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Lost or Stolen Card, Disputes 
 

If you cannot locate your card, you must immediately report it as lost to RBC Royal Bank: 

Within Canada: 1-800-769-2512  

Outside Canada and USA, Call Collect 416-974-7780 
 

Customer Service Representatives are available 24 hours a day, 7 days a week. 

After notifying RBC Royal Bank, the Cardholder must report the missing card to Financial Services, 

A replacement card will be issued after taking these steps. 
 
 
 
 

RBC Royal Bank Customer Service 
RBC Royal Bank VISA provides account information and services to Cardholders, available 24x7 

including: 

• To advise of travel plans 

• Card activity 

• Inquiry of a statement item 

• Account balance and status 

• Spending limit availability 

• Dispute status 

• Card activation 

• File lost or stolen card report 

Call 1-800-769-2512 for assistance. 

 

Emily Carr VISA Card Administration Help and Questions 
 

For questions about policies or procedures 

Contact: Mark Douglas, Manager, Financial Services 

Email:  mdouglas@ecuad.ca or 604 630 4548 or,  

Elisa Chan, Accounts Payable, Financial Services  

Email: echan@ecuad.ca  or 604 844 3094 
 
 
 
 

Always secure your card and card number. 

Keep it in a safe place. 

mailto:mdouglas@ecuad.ca
mailto:echan@ecuad.ca


    Financial Services 

O:\Finance - AP\Expense Claim Info\RBC Visa Handbook for New Employees\ECU VISA Cardholder Handbook-June2015.docx    15 June 2015                                    3 

 

Contents 

 

1. INTRODUCTION....................................................................................................................... 5 

Overview ................................................................................................................................... 5 

2. GETTING A RBC ROYAL BANK VISA CARD ................................................................................... 5 

Do I need a RBC Royal Bank Visa Card? .......................................................................................... 5 

RBC ROYAL BANK VISA Card Applications ................................................................................... 6 

Card Delivery and Activation ......................................................................................................... 6 

Setting Up RBC Royal Bank Visa ................................................................................................... 6 

Delegate – Office Assistant......................................................................................................... 6 

Deadlines – Monthly, Year End ................................................................................................... 6 

Cardholder Liability ..................................................................................................................... 7 

3. USING THE RBC ROYAL BANK VISA CARD................................................................................... 7 

Appropriate Uses and Restrictions ............................................................................................... 7 

Card Usage ................................................................................................................................ 8 

Pre-Authorized Payments ............................................................................................................. 8 

Ordering goods outside of Canada ................................................................................................ 8 

Document Retention ................................................................................................................... 9 

4. CARDHOLDER RESPONSIBILITIES ............................................................................................... 9 

Cardholder Responsibilities ........................................................................................................ 9 

Cardholder Obligations ............................................................................................................. 10 

Contract Sign-off ....................................................................................................................... 10 

5. APPROVER RESPONSIBILITIES ................................................................................................. 10 

As an Approver, what am I responsible for? ................................................................................ 10 

Approving Expenses ................................................................................................................. 10 

Payment Voucher Approval ........................................................................................................ 11 

Cardholder Verification Signature ................................................................................................ 11 

6. OTHER.................................................................................................................................. 11 

Absences - Vacation .................................................................................................................. 11 

Declines ................................................................................................................................... 11 

Disputes – Erroneous Charges .................................................................................................... 11 

Fiscal Year End......................................................................................................................... 12 

Hotels ...................................................................................................................................... 12 

Refunds ................................................................................................................................... 12 

Spending Limits ........................................................................................................................ 12 

 7.   RECONCILIATION .................................................................................................................. 12 



    Financial Services 

O:\Finance - AP\Expense Claim Info\RBC Visa Handbook for New Employees\ECU VISA Cardholder Handbook-June2015.docx    15 June 2015                                    4 

Card Payment .......................................................................................................................... 12 

Organizing Purchases when Made .............................................................................................. 13 

Deadlines for Submission of Receipts .......................................................................................... 13 

Statement Verification ................................................................................................................ 13 

Receipt Details .......................................................................................................................... 13 

Reconciliation Form Details ........................................................................................................ 14 

Payment Voucher Details ........................................................................................................... 14 

