
Interpreter Frequently Asked Billing Questions 
 
Q. How often should I submit and invoice? 
 
A. It is recommended that invoices be submitted on a weekly basis along with the appointment 
voucher.  Most of the time we only have 60 days from the appointment date to bill the requestor.  
Please submit your invoice on a regular basis. 
 
 
Q. Why do I have to submit an invoice along with the appointment voucher?  Isn’t the 
appointment voucher an invoice? 
 
A. Since you are your own business, you need to submit an invoice to The Language Exchange, 
Inc. for what you are billing for.  The appointment voucher is not your.  Think of it this way.  
When you order an item on-line and you receive it, there is the product (the appointment 
voucher) and an invoice/packing slip (your invoice), which shows the price of the product.  If 
there are multiple items you order (multiple appointment vouchers) it would all be listed on the 
invoice/packing slip with a total for each item and a grand total for all items.  Please see Invoice 
Examples if you have any questions. 
 
 
Q. Do I need an appointment voucher? 
 
A. Yes, most appointments do require that you bring a voucher with you.  Court appointments 
are the exception, however, court appointments for Division of Child and Family Services do 
require an appointment voucher.  If you’re not sure a scheduler can let you know when accepting 
the appointment if you need a voucher or not.  
 
 
Q. Where can I get a copy of an appointment voucher? 
 
A. Copies of blank appointment vouchers can be found on our website under “For Interpreters” 
tab on the top of the page. Select “Resources”.  Under the third subtitle on the page “Billing” 
there are three different blank vouchers to choose from: “DSHS Appointment Voucher”, “L&I 
Appointment Voucher” and “Private Pay Voucher”.  You can also have appointment vouchers 
emailed to you with the appointment details already printed on them.  You need to download the 
snapshot program, which is a free download at 
http://www.microsoft.com/downloads/details.aspx?FamilyId=B73DF33F-6D74-423D-
8274-8B7E6313EDFB&displaylang=en 
 
 
Q.  How do I submit my invoice and appointment vouchers? 
 
A. There are three ways you can submit your invoice and appointment vouchers. 
 -Mail to: The Language Exchange, Inc. 
     Attn: Billing Department 
     P.O. Box 750 
     Burlington, WA  98233 
 -Email:   tlebilling@langex.com (Katie Deaton) 
 -Fax:      360-755-9919 
 
 



Q. When do I get paid? 
 
A. Interpreters are paid on the 15th and 30th of each month.  Once The Language Exchange, Inc. 
receives payment from a requestor for an appointment, it is then scheduled for payment to the 
interpreter for the next payment date.  Example, if payment is received from the requestor on the 
10th of the month, the interpreter will be paid on the 15th.  If payment is received on the 16th of 
the month, the interpreter will be paid on the 30th. 
 
 
Q. When are 1099’s issued? 
 
A. If you received $600.00 or more in payments from The Language Exchange, Inc. in the 
previous year, 1099’s will be mailed out by the end of January.  Please keep us informed of 
address changes to ensure you receive your 1099 on time. 


