please provide invoices during the first 4 days of the month for the previous month. All invoices received by City Pro by 4-th day of the month will be paid on the last business day of the same month.  Invoices submitted after 4-th day of the month will be paid on the last business day of the next month.
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   Evaluations                                                                                                                                                                                                                                                                                                                             

	Name
	Date
	Rate
	Total

	  
	
	
	

	                                             
	
	
	

	 
	
	
	

	
	
	
	


       This invoice cannot be paid due to:

· Gaps in services from _______ to_______ not explained for____________________________________

· Monthly progress report was not received for ________________________________________________

· Invoice submitted more than 60 days from date of service ______________________________________

Received by City Pro Group on





Therapist   Name  				


Signature             					   





Specialty    		                


Date 	 		         





 





Total $   			
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