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OVERVIEW

THIS PRESENTATION IS TO DEMONSTRATE THE EXPENSE REIMBURSEMENT PROCESS AND PROVIDE THE
EXAMPLES FOR EXPENSE CLAIM BACKUPS.

2. LOCATION

3. TIME
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EXPENSE REIMBURSEMENT DOCUMENT ORDER

A. CONFERENCE REGISTRATION

Please ensure your

B. BUSINESS TRIPS/FIELD TRIPS

backup document
C. AIRFARE follows this order.
D. ACCOMMODATIONS
E. TRANSPORTATION
F. MEAL

G. HOSPITALITY

H. OTHER EXPENSES
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EXPENSE REIMBURSEMENT DIRECT DