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Welcome to the Passport Funding Program! 

Extend-A-Family Kingston welcomes you to the Passport program. This package contains everything you need to 

accept your Passport funding and begin to access supports and services. If you have any questions about this 

information or need assistance to complete the documentation, please reach out to our team. 

The Passport funding you are being offered is annualized funding. The amount indicated in the funding letter in 

this package will tell you how much funding you will receive each fiscal year. Our fiscal year begins on April 1st 

and ends March 31st. Unused funding does not carry over into the next fiscal year. You will not receive a funding 

letter each year and your funding amount is the same every year unless we contact you about a change to the 

amount you are eligible for. 

The Person Managing Funding (PMF) is the person who decides how the funding will be administered and spent. 

The PMF may invoice PassportONE directly to receive reimbursement or may choose an agency or broker to 

handle the funding on their behalf. Agencies and brokers may charge up to a 10% fee for this administration paid 

through Passport funds. Please see the additional information in this document to determine which forms should 

be completed. 

Once you have completed the required documentation, please return it to us by mail, fax, or email. After we 

receive this information, we will register you with PassportONE and you may begin to access the Passport 

funding. If you have chosen to administer the funding yourself, Extend-A-Family Kingston will provide you with 

an invoice package about how to get reimbursed for your supports and services including your personalized 

invoice. 

NEED HELP COMPLETING YOUR DOCUMENTATION? Extend-A-Family Kingston offers virtual and in-person 

support for onboarding. Please call our office to make an appointment with us. This is an opportunity for you to 

discuss the documentation with our team and complete everything necessary to accept your funding. You can 

also visit our website www.eafkingston.com and www.passportfunding.ca for helpful information about your 

funding.   

HAVE QUESTIONS ABOUT WHAT FUNDING CAN BE USED FOR? You can refer to the information in this package 

and refer to the Passport Funding Guidelines at: https://files.ontario.ca/mccss-passport-guidelines-april-2023-

en-2023-03-06.pdf or connect with our team and we would be happy to send you a copy. 

Extend-A-Family Kingston will be your one point of contact for your Passport Funding.  

We will support you with your questions related to your funding including: 

 ✓ Completing Passport forms such as service agreements or invoices. 

✓  Reimbursement questions 

✓  eCLAIM questions 

✓  Finding ways to use your funding under  

 

http://www.eafkingston.com/
http://www.passportfunding.ca/
https://files.ontario.ca/mccss-passport-guidelines-april-2023-en-2023-03-06.pdf
https://files.ontario.ca/mccss-passport-guidelines-april-2023-en-2023-03-06.pdf
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PassportONE is a payment process hosted by Family Service Toronto. They do not answer calls or emails 

regarding your Passport file. This information is held by Extend-A-Family Kingston. Please contact us if you have 

any payment or file related questions. 

IMPORTANT If there are changes to your information or your circumstances, or you are moving out of the South 

East region, please contact us by email at passportinfo@eafkingston.com or by phone at 1-855-237-6737. 

WHICH FORMS SHOULD I COMPLETE? 

The forms that need to be completed to register for and access your Passport funding depend on how you choose 

to administer the funds. If you choose to: 

1. SELF-ADMINISTER - you will be responsible for submitting invoices and receipts to PassportONE to 

receive reimbursement. The Person Managing Funding will need to sign every invoice. 

2. Use a TRANSFER PAYMENT AGENCY - they will submit on your behalf. The Person Managing Funding will 

not be required to sign invoice submissions. 

3. Use a SERVICE AGENCY OR BROKER - they will submit on your behalf. The Person Managing Funding will 

be required to sign all invoices before the third party can submit for reimbursement. 

You can choose to use a combination of more than one of these options. Reimbursement cannot be made until 

all forms have been completed and submitted to Extend-A-Family Kingston. 

 

SELF ADMINSTERED 

 

TRANSFER PAYMENT AGENCY 

 

SERVICE AGENCY OR BROKER 

• Sign and accept the 

funding (page 9 of the 

service agreement). 

• Appendix B Person 

Managing Funds in the 

service agreement. 

• Payee Form 

• Support Worker form (if 

applicable) 

• Sign and accept the 

funding (page 9 of the 

service agreement). 

• Appendix B Person 

Managing Funds in the 

service agreement. 

• Notification Form 

 

 

• Sign and accept the 

funding (page 9 of the 

service agreement). 

• Appendix B Person 

Managing Funds in the 

service agreement. 

