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	General Information

	☐
	
	Confirm you are the right person to approve this Advance Request or Travel/Expense Claim.

	☐	Confirm request/travel/expense claim is being charged to the correct Chartfield (in Details>Report Header) 

	☐	Honorarium, Speaker Fees, and payments to third party suppliers must be processed using AcQuire. This is for tax purposes as per Canada Revenue Agency. Please return claim to have these expenses removed. 

	Requests – Travel/Expense Advance and Research Participant Advance 

	☐	Business Purpose is valid

	☐	Does the Requestor have any outstanding cash advances (>15 days)? 

	☐	Travel advances should not be issued for any expense that can be charged on a departmental T-Card or individual T-card

	☐	Correct type of cash advance is used 

	☐	Currency for cash advance for travel is in Canadian dollars only

	Expense and Travel Claims 

	☐	Check the Audit Trail to confirm approvals or compliance checking has been completed (in claim, go to Details>Audit Trail)

	☐	Check the Exceptions listed to make sure there are no policy issues

	☐	Business Purpose is valid

	☐	Each receipt matches the expense line item

	☐	Receipt dates match the expense line-item dates

	☐	Correct expense types have been used

	☐	Receipt image attached for each line item as required (not needed for mileage, per diems)

	☐	Hard copies of receipts have been received for filing

	☐	Pre-approval has been attached, if applicable 

	☐	An outstanding advance has been applied, if applicable

	☐	Personal amounts have been removed from expenses, if applicable

	☐	Correct Air Travel expense type has been used (i.e. Canadian destinations, US destinations, Int’l destinations), if applicable

	☐	Correct Class of Travel used (e.g. Coach class), if applicable

	☐	Alcohol has been removed as a personal amount, if applicable

	☐	Conference agenda has been attached, if applicable

	☐	Missing Receipt Affidavit attached for items missing receipts, if applicable

	☐	Attendees are appropriate for the event or meal, if applicable

	
	In general, the expenses are reasonable business expenditures


Note: Some of the items above will not apply to every Request or Expense Report
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