Payment Voucher Approval ........................................................................................................ 14 

Cardholder Verification Signature ................................................................................................ 14 

Payment Voucher Remittance ..................................................................................................... 14 

Missing Receipts ....................................................................................................................... 14 

Appendix A:  VISA Card Application ...................................................................................................... 16 

Appendix B:  Completed Payment Voucher Example ................................................................................. 17 

Appendix C:  Completed Reconciliation Form Example .............................................................................. 18 

Appendix D:  Receipt Examples ........................................................................................................... 19 

Appendix E:  Declaration of Missing Receipt Example ................................................................................ 24 
 



    Financial Services 

O:\Finance - AP\Expense Claim Info\RBC Visa Handbook for New Employees\ECU VISA Cardholder Handbook-June2015.docx    15 June 2015                                    5 

 

1. INTRODUCTION 
 

Overview 
The RBC Royal Bank Visa Card simplifies the procurement process by enabling staff to purchase low 

dollar value commodity goods, services and travel. The RBC Royal Bank Visa Card eliminates the 

need for out-of-pocket personal funds. There are two RBC Royal Bank Visa Card options: 

 Individual 

 Department 
 

The RBC Royal Bank Visa Card is issued to University staff and departments, enabling them to make 

pre-approved authorized purchases on the University’s behalf. RBC Royal Bank Visa Cards cannot be 

transferred to, assigned to, or used by anyone other than the designated or staff member (the 

Cardholder).  

 

When a staff member leaves their position (including departmental transfer), either voluntarily or 
involuntarily, the card is to be returned to Financial Services prior to their departure.  
 
Use of the RBC Royal Bank Visa Card is not intended to avoid or bypass University procedures; it is to 
complement ECU’s existing purchasing and payment guidelines and to simplify purchasing. 
 
Cardholders are asked to use the card responsibly and carefully as they would their own personal credit 
card. Although cards are issued in an individual’s name, the charges incurred are the liability of the 
department and ultimately Emily Carr University and commitments made should be authorized in 
advance of purchases. 

 
The RBC Royal Bank Visa Card includes high-level security controls and other commercial-use safeguards. 
These controls ensure that the card is used exclusively for approved commodity purchases within pre-set 
dollar limits. Cardholders are able to spend up to $1,000 per transaction for goods and services inclusive of 
taxes.  Purchases valued at $1000.00 or more require a Purchase Requisition for goods and services.  The 
monthly maximum dollar limit of for individuals is varied, please know your card limit.  
 

Finally, remember you are committing ECU funds each time you use the RBC Royal Bank Visa Card. This 
is a responsibility that cannot be taken lightly. It is your responsibility to ensure purchases are made in 
accordance with University policies and procedures. 
 

2. GETTING A RBC ROYAL BANK VISA CARD 
 

Do I need a RBC Royal Bank Visa Card? 

To determine if you should apply for the new RBC Royal Bank Visa Card, ask yourself 2 simple questions: 

1. Do I purchase low dollar value goods and services on a regular basis? 

2. Do I travel for ECU-related academic or business matters? 

 

Applicants must have the written approval of their Cardholder Application and agree to abide by the 
guidelines set out for their role as stated in this RBC Royal Bank Visa Card Cardholder Handbook and ECU 
policies and procedures. Check with your department head to determine if you should apply for the RBC 
Royal Bank Visa Card. 
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Note:  Only permanent ECU employees can apply for a RBC Royal Bank Visa Card. Students are not 
eligible. 

 
RBC ROYAL BANK VISA Card Applications 
Staff or departments wishing to obtain a RBC Royal Bank Visa Card must complete the Cardholder 

Application and obtain the necessary approval signatures.  Application forms are available from Financial 

Services.  

 

Card Delivery and Activation 
The RBC Royal Bank Visa Card requires up to 30 days for completion. The new card will be put in your 

staff mailbox along with instructions on setting up online viewing. To activate the RBC Royal Bank 

Visa Card, call the toll-free number printed on the card. 

 

Setting Up RBC Royal Bank Visa 
Per 7.6.1 University Credit Cards Procedure it is required that the RBC Royal Bank Visa Card 
Inquiry be set up as soon as you receive your card.  You will receive instructions on how to 
complete this step along with your RBC Royal Bank Visa Card. This must be completed within 24 
hours of receiving the credit card.  Notify Accounts Payable that the process has been 
completed. 
 