• Notification Form 
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Tips for Submitting to PassportONE for Reimbursement 

If information is missing from your invoices such as signatures, dates or receipts or the information is not 

legible, your Passport funding reimbursement will be delayed. To ensure your invoice is processed as 

promptly as possible please remember the following: 

• Use the personalized invoices provided by Extend-A-Family Kingston. This ensures that the client 

code and all other prepopulated information is accurate. If you require a copy of your personalized 

invoice, please contact Extend-A-Family Kingston. 

• Only invoices should be submitted to PassportONE. All other documentation should be sent to 

Extend-A-Family Kingston i.e. support worker forms, changes to administration forms and preapproval 

forms. 

• Always include your cover sheet with a submission and ensure it is signed by the Person Managing 

Funding. 

• Ensure the barcode on your invoice is visible and clear before submitting. 

• If you are submitting for support worker hours make sure that your support worker is registered, 

and the invoice has been signed by the worker and their name has been included at the top of the 

invoice. 

• Ensure all the receipts are attached when submitting on o Invoice #3 for Community Participation, 

Person-Directed Planning and Administration fees o Invoice #4 for Other Claims. 

• Always complete the start and end date sections to show when the supports and services were 

provided. 

• Please do not send your submission multiple times, this will only slow down the reimbursement 

process. If you are unsure if your invoices were received, you may connect with Extend-A-Family 

Kingston around the status of your claim. 

 

Any supports and services not covered under the Passport Funding guidelines will only be reimbursed if 

preapproval has been granted by the Passport Agency, Extend-A-Family Kingston. Preapproval forms are 

available by request.  Please contact us at passportinfo@eafkingston.com. 

 

You may also choose to use the online eCLAIM application to submit for reimbursement. To login or register 

please visit https://eclaim.passportone.com/#/landing?language=en. 

For videos and resources visit 



Community 
Participation  
Support Supplies  
and Equipment 

You will be able to submit 
eligible expenses up to a 
maximum of $2000 per 
fiscal year for supplies and 
equipment to support both 
organized and general social, 
leisure and cultural activities,  
such as:

• sports and recreation

• fitness

• arts and crafts

• learning

• skills development

Repairs and maintenance for 
admissible items, including 
supplies and services (bike 
tune-up, etc.), Sensory items, 
and consumable Personal 
Protective Equipment will 
also be eligible under this new 
category! 

For more details about how 
you can spend your Passport 
funding, check the guidelines 
at: ontario.ca/page/passport-
program-guidelines

Please check the Passport guidelines for more details.

The April 2023 guidelines can be found on the Ontario government 
website at ontario.ca/page/passport-program-guidelines.

Additional resources, including tip sheets and videos, are available on 
the Passport website at passportfunding.ca.

Return to  
pre-COVID rules for 
some expenses

The following types of 
expenses will return to  
pre-COVID rules and will  
no longer be admissible 
under Passport as of  
April 1, 2023:

• Behavioural    
 Interventions

• Essential Service   
 Delivery Fees 

New Passport Claim 
Form 

A new Passport claim form  
will be in effect starting  
April 1, 2023.

If you file your claim 
electronically, both MDP 
and eCLAIM are updated 
automatically, and you don’t 
need to do anything extra. You 
can sign up at: mydirectplan.com 
or eclaim.passportone.com

If you cannot submit claims 
electronically, please contact  
your Passport agency to request 
your updated personalized  
claim form. 

Passport Program Changes 
Effective April 1, 2023

NEW NEW

NEW

CHANGE

Technology 

You will be able to submit  
eligible technology goods and 
services up to a maximum of 
$3000 per fiscal year. What’s  
not admissible?

• gaming consoles, video 
games, software, hardware, 
accessories, and virtual 
reality systems 

• gaming apps and 
subscription services, 
including in-game and in-
app purchases (Xbox Live, 
PlayStation Plus, etc.)

• TV, streaming and 
subscription services (Netflix, 
Disney+, Roku, Spotify, etc.)

• Cancellation fees

IMPORTANT

You should review  
your Passport expenses  
to identify any recurring 

charges that will no  
longer be admissible as of 

April 1, 2023.

Existing streaming and  
subscription fees will be  

reimbursed up to May 31, 2023. 
Claims will be included in the 
Technology annual maximum 

amount. Cancellation fees for these 
expenses are not admissible.

https://www.ontario.ca/page/passport-program-guidelines
https://www.ontario.ca/page/passport-program-guidelines
https://www.ontario.ca/page/passport-program-guidelines
https://www.ontario.ca/page/passport-program-guidelines
https://passportfunding.ca
https://mydirectplan.com/
https://eclaim.passportone.com/#/landing


Ontario Passport Program  
Payee Information Form  

 

 

 

 

 

Effective Date:  
  

Client information:  

Name:    

Client code:    

  

Complete one form for each Payee.  

