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AG E N DA EXCELLENGE

- What is proof of payment and when is it required?

- When are credit card statements required?

- Reimbursable travel expenses prior to completion of travel
- E-signatures

- Resources
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INSPIRING
INCLUSIVE

Walmart >;< EXCELLENET
WHAT IS PROOF OF PAYMENT HOW DIDWEDO TODAY?

Cempletle our short customer survey at

SURVEY.WALMART.CA
~ nramonthly chance

= Complete receipts must contain both of the following: | WIN
- Itemized/breakdown of expense
- Proof of payment mggﬁgﬂgﬁgu et
T8 01117 0P8 1001619 fgﬁsm TRE 06694
COOKIE %ﬂgﬁ?gg :2133 D
CLENENTINES 0344040697 $5.97 D
o AS per the GTFM, the.method of payment must be Shene mewn 2 temized/breakdown
indicated on the receipt. o i ok
- Cash, Interac, Visa, MasterCard or Amex OChakGe DUE 80,00
B3T3l ssa1966 0 ooor "

mnnsggrigu RECORD PURCHASE
ACCOUNT §  wsux sxsx wk¥x 9820 RF 31

" |f the method of payment is not indicatedf suppo_rting gggn;a:faggsgg;mm Proof of payment
documents such as credit card statement is required.

APPROVED-THANK YOU
INTERAC
AID ADO00002771010
TC T4CC3CO2D8TTIEEE
#*NO SIGNATURE REQUIRED
03/08/23 16:34:35

# ITEHS SULD 7

HNWHIW\HIWEWIMIIIW WI‘I‘WW"W

OPPING
ﬂ.h’ 23 TE 3
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INSPIRING
INCLUSIVE
EXCELLENCE

INCOMPLETE RECEIPTS

YOUR DOLLAR STORE WTH
139-1880 EGLINGTON ML2L1

= Example, the vendor only provided proof e
of payment, no itemized portion.

SALE
04-27-2023 #00
m # bk ackmwk bk b m 27 RF
o ) Exp Date “/* Card Type Vi |
= Complete missing receipt form and il
description items purchased. Trace # 850002
iyl —
Sale §67.98
TOTAL $67.98

A
001 APPROVED-THANK YOU

Retain this copy for your
Customer copy
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INCOMPLETE RECEIPTS (CONTINUED)

CPA Ontario
130 King Street West, Suite 3400,

:ﬁx. PO Box 358
R c A Toronto, ON M5X 1E1
Tel: 1800.387.0735

= Example of a receipt that will require proof of P Fax 416 2043151
payment- GSTHST# 10750 8525 RT0O001
RECEIPT
. . . . Date: 04/04/2023
= This receipt does not indicate the method of Customer Danny Wen, CPA
. . . CPA Ontario 1D:
payment. A credit card statement is required Preferred Address:
as proof of payment. Recsipt Numbsr: 0000714322
Items
DESCRIPTION UNIT PRICE | GST/HST TOTAL
Annual Membership Dues - CPA Ontario $130.00 $16.90 $146.90
Annual Membership Dues - CPA Canada $400.00 $52.00 $452.00

SUBTOTAL:  $530.00

TOTAL GST/HST: $68.90
TOTAL:  $598.90

TOTAL AMOUNT PAID:  $588.90

TOTAL AMOUNT DUE: $0.00
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PAYPAL EXAMPLE

* Incomplete receipt e Complete receipt

Sep 21, 2020 13:24:22 PDT
P PayPal Aug 8, 2018 11:38:39 PDT ' PayPal e s
Transaction ID: 43D718454N213050F Transaction ID:
Hello 2 orus . 81 wakai, Hello JANE DOE,
You sent a payment of €15.95 EUR to Cyberian Mine GmbH You sent a payment of $399.99 USD to Kajabi Help Center
(bllls@cyberlanmine.de) (Janedoe@example.com)
It may take a few moments for this transaction to appear in your account. It may take a few moments for this transaction to appear in your account.
Merchant Instructions to merchant
Merchant Instructions to merchant
Cyberian Mine GmbH ‘¥ou haven't entered any inatructions.
Kajabi Help Center You haven't entered any instructions.
hillsEeyberiznmine. de
janedoe@example.com
Shipping address - confirmed Shipping details
The seller hasn't provided any shipping details yet.
Description Unit price Qty Amount
1 Online Course Offer $399.99 USD 1 $399.99 USD
ltemize/breakdown
Subtotal $399.99 USD
Description Unit price: Qty Amant f Total $399.99 USD
Invoice 0078 €15.95 EUR 1 €16.95 EUR
Payment $399.99 USD
Sublotal €15.95 EUR Payment sent to janedoe@example com
Total £16.85 EUR Payment sent from janedoe@example.com
Payment €15.95 EUR
Charge will appaar on your cradil card statement as "PAYPAL "CYBERIANMIN® Funding Sources Used (Total) P O P
Payment senl to billsg@oyberianmine.de
SOME BANK x-0000 $399.99 USD
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AMAZON EXAMPLE

Invoice / Facture

° 1 o .
Incomplete receipt amazoncom Complete receipt
Pad ! Paye —
B by e par ABEN e Final Details for Order #113-6135300
SETHET § PR 4TE AT
Paid By: AeropostEIS
T Placed By: TortolaExpress
e I e Order Placed: March 10, 2020
215 HUROM STREET, 2ND FLOOR (PROCUREMENT ﬁm.lm_m omr mmt 113-81353]}
TORONTO, ONTARIO. MSS 1A2 Order Total: $5.68
CA
For BeTaes Mt o e T wwe BoaES Ear e ratwn @ e s T sbiooed op March 44 2020
Biling address / Adresse de facturation  Delivery addreas / Advesse de livraison  Sold by / Vendu par
e — | Sk | B —r——— Items Ordered Price
Tometn, Ortan, VST 142 Tomen, Cmmp, A3 13 TR 1 of: JEEUE 1/4" to 3.5mm Headphones Adapter for Audio Connector Cables, Upgrade 6.35mmy 1/47) $5 68
A ca Cagey. AR TH S0 Male - 3.5mm Female Socketl Stereo Pure Copper Jack Adaptor Bring You Professional Sound
A (RED-1PCS)
Order ] sur la Sold by: JEEUE [splles profie)
Orter Gte | Dale G0 sosenange  I% Ae IE30 Condtion: New
Croer § Coewenanas § TR 1 IN06
Croer maced by Comwmante H
e ‘_ Itemize/breakdown ~ [Shipping Address. ham(a) Submra: | $5.60
comtor— | et Colin Rathtun Shipping & Handling:  $0.00
‘ - y 1 AEROPOST WAY EIS- pping g 30
VI E ICTOTS T UCToNTS O 13 TOCTNe MIAMI, FL 33206-3206 e
esanpton P L L S —— United States Total before tax: ~ $5.68
MU DYY Sales Tax: $£0.00
L 1] BTSN T TG 1T TV e T —
- Shipping apnd S—
oo One-Day Shipping Total for This Shipment:  $5.68

Invoice Subtotal | Total partiel de la

ke .. Payment Information

S Pesem sl Prwemes T | Taes T Payment Method: ltem(s) Subtotal: $5.68
Samtote | Tase Prremoae  tuststa " * %k k
ek, il PSS, somlil MasterCard | Last digits: 1234 Shipping & Handling:  $0.00
- LAl -
e Total before tax:  $5.68
o — Res— PO P Estimated tax to be collected:  $0.00
Grand Total: $5.68
—=_rs To view the status of your order, retumn to Order Summary.
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INSPIRING
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WHEN ARE CREDIT CARD STATEMENTS REQUIRED

= Credit card statements may be requested to support an expense under these
scenarios:

- Proof of payment not indicated on the receipt

- The name on invoice does not match the claimant’s name

- Payments made using PayPal/Mobile payment (Apple Pay) without payment details
- Foreign transactions (credit cards usually apply a surcharge on the exchange rate)

= Note: Transaction details obtained from the credit card issuer can be used in lieu of a
statement.
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TRAVEL EXPENSE REIMBURSEMENTS

= Travel expenses can be reimbursed as soon as incurred, there is no need to wait
until the travel has been completed

= Example, Faculty purchase airfare today for a trip in 2 months. The Faculty can
submit the airfare expense today and get reimbursed. Upon completion of the trip,
supporting documents such as boarding pass can be submitted and filed with the
original claim.