Delegate – Office Assistant 
A Cardholder may appoint a delegate or office assistant to prepare the reconciliation and payment 
voucher; however, the responsibility to ensure compliance with University procedures and guidelines and 
the final submission remains with the Cardholder. A delegate or office assistant can be appointed; advise 
Accounts Payable when assigning a delegate or office assistant. 
 

Deadlines – Monthly, Year End 
The monthly transaction cycle begins on the 5th of the month.  Keep in mind, charges made on the 5th 
may not appear on the current month statement depending when the vendor submits their 
transactions. 
 
Statements arrive approximately on the 15 th of the month and are immediately sent out to the 
Cardholder to reconcile.  
 
RBC Royal Bank Visa card shall be reconciled by the Cardholder or delegate no later than the 23rd of 
each month. 
 

 

 

 

 
 

BEST PRACTICE: Go to Google Calendar and set a recurring reminder for the 15th of every month with 

the heading, “Reconcile RBC Royal Bank Visa Card Charges.” 
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Cardholder Liability 
This program does not impact your personal credit rating. 
 
Upon discovery of any unauthorized activities on the RBC Royal Bank Visa Card, it is the 
responsibility of the Cardholder to contact the supplier and/or card provider directly.  Each 
Cardholder is responsible for the safekeeping and proper usage of their respective RBC Royal 
Bank Visa Card.  The University is not responsible for any unauthorized purchases. 
 
The RBC Royal Bank Visa Card cannot be used for personal purchases, however in the event a 
personal charge appears, a personal cheque/cash shall be submitted with the payment voucher 
to Accounts Payable and noted on the reconciliation form. 
 

3. USING THE RBC ROYAL BANK VISA CARD 
 

Appropriate Uses and Restrictions 
 
Acceptable uses: 

 Goods <$1,000 

 Services <$1,000 

 Travel expenses, excluding flights 
 

Restricted uses: 

   Personal purchases 

  Cash advances 

  Goods and services >$1,000 

  Donations 

  Consulting services of any amount (i.e. professional consulting, web, graphic design) 

  Controlled substances 

  Flights 

 
Purchasing Litmus Test 
 
When making a purchase using the RBC Royal Bank Visa Card, Cardholders should ask themselves three 
questions: 
 

1. Do I have approval to make the purchase? 
 

2. Does ECU have a preferred supplier for the desired good or service? 
 

3. Is the value of the purchase less than $1,000 inclusive of tax? 
 
The RBC Royal Bank Visa Card is to be used for low dollar value goods and services totaling 
less than $1,000. 
 
Remember, a Purchase Requisition for goods or services is required for purchases valued at $1,000 or 
greater.  For ongoing vendor relationships i.e. monthly maintenance contracts, a Purchase Requisition 
needs to be completed. 
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Card Usage 
Purchases can be made in person, by phone, or online. For prompt delivery (from Shipping and 

Receiving) of products purchased by phone or online, ensure that the supplier has all of the appropriate 

contact information, including name and department.  

 

When ordering goods or services, you should: 

1. Confirm that you have budget approval to purchase the good or service; 

2. Remember, the RBC Royal Bank Visa Card is for purchasing low-dollar value commodity goods 

and services totaling <$1,000. 

3. Inform the vendor you are ordering with your RBC Royal Bank Visa Card and the 

purchase is for the University in order to qualify for any educational discounts. 

4. Use common sense and exercise caution when making online purchases and only order from 

trusted websites and those that offer secure transactions (i.e. SSL: look for website addresses 

that start with https), deal with known merchants, never send visa card number via email, 

know the delivery and return/refund policies. 

5. Note that to transmit a RBC Royal Bank Visa Card number by fax or email is not secure and 

can result in your card being compromised. 

6. Ask if the vendor can invoice the University.  Many vendors can invoice directly, this is a 

preferred method.  If vendor can invoice, have them email the invoice to ap@ecuad.ca.  

Please do not use your personal email to receive invoices.  Ensure your first and last name 

is on the invoice so it can be processed and paid without delay. 

