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	DIVISION:  Finance and Administration
	CREATED:  November 2008

	TOPIC:  Finance
· Expense Report
	REVISED:


DESCRIPTION:   Douglas College employees can be reimbursed for items/services (e.g; conference, mileage, meals, transportation, supplies) incurred while completing College business. 
STEPS:  

1. Employee completes an expense report in order to be reimbursed.
2. Original receipts (no photocopies) must be attached to the expense form (no exceptions).

3. Ensure proper cost centre code (e.g.; department, PD funds or Dean’s account) to be charged is indicated on expense form.

4. Expense form must be authorized by Department Chair or Dean.
5. Department Assistant retains copy for office records.

6. Forward expense form and receipts to Finance Office for processing.
REFERENCES:

1. Finance Department Web page:  Forms
http://www.douglas.bc.ca/employees/finance-department.html
ATTACHMENTS:

1. Expense Report - Available in hard copy from the Print Shop or can be downloaded from http://www.douglas.bc.ca/employees/finance-department.html
2. Claim Procedures and Foreign Exchange
Claim Procedures

1. All claims greater than $50.00 should be submitted on a monthly basis.

2. All items should be listed separately on the expense claim form in chronological order.

3. Original receipts and vouchers should be stapled to the back of the expense claim form in the order in which they appear on the claim.  Photocopies are not acceptable to our auditors.

4. All expenses must be adequately described or itemized in the description column.  Grouping of items is not permissible unless a breakdown is shown.

5. All claims are to be signed by the claimant and approved by the appropriate administrator even if there is no refund claimed (such as reconciliation of an advance where the total refund is zero).  The cost centre to be charged should be noted by the claimant or administrator.

6. The Comptroller’s Office is responsible for the administration of these regulations and procedures and is authorized to question any claim and obtain further clarification when necessary.

7. Purpose/details of the charge should be written on the back of each receipt including names and positions of individuals entertained.

Foreign Exchange

1. If the claimant has written proof of the exchange rate used, this can be used when submitting the original claim.  Otherwise the College will use the current rate of exchange as provided by the College’s bank.  This rate of exchange is checked monthly.  If the claimant used a charge card for payment and the exchange rate used by Douglas College is not sufficient to cover the charged by the credit card company, an additional claim can be made referencing the original claim.

2. If the employee is submitting multiple claims, i.e. claims with different currencies, separate expense claims should be used indicating the type of currency related to each claim.