  I have attached a void cheque or direct deposit form  
  

Name/Organization:    

Relationship to the client:    

Home phone number:    

Cellphone number:    

Business number:    

Address:    

Email address:    

  

Choose one of the following options for notification of direct deposit:  

  Email   

   Voicemail message to home     cellphone    

  Text message to my cellphone   

  Do not notify me of direct depos it  

  

  

 
Signature of Payee    Date  

Person Managing Funds authorization:  

I authorize the above-named person or organization to be reimbursed for expenses submitted to 

PassportONE.  
  

  

 
First and last name of Person Managing Funds (please print)  

  

 
Signature of Person Managing Funds    Date   

Initial 

Update 
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Ontario Passport Program 
 

Notification Form 

 

☐ Initial  

☐ Update 

 

 

Client Information  

Name:  

Client Code:  

 

Service Provider Information: 

Service Provider name:  

Service Provider type: 
please select one 

☐ Transfer Payment Recipient 

☐  Service Agency 

☐  Broker 

Relationship to the client 
(if Broker is selected): 

 

Start date:  

Annual funding amount to be administered:  

Administrative charge (up to 10%):  

Description of services and supports to be provided: 
 
 
 
 
 
 
 

 
Passport Agency contact information: 

Passport Agency Name:    

Coordinator:  

Phone number:    

Email address:    
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Person Managing Funds authorization:  

By signing this form,  

• I provide consent to the Passport program to reimburse the Passport funding amount to 

the Service Provider listed above, in exchange for supports and services provided or 

arranged by the Service Provider within the context of the Passport program guidelines.  

• I understand that I may choose to amend the amount of funding or the Service Provider, 

at any time.  

• I agree to notify the Service Provider of the termination of this agreement in accordance 

with the terms and conditions. 

• I agree to notify the Passport Agency within 30 calendar days if the Client decides to 

terminate this agreement with the Service Provider. 

 

 

 First and last name of Person Managing Funds (please print)  

  

 

 Signature of Person Managing Funds    Date  

 

Service Provider authorization: 

Name:  

Role / Title:  

Phone number:  

Address:  

Email:  

 

By signing this form,  

• I confirm that the details on this form are true and accurate. 

• I confirm that the expenses submitted for reimbursement are admissible under the 

Passport program guidelines.  

• I agree to submit invoices on a monthly or, at most, quarterly basis.  

• I agree to provide services and supports to the Client in good faith, in the best interest of 

Client and in accordance with the Passport guidelines. 

 

_________________________________                                                   _____________ 
Signature                   Date  
 

 

 

       



Ontario Passport Program  

  

Support Worker Information Form  
  

  

Initial  

Update    

  

Effective Date:    

   

Client information:   

Name:      

Client code:      

   

Support Worker information:   

Name:      

Relationship to the Client    

Home phone number:      

Cellphone number:      

Address:      

Email address:      

   

 I confirm that I am not the Primary Caregiver or Spouse of the Primary Caregiver 

  
I confirm that I am not the Parent or Step Parent of the client. 

 

 
I confirm that I am not the Spouse or Partner of the client. 

 

 
I confirm that I am not a Payee for the client.  

 

  
I confirm that I am 18 years of age or older.  

 

 
I confirm that I am not the Person Managing Funds for the client. 

 
 I confirm that I am not an individual or family member who is receiving financial compensation 

from the Ministry to provide supportive living arrangements, supports or care for an adult with 

a developmental disability through a Ministry-funded transfer payment recipient, the Adult 

Protective Service Worker program, or the Host Family program. 
 

 



 

    

I understand that I may be contacted at any time by the Passport agency to confirm details of the 

services/supports provided to the above-named client. The Passport Agency may suspend or 

terminate funding where an individual receiving or managing Passport funding does not comply 

with the terms and conditions of the Passport Service Agreement and Passport program 

guidelines. 

 

 

   

   
Signature of Support Worker    Date   

 

Person Managing Funds authorization:   

I confirm that the above-named Support Worker provides services/supports to the above-named 

client.   

   

  
First and last name of Person Managing Funds (please print)      

   

 
Signature of Person Managing Funds             Date   
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