7. Personal charges are not permitted. In the event that a personal charge does occur, the charge 

must be declared during the reconciliation process and a cheque/cash submitted when 

submitting the reconciled RBC Visa to Accounts Payable. 
 

For all travel, please contact ECU’s Travel Agent to receive preferred rates and discounts: 
 

North South Travel   http://www.northsouthtravel.com/ 

3702 10th Ave W, Vancouver, BC V6R 2G4 

P: 604-736-7447 E: nstravel@northsouthtravel.com 
 

Pre-Authorized Payments 
A Cardholder will not authorize a supplier to charge the RBC Royal Bank Visa Card for specified charges 

for recurring monthly expenses. Please request that an account be set up through Accounts Payable 

and we will have the invoices billed directly to the University. 
 

Ordering goods outside of Canada 
ECU customs partner, Davidson & Sons Customs Brokers, manages customs clearance for Emily Carr. 
When goods arrive at the border and the foreign vendor is not the importer of record, Emily Carr is 
designated as the importer and the department ordering the goods will be responsible for paying all 
duties and taxes. 
 
When placing orders that are being imported into Canada, it is the responsibility of the Cardholder to 
provide the vendor their Name, Department and middle six digits of their GL Account on all 
documentation related to the purchase. This will be used to charge the end-user for any customs 
brokerage charges, duties and taxes associated with the purchase. Failure to reference the above on 
vendor’s documentation will result in delays or possible returned shipments. 

mailto:ap@ecuad.ca
http://www.northsouthtravel.com/
mailto:nstravel@northsouthtravel.com
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When ordering items on dry ice or other perishable items, request vendor ship on a Monday or Tuesday. 
This will ensure the shipment can clear customs and be delivered before the weekend. Failure to do so will 
result in delays that could lead to spoiled goods. 
 
Customs clearance is done by Davidson & Sons Customs Brokers Ltd.  
 

Davidson & Sons Customs Brokers Ltd. 

1220-1188 Georgia St W, Vancouver BC V6E 4A2 

Rep: Bonnie Cooney bonnie@davidsonandsons.com 

P: 604-681-5132  F: 604-681-260  E: info@davidsonandsons.com 

 

Document Retention 
It is the responsibility of the Cardholder to retain the following documentation types per Audit 

requirements and submit with the monthly statement: 

 Receipt or invoice including card transaction slip from merchant 

 Meal receipt 

 Packing slip 

 Order forms for dues, subscription, registrations (vendors can invoice the University) 

 Email confirmation from merchant 

 Emailed receipt 

 
All source documents should include the following information: 

 Merchant Name 

 Date of Purchase 

 Description and quantity of each item purchased 

 Taxes if applicable 

 Total cost of order 

 

4. CARDHOLDER RESPONSIBILITIES 
 
Cardholder Responsibilities 

The Cardholder is accountable for: 

1. Keeping the RBC Royal Bank Visa current and adhering to all reconciliation and submission 
deadlines 

2. Maintaining receipts and documentation for purchases 

3. Adhering to all ECU purchasing and compliance guidelines and taking responsibility for all card 
usage 

4. Being vigilant about card security to prevent unauthorized charges 

5. Obtaining an original receipt at point-of-purchase and verifying its accuracy 

6. Immediately notifying Financial Services with regards to changes involving name, address, and 
any other contact or employment status 

mailto:bonnie@davidsonandsons.com
mailto:info@davidsonandsons.com
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7. Voluntarily surrendering the RBC Royal Bank Visa Card to Financial Services immediately upon a 
change of position, or conclusion of employment 

8. Never using the RBC Royal Bank Visa card for personal charges 
 

Cardholder Obligations 
The RBC Royal Bank Visa Card is entrusted to individuals in accordance with the procedures outlined in the 
RBC Royal Bank Visa Card Application and University policies and procedures.  Unauthorized or improper 
transactions made by the Cardholder may result in disciplinary action by the University. Regular non-
compliance with the Cardholder responsibilities may result in card suspension, or in severe cases, long-
term or permanent loss of Cardholder privileges. In the event that such an instance occurs, both the 
Cardholder and their Approver will be notified of the incident, and will be given an opportunity to provide 
an explanation for the infraction. Financial Service reserves the right to remove cards at an individual or 
departmental level for non-compliance.  
 
