Plan Manager

NDIS invoice must-haves

Want to get paid quickly and avoid delays? This guide shows you exactly what
to include on your invoices to make sure they meet NDIA requirements and

get processed without a hitch.

Provider details

e Business name

e ABN

e Contact
information

Company: Sunny Side Support
ABN:12 345 678 910

Address: 8 Sunny Street, Adelaide
Email: accounts@sunnyside.com

Phone number: 08 B327 1234

Invoice info

e Unique invoice
number
e Date of issue

INVOICE

Invaice na: 1301

Invoice date: 01/09/2025

Due date: 01/10/2025

TO: NDIS client name: Taylar Swiftly f

NDIS number: 431 234567

Address: 13 Enchanted Lane, Adelaide SA 5000

C/ My Plan Manager

accounts@mypla nmanager.com.au

SERVICE DATE DESCRIPTION NDIS LINE ITEM Hi

OURS/
05/08/2025 Assistance with self care 01_011_0107_1_1 A
08/08/2025 Community access activity 04_104 —0125 _6_1 5‘5.

Payment details
Account name: Sunny Sii

Yy Side Accou
BsSB: 012-345 3
Account number: 12345678

GST

INVOICE TOTAL

RATE  AmMOUNT

$70.23 $351.15
$70.23 $210.69

N/A
$561.84

Participant details

Full name

NDIS number

Address with postcode (if it's
for SDA)

Note: an invoice can only be
for one participant

Support provided

e Service delivery date

e Item number (listed in the
NDIS Support Catalogue)

e Description of support

e Hours/quantity provided

e Rate charged per
hour/unit

e Multiple supports should
be on separate lines

Payment summary

e Total invoice amount

e GST component if
applicable (most NDIS
supports are GST free)

e Bank details for payment



