
DOING BUSINESS WITH TC ENERGY

INVOICING INSTRUCTIONS
TC Energy values our supplier relationships, and we want to ensure we efficiently process 
valid payments as per our contractual arrangements.  To process quality invoices in a 
timely manner, we need our suppliers to verify that the required information is provided on 
submitted invoices. Below is a guide with examples of a purchase order (PO), including a 
legend of required information and a non-PO invoice, to help you submit accurate invoices 
for timely processing.

Follow these simple steps to ensure your invoice is processed quickly and 
correctly by TC Energy:

What to Include on Your Invoice
•	 Correct TC Energy full legal entity and full address (from Contract or PO)
•	 Your company’s full legal name and remit-to address
•	 TC Energy contact’s full email address (for Non-PO invoices)
•	 Clearly labeled as ‘Invoice’ or ‘Credit Memo’ (credit must reference original invoice)
•	 Invoice date and unique invoice number (max 16 characters)
•	 Description of goods/services and location of delivery/performance
•	 Subtotal, tax breakdown, total amount and currency
•	 Show any holdbacks/retainage as deductions
•	 Include applicable taxes (multiple taxes on separate lines)
•	 Tax registration numbers (CA only)
•	 Only one PO number per invoice
•	 Mark ‘FINAL INVOICE’ if it’s the last one for that PO
•	 Do NOT include banking info

Format Rules
•	 Submit one PDF invoice per email
•	 Invoice must be the first page of the document
•	 Use recognizable characters (no handwriting or images)
•	 Send to the correct Accounts Payable (AP) inbox

	» You can ‘cc’ your TC Contact/Business Support



Where to Send Your Invoice
•	 Canada: invoices_ca@tcenergy.com
•	 U.S.: invoices_us@tcenergy.com
•	 Mexico (International Suppliers): invoices_mx@tcenergy.com 
•	 Mexico (Local Suppliers): ap_invoices_mexico@tcenergy.com

Using Email Submission
•	 TC Energy’s technology uses OCR (Optical Character Recognition)
•	 Use clear labels like: Invoice: 12345, PO: 4500xxxxxx, Invoice Total $5625
•	 Avoid symbols like #, commas in amounts, or handwritten notes

Using OpenInvoice (eCommerce)
•	 Submit through the OpenInvoice platform, if your company has been onboarded with 

OpenInvoice (For Canada and US only)
•	 Follow invoicing rules in the OpenInvoice Help Center under Supplier Guidelines

Need Help?
•	 Canada: ap_inquiries_calgary@tcenergy.com
•	 U.S.: ap_inquiries_houston@tcenergy.com
•	 Mexico: ap_inquiries_mexico@tcenergy.com

EXAMPLE OF TC ENERGY PO:

1.	 PO Number
2.	 Your company’s full 

legal name and remit 
to address

3.	 Bill to entity name 
must match the entity 
name in the “Submit 
Invoice To” section

4.	 Submission email
5.	 General invoicing 

requirements
6.	 TC Buyer contact 

information
7.	 Payment terms



EXAMPLE OF VALID TC ENERGY NON-PO INVOICE:


