SUBMITTING YOUR INVOICE

All billing is due on the 3rd of the month, regardless of what day of the week it falls on (Saturday or Sunday). 
This includes your invoice, monthly attendance sheets, and log notes.  
We send out your check on the last Thursday of every month
*If your bill is received after the 3rd of the month, (ex. the 4th) your check will not be sent out until the following month.
EMPLOYEE CONTRACTORS: 

If you are an employee (Taxes are deducted from your pay and you receive a W2):
You are required to submit ORIGINAL LOG NOTES with your billing.  Remember to keep a copy of your log notes for your records.

*You can drop off your billing to the Bethpage Business office mailbox
*You can mail your billing to the Bethpage Business office.
Office address is :  52 S. Butehorn Street, Bethpage, NY 11714
Billing must be postmarked by the “3rd” of the month.
INDEPENDENT CONTRACTORS:

If you are an independent (we do NOT take taxes from your pay):

*You can drop off your billing to the Bethpage office mailbox.

*You can mail your billing to the Bethpasge office (must be postmarked by the 3rd of the month).
*You can scan/email your billing.
*You can fax your billing. 
The FAX # for all Billing is 1 888 833-2331.  
We will not accept any billing that is faxed to any other number.  
The email address for Preschool and EI billing is genemahon@actherapy.net.

All log notes must be sent in with your bill, in alphabetical order.  
We will NOT accept a bill that does not have the monthly attendance sheet and all the log notes completely and accurately filled in.  
Do not combine multiple months on the same invoice, send separate bills.  

These all must be received together by the 3rd of the month.  

No additional sessions will be accepted once billing is received.

If you do not see a child for an entire month, do not leave the child off your bill.   Always enter the child’s name and indicate why the child was not seen that month (ex. illness, vacation, discharged).  Be sure you have already submitted the Notification of Non-Delivery of Services form.
You must check your email every day, as you will be emailed if there are any errors in your billing.  Corrections will be paid the following month.  
If you do not send in your correct billing, ACT cannot receive payment and in turn you cannot be paid.  It is imperative that you be diligent with this information.
Checks are mailed on the last Thursday of every month.

You must call the Preschool/EI Billing Coordinator in advance if you want to pick up your check. 