Cardholders must return their card when leaving employment or no long required as part of their University 
duties.  Notify Financial Services of any long term leave of absences or sabbaticals and return card to 
Financial Services for safekeeping until their return.  
 

Contract Sign-off 
Employees of the University (including Directors, Department Heads and Deans) are not authorized to bind 
the University to contracts unless they have been delegated that authority pursuant to one of the signing 
resolutions, or have been sub-delegated authority by the VP of Finance and Administration. Contracts are 
defined as agreements that are legally enforceable, regardless of the document title, and include 
Memoranda of Understanding, Licenses and Letters of Agreement. 
 
Remember, the RBC Royal Bank Visa Card is an enablement tool, a single payment method for the 
convenience of staff to purchase low dollar value goods and services and travel only. If you require an 
ongoing vendor service, you are obliged to contact Financial Services to set up an account with the 
Vendor so they can invoice the University.  Alternatively, you can create a purchase requisition for the 
purchase of goods and/or services. 
 

5. APPROVER RESPONSIBILITIES 
 

As an Approver, what am I responsible for? 
 

An Approver refers to positions including those of Director, Department Head, Executive, Vice-President, 
and President. The Approver must be senior to the Cardholder with respect to the University’s 
organizational hierarchy and must have a reporting relationship with the Cardholder. 
 

Responsibilities include: 

• Approve the Cardholder Application; 

• Review and approve the Cardholder’s expense report submissions; 

• Recycle requests to the Cardholder for more information to substantiate expenses as 

appropriate; 

Approving Expenses 
An Authorized Approver is the budget owner of a Department and is required to authorize financial 
transactions that impact their budget. RBC Royal Bank Visa Card reconciliations will be completed by 
the Cardholder or Delegate and approved by the Department Head. 
 
Responsibilities include: 
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• Approve transactions within budget limits; 
 

• Ensure that purchases are appropriate and are in compliance stated within this Handbook 

and ensure that purchases are charged to the GL account number(s).  

 

Payment Voucher Approval 
Refer to section 8.  Reconciliation, Payment Voucher Approval for complete details. 

 

Cardholder Verification Signature 
Refer to section 8.  Reconciliation, Cardholder Verification Signature for complete details. 

 

6. OTHER 
 

Absences - Vacation 
A backup reconciler needs to be designated in the case where the Cardholder will be absent during 

the reconciliation cycle process.  Cardholders must forward all supporting documentation to the 

person in your department who has been assigned responsibility to complete the reconciliation 

process. 

 

Declines 
On occasion, a Cardholder’s purchase may be declined.  If the card is declined, contact the toll-free 

telephone number on the back of the RBC Royal Bank Visa Card to determine the reason. 

 

Declined transactions will happen if the credit limit has been reached.  It is the Cardholder’s 

responsibility to ensure that adequate funds are available prior to making a purchase. 

 

Common reasons for declines are: 

 The Cardholder has exceeded their monthly limit 

 Invalid expiration date 

 Vendor error 

 

Disputes – Erroneous Charges 
If there is a problem with a purchase or transaction, the Cardholder must first attempt to reach a 
resolution directly with the merchant.  In most cases, disputes can be resolved between the 
Cardholder and the merchant.  The merchant will usually issue a credit 
 
The Cardholder should document all attempts to resolve any problem.  If the item involves a 
reservation or order that has been cancelled, the Cardholder is responsible for obtaining a cancellation 
number.  If efforts to resolve the problem with the merchant are not successful or if a credit does not 
appear on the statement a dispute can be filed with RBC Royal Bank Visa within 60 days of the 
transaction date.   
 
Reasons for disputes include, but are not limited to the following: 
 

 Unauthorized Charge – The Cardholder did not make the purchase; the merchandise or 
services were not ordered or received. 

 Alteration of Charge Amount – The electronic transaction amount is different than the amount 
on the sales receipt. 



    Financial Services 

O:\Finance - AP\Expense Claim Info\RBC Visa Handbook for New Employees\ECU VISA Cardholder Handbook-June2015.docx    15 June 2015                                    12 

 Merchandise or Services Not Received – Although the transaction is valid, the items or 
services were not received and the Cardholder is unable to resolve with the merchant.  

