
 

 

CHP Subcontractor Invoicing requirements: 
 
 
Community Housing Partners operates on 30 day payment terms, all subcontractors 
agree to payment under those terms by working for CHP. Each invoice must include the 
following items. Incomplete invoices submitted will not be processed for payment by 
CHP Accounts Payables department! 
 
Required invoice elements: 
 
1. All invoices must be labeled “Invoice”. Documents submitted labeled as “Estimate”, 

“Proposal” etc. will not be processed for payment.  
 
2. Date  
 
3. Property Address 
 
4. Description of work performed 
 
5. Amount due. We need to know if the invoice is the total for that job or a partial 

payment. If you are submitting an Invoice for partial payment on a larger job. Each 
invoice must include:  

 The total amount for that job 

 The total paid on that job so far 

 The amount due on this invoice 

 The remaining balance due  
 
 
Community Housing Partners is a tax exempt organization, it is not necessary to include 
sales tax on invoices. Tax exemption documentation for your records available on 
request.  
 
See sample invoice attached.  
 
 
 
 
 
 



Sample Invoice  
Must be labeled 

“Invoice”  

Must include complete 

address and contact info 

for your company  

Must include complete  

address of property where 

work was performed 

See requirements for  listing 

amount due.  

CHP is a tax exempt organization 

Documentation available on request  














