Saint Mary's University
Financial Services
Expense Reporting

If you have any questions when completing this Expense Report and Expenditure Log, please call Jo Ann Webb or
Laurie McBride at 5162 for clarification since incomplete claims will delay your reimbursement. Examples of
completed Expense Reports and Expenditure Logs are available at Financial Services, Accounts Payable window.

Instructions for completing the Expense Report and Expenditure Log.

GENERAL
1. Fill in personal information on summary sheet first before completing or printing any other sheets.
2. FOAPs and $ amounts must be completed.

3. Identify in which Province the expenditure took place (i.e. accommodations in Ontario - "ON").

4. GST/HST should be completed if the amount of GST or HST is listed clearly on the receipts. For
Provinces that have GST and PST, only include the GST amount. If there is no GST/HST shown on the
receipt, then do not enter anything in the "GST/HST actual' Column.

5. In the "Cost" column, please indicate the total cost. (Cost = Price plus GST/HST and/or any other
applicable tax).

6. When making inquires to Financial Services regarding your claim, provide the date of Depart / Event as reported
on the Expense Report.

FOREIGN CURRENCY CLAIMS

1. Complete Expenditure Logs for each currency. Indicate country, foreign currency, and exchange rate
on the Expenditure Log. The exchange rate to be used is the claimant's actual cost of obtaining foreign
funds and must be supported by appropriate documentation (i.e. Credit card statement, exchange
certificate etc.)

ACCOMMODATION
1. In the "Cost" column claim only the hotel room cost and any applicable taxes.
2. Business charges for telephone and hospitality are to be claimed in the appropriate column.

OTHER

1. Claim for registration fees must include either the (cancelled cheque, credit card slip or receipt from
the conference). As well, a copy of the registration form, itinerary, or a copy of the first page of the
program must be submitted as well to validate claim for registration fee.

2. Other documented expenses such as telephone, fax charges and EMAIL will be allowed provided
they are incurred for University business. Items of a personal nature, such as personal flight insurance,
personal liability insurance, alcoholic beverages and personal telephone calls are not reimbursable.
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Expense Report

Reference # (mmmddyy)

E

Cheque Payable To: (Claimant's Name) Banner ID (A#) (Required) Department Mailing Address & Postal Code (for external mailing only)

John Smith A05555555 Anthropology

Depart/Event(dd-mmm-yy) Return / Event (dd-mmm-yy) Destination (City & Country) / Purpose Phone Email

2-Nov-07 9-Nov-07 Boston, USA / Confernece - Harvard -1234 john.smith@smu.ca

Claim ng Summary Canada (1) Canada (2) United States Country 1 Country 2 Country 3 Country 4 Country 5 Total claim
(support with receipts and

expenditure logs) CDN $ CDN $ CDN $ CDN $ CDN $ CDN $ CDN $ CDN $ CDN $
Transportation 823.47 0.00 100.00 0.00 0.00 0.00 0.00 0.00 923.47
Accommodations 0.00 0.00 1,006.25 0.00 0.00 0.00 0.00 0.00 1,006.25
Meals/Per Diem 0.00 0.00 341.00 0.00 0.00 0.00 0.00 0.00 341.00
Hospitality 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 300.00 0.00 0.00 0.00 0.00 0.00 300.00
Total 823.47 0.00 1,747.25 0.00 0.00 0.00 0.00 0.00 2,570.72
Required: Do these expenses relate to a NSERC / SSHRC /CIHR grant? Accounting Information

Yes X NO If yes answer questions below. Fund (6) Org (4) Acc't (5) Prog (4) $ Total

Participation in a Conference (attach official documentation showing dates of events: either

Yes a registration receipt or a copy of the first page of the program). 260000 5040 78761 9999 $ 2,570.72
No Field Trip (provide details on activities, dates etc.).

No Consultation with Colleagues (provide the name(s) or organization(s), and dates).

No Other (provide details on the purpose and on how the expenses relate to the research).

No [fclaimantis other than grantee please provide affiliation with the grantees research. $ 2,570.72

Third Party Recovery (Please answer Yes or No)

Total Reimbursable Expenses -

No | will be receiving Third Party Recovery for all or a portion of these expenses. Less Advance: ** The advance account number must be either 78699 or 73550 **
Claimant Certification Fund (6) Org (4) Acc't (5) Prog (4) $ Total
| certify the expenditures are in accordance with University and/or NSERC / SSHRC / CIHR Policies. 260000 5040 78699 9999 $ 2 500.00
Date (dd-mmm-yy) Claimant (Signature) Claimant (Print)
12-Nov-07 John Smith

Authorization in accordance with University and/or NSERC / SSHRC / CIHR Policies. Total Advance $ 2.500.00
Date (dd-mmm-yy) Dean / Department Head (Signature) Dean / Department Head (Print) Balance Due Claimant: $ 70.72

Balance Due University $ -
Financial Services Only
Date Other (Signature) Print Name: (Other) Date (dd-mmm-yy) Signature Tax
August 2007 Distribution: Financial Services - Original ~ Department - retain copies as required Please allow a minimum of 10 business days for processing.




Saint Mary's University Expenditure Log

For instructions, please see The Manual of Administrative Policies and Procedures and the instructions sheet in this file.

Banner ID Name Department Phone
A05555555 John Smith Anthropology -1234
Country Currency
Canada (1) Cdn Dollar
Date Description Province Transportation Accommodations Meals & | Hospitality Other
(DD-MMM-YY) (provide detailed mileage information) (air, taxi, bus, train, car rental, (room charge & taxes) Per Diem (provide names &| (registration fees, telephone)
gas receipts, mileage) purpose)
Cost GST/HST Cost GST/HST Cost Cost Cost GST/HST
02-Nov-05 |Taxi - Herring Cove - Halifax Airport NS 70.00
02-Nov-05 [Air Canada NS 753.47
Grand Total CDN $ 823.47 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Notes:
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Saint Mary's University

For instructions, please see The Manual of Administrative Policies and Procedures and the instructions sheet in this file.

Expenditure Log

Banner ID Name Department Phone
A05555555 John Smith Anthropology -1234
Country Currency (separate log for each currency)
United States US Dollar
Date Description Transportation Accommodations | Meals & Per Hospitality Other
(DD-MMM-YY) (provide detailed mileage information) (air, taxi, bus, train, car rental, (room charge & taxes) Diem (provide names & (registration fees,
gas receipts, mileage) purpose) telephone)
Cost Cost Cost Cost Cost
02-Nov-07 Taxis - Airport - Hotel 50.00
02-Nov-07 Conference Fees - Harvard University 300.00
02-Nov-07 Lunch, Dinner, Overnight 39.00
11/03-08/07 |Nov-3-Nov8B,L,D,0O 282.00
09-Nov-07 Breakfast, Lunch 20.00
09-Nov-07 Taxi - Hotel - Airport 50.00
09-Nov-07 Holiday Inn 1,006.25
Column Total 100.00 1,006.25 341.00 0.00 300.00
Exchange Rate (Enter rate and attach source documentation.) 1.0000 1.0000 1.0000 1.0000
Grand Total Cdn $ 100.00 1,006.25 341.00 0.00 300.00

Notes:
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