 Disputed Transaction – The transaction took place, but there is a problem with the transaction 
and the Cardholder is unable to resolve with the merchant.  

 Defective or Wrong Merchandise – The merchandise ordered was different from that received 
or the merchandise was defective/damaged. 

 Recurring Charge After Cancellation – A Cardholder’s account is charged although 
merchandise or services were cancelled. 

 Credit Not Received – The Cardholder received a credit slip from a merchant, but the credit 
has not appeared on the statement within 30 calendar days from the date the credit was 
issued. 

 Credit card was compromised and is being used fraudulently.   
 

Credit card statements must be paid in full despite charges in dispute.  Notify Accounts Payable if a 
charge is being disputed.  Reversed charges will appear on a subsequent month’s statement once the 
dispute is settled.  Please ensure the same GL Account is used for both the charge and refund to clear 
the account. 
 

Fiscal Year End 
March 4 is the last day for purchases to be charged to the current fiscal year.  Purchases made on or 
after March 5 will be charged to the new fiscal year. 
 

Hotels 
When an employee is required to travel on University Business and overnight accommodation is 
necessary, employees must request government rates.  Business accommodation within BC must be 
in accordance with the hotel accommodation guide approved accommodation rates 
http://csa.pss.gov.bc.ca/businesstravel/. 
 

Refunds 
Only refunds against the RBC Royal Bank Visa card are allowed; no other form of refund, including cash, 

cash backs, or cheque can be accepted by a Cardholder. In all cases, suppliers must issue a credit directly 

to the RBC Royal Bank Visa Card. 
 

Spending Limits 
The maximum amount of a single transaction made by a Cardholder is $1,000. This applies to one 
item or multiple items purchased in a single transaction with a supplier, including shipping, tax and 
exchange rate. Do not split up a purchase to bypass the single transaction limit.  
 

The maximum dollar amount a Cardholder can spend within a monthly cycle period is determined 
based on the Cardholder’s application.  Each Cardholder’s limit is different, know your monthly 
spending limit and stay within it.  

 

 7.   RECONCILIATION 
 

Card Payment 
RBC Royal Bank Visa Card charges are settled with the Royal Bank monthly. It is the Cardholder and 
approver’s responsibility to ensure expenses are allocated to the appropriate GL Account during the 
reconciliation process within the allotted time frame. 

 

http://pss.gov.bc.ca/csa/categories/accommodation/search/
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Organizing Purchases when Made 
Prepare receipts as they are received: 

1. Write the GL Account number on receipts as you receive them 

2. On meal purchases, write the staff name and the number of guests on receipt i.e.: Ron Burnett, 
Michael Clifford + 2, meaning, 4 in total were at the meal and two of them are not employees. 

3. If charges are made for other staff, indicate the staff name(s) on all applicable receipts (i.e. 
taxi, conferences, hotels, etc.). 

4. Have an RBC Royal Bank file folder on hand and place all receipts into it for organization 
and ease of reconciling when the statement arrives 

 

Deadlines for Submission of Receipts 

1. Accounts Payable will disburse the monthly credit card statements to each Cardholder.  In 
addition, an email will be forwarded to all Cardholders, delegate or office assistant stating 
the deadline to reconcile the statement.  Receipts must be submitted by or before the 23 of 
each month.  

2. A payment voucher and the credit card statement will be placed in the Cardholder’s or 

delegate’s mailbox.   

3. Due diligence is required to submit the reconciled statement before the stated deadline.   

4. Credit card statements must be returned to Accounts Payable with the original receipts, 

names indicated on receipt if applicable, and the completed reconciliation form and payment 

voucher. 

 

Statement Verification 
RBC Royal Bank statements will be attached to a premade payment voucher and directed to the 
Cardholder or delegate. 

Cardholders must verify that all charges are correct and appropriate.  Incorrect or unknown 

charges should be promptly followed up for resolution.  All transactions must be supported by the 

cash register receipt and the credit card receipt.  For purchases made on the Internet or over the 

phone, a printed copy of the emailed receipt is required showing the vendor name, payment 

amount, date and whether it was made by phone or internet. 

