For Residents/Fellows, Clinical GFT, and Support Staff
How to Claim Expenses for Reimbursement

In order to prevent delays in processing Expense claims (including Travel) for reimbursement, please note the following items as they relate to Dept and UofA Policy.

1. RECEIPTS:

a. Original "itemized" receipts are required - electronic receipts are acceptable if payment was made via the internet.  If you have lost your “detailed receipt” ie. the one showing what was purchased and the GST amt, you are required to complete a “Lost Receipt Form”, which you may access via the following UofA link: https://www.conman.ualberta.ca/stellent/groups/public/@finance/documents/forms/cmp_020523.pdf
You would then attach this form to your claim.
b. Please attach receipts to 8.5 X 11 sheet of paper, and number them as they appear on your claim form.

c. For flights, the proof of payment (receipt) as well as your Boarding Passes are required to support your claim.

d. If an expense was made in Canada, the receipt should show the GST amount (if applicable) as well as the vendor's GST registration number.

e. If an expense was made outside of Canada or in non-Canadian currency, the exchange rate should be reflected in the appropriate column on the Expense Claim Form. If the exchange rate is not indicated on the original bill or credit statement, please utilize a currency exchange site and attach a print-out showing the conversion to Canadian funds, for the particular date of purchase, for each item.  One website example is: http://www.bankofcanada.ca/en/rates/exchange.html. When providing a credit card statement or bank account statement, you may 'black-out' items that do not apply to your claim, but it’s important to leave your name clearly visible on the statement.

f. If you are submitting a receipt for a dinner/hosting event you are required to indicate the purpose of the dinner, and list the names of the attendees on the back of the receipt.
g. If you are submitting a conference registration receipt please attach a copy of the conference preceedings (cover-page will do).  If you presented (poster or oral), please include a copy of the Program indicating that.
2. CLAIM FORM:

a. You are required to use the internal Department claim form available on our Dept website at: www.obgyn.med.ualberta.ca.  Choose the “Administration tab”, then Forms.  When completed, please submit the form along with your receipts to the APO (Shannon Charney) for processing.  This form provides you with an area to list all applicable items (add more lines to any category as needed), auto-sum, currency exchange calculations, and an area for signature authorizations. 

3.  OTHER THINGS TO NOTE:

a.  If you are sharing expenses with another person such as accommodations or meals, the person who pays for the expense, is the one who will be reimbursed in full.


b.  American air carriers and Conference Registrations generally bill in US currency – so you’d need to show conversion to Canadian amounts for reimbursement of those.

c.  If your expenses (travel or otherwise) occur close to Year End (March 31 is the fiscal year end), please provide the APO with an approximate total of what you’ll be requesting on your travel claim.    
We hope that will be helpful when you prepare any claims for reimbursement; Please direct any questions to Shannon Charney.

P.S. Pls Note - for Faculty wishing to submit receipts against their personal Professional Expense Allowance (PEA) account, it's a different process.  Guidelines and instructions on how to access the PEA form is found at: http://www.hrs.ualberta.ca/PER.aspx
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