= Examples, Airfare, accommodation, conference fees, etc.
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INSPIRING
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E-SIGNATURE

= E-signatures are acceptable for internal financial documents

= Examples include:
- Cheque requests
- Authorization of Invoices

- Expense Report (i.e., expense reimbursement)/Accountable Advance Settlement
- Outgoing Foreign Payments Wire Transfer Request

- Journal Entry (or Internal Revenue / Expense Recovery)

- Budget transfers
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INSPIRING
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E-SIGNATURE

= Acceptable formats:
- Embedded signature image in a document
= Using Sign and Fill with Acrobat Reader
= Print, sign with wet signature and scan
- Acrobat Reader using Digital ID

- Acrobat Reader using Stamp
- Email with signature block (sent from a University of Toronto email address)

= The following information should accompany an Electronic Signature:
- A statement indicating the intent of the signatory, such as “Approved for payment” or “Approved
for posting”
- The name, current title, and department of the signatory, and date of signature

- Any other information required to process the transaction (e.g. general ledger accounts, funding
source, cost allocation, and tax code) that is not already provided on the document

UNIVERSITY OF
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EMAIL APPROVALS

= Approvals provided by email with a signature block may be accepted if, in addition

to the minimum requirements noted on previous slide, the following conditions
are met:

- The email is sent from a University of Toronto email address

- The document(s) being approved are attached to the email (i.e. the approver should re-

attach the approved document in their email to the individual processing the
transaction);

- The email thread contains sufficient information to identify the document/ transaction
that is being approved (for example, when approving a vendor invoice, the name of the
vendor, the invoice number and the amount of the invoice being approved should be
included in the email). The information may be provided anywhere in the e-mail trail
(i.e. by the requester or the approver)

- The signature block of the approver must include their title and department

UNIVERSITY OF
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INSPIRING
INCLUSIVE
EXCELLENCE

EMAIL APPROVALS - EXAMPLE

= Example #1: = Example #2:
From: Emily Smith <Emily.Smith@utoronto.ca> EZ%?:&gl\{lslrggg;E%gvﬁ?\;lmth@utoronto.ca>
Sent: May 11, 2023 2:08 PM To: Joe Daniels <J.Daniels@utoronto.ca>;
To: Joe Daniels <J.Daniels@utoronto.ca>
Approved.
Joe,
Thanks.
The attached invoice #555 from XYZ Services Co. in the amount of $11,300 is _ )
approved for payment. Emily Smith
Thanks. <<TITLE>>
Emily Smith <<DEPARTMENT>>

= From: Joe Daniels <J.Daniels@utoronto.ca>;
<<TITLE>> Sent: May 11, 2023 2:08 PM
To: Emily Smith <Emily.Smith@utoronto.ca>

<<DEPARTMENT>> .
Emily,

Please find attached invoice #555 from XYZ Services Co. in the amount of
$11,300. Please approve this invoice for payment.

Thanks.
Joe
<<TITLE>>

E <<DEPARTMENT>>

&5 TORONTO
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RESOURCE

= FAST Lunch & Learn - New E-Signature & Electronic Document

Retention Guidelines
- Defining electronic and digital signatures
- When the new guidelines apply (i.e., internal financial documents)
- Acceptable formats/examples of e-signatures
- Minimum email requirements for approvals
- Scanning and disposing of physical copies of financial documents
- Storing electronic documents in SAP
- Who to contact and when

= November 29, 2023 -12:00-1:00 PM
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