 

Receipt Details 

1. Receipts must contain the following information: 

a. Merchant Name 

b. Date of Purchase 

c. Description and quantity of each item purchased 

d. Taxes if applicable 

e. Total cost of order 

2. Original detailed receipts are to be taped on a separate sheet of paper noting pertinent 

information (names) beside the receipt and must be in chronological order and in the 

same order on the RBC Royal Bank Visa and reconciliation form. Refer to Appendix C: 

Receipt example. 

3. Authorized employees may claim business meals.  Meal receipts require the staff names 

and number of guests that attended.  i.e.: Ron Burnett, Michael Clifford + 2, meaning, 4 in 
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total were at the meal and two of them are not employees.  Refer to Appendix C, Receipt 

example. 

4. Five or more receipts require the completion of a reconciliation form.  Refer to Appendix 

B: Payment Voucher Reconciliation example. 

 

Reconciliation Form Details 

1. A reconciliation form is to be completed if there are five or more transactions in one month.  

Refer to Appendix B: Payment Voucher Reconciliation example. 

2. Record receipts individually and group by GL Account Number with very clear and brief 
description in less than 24 characters in each section on the form. 

Payment Voucher Details 

1. Transfer the GL Account number and the subtotal of each account to the payment 

voucher.  Refer to Appendix A: Payment Voucher example 

2. Describe clearly and briefly in 24 characters or less the reason for expense on the 

payment voucher.  The description will appear in Colleague and all reports and should 

clearly indicate the nature of the expenditure (i.e. “Hotel/NY/June 10-15” is better than just 

“Travel”).  Refrain from using the object code name (i.e. Travel) to describe the 

expenditure. 

3. Receipts charged to the same GL account are to be grouped together on one line item on 

the payment voucher.  Refer to Appendix A: Payment Voucher Example. 

4. Attach a payment voucher to the front of the Reconciliation Form and staple together with 

the receipts. 

5. Ensure authorized department head signature is on the payment voucher before it is sent 

to Accounts Payable.  The President and Vice-presidents should submit directly to 

Accounts Payable. 

 

Payment Voucher Approval 
Forward completed payment voucher to your Director or VP for authorization and approval, then 

forward to Accounts Payable.  Directors and VP’s shall forward their payment voucher directly to 

Accounts Payable. 

 

Cardholder Verification Signature 
Cardholders can not authorize the acquittal of their own expenses.  However, the Cardholder must 

sign in the Requested By section of the Payment Voucher agreeing that the expenses incurred are 

correct and for University business. 
 

Payment Voucher Remittance 
Remit completed payment voucher directly to Accounts Payable within expected deadline.  
Accounts Payable will verify transactions and forward to the Vice President Finance + 
Administration for final authorization. 

 

Missing Receipts 
Every effort to obtain the missing receipt from the vendor must be made by the Cardholder.  
Where the receipt is lost and all efforts to locate the receipt are exhausted, the claimant shall 
submit a Declaration of Missing Receipt in place of the lost receipt.   
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Do not hold onto a payment voucher if a receipt cannot be located.  Communicate the problem to 

Accounts Payable and forward receipt when obtained. 

 

The Declaration of Missing Receipt shall be completed in full.  Refer to Appendix D: Declaration 

of Missing Receipt example. 

 
Minor expenses where it is impossible or difficult to obtain a receipt may be approved. An 
itemized list of these purchases shall accompany the reimbursement claim (i.e. meter parking). 
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Appendix A:  VISA Card Application  
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Appendix B:  Completed Payment Voucher Example 
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Appendix C:  Completed Reconciliation Form Example 
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Appendix D:  Receipt Examples  
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Must identify all persons at meal.  
Alcohol is not reimbursable. 
 
Indicate the purpose of the meeting. 

These examples show that both 
receipts must be submitted before it 
can be reimbursed.  Submitting only 
one receipt does not give enough 
information for proper GST/PST 
calculation or tip. 

Michael Clifford 

Kathleen Johnson 

+ 2 

Finance Mtg 

This means 4 
people attended.  
Two ECU 
employees and two 
non-employees.   
 
Describe the type 
of meeting. 

 Kathleen Johnson 

+ 1 

 

Purchasing Mtg 
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Till receipts must show 
method of payment. 
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Appendix E:  Declaration of Missing Receipt Example 
 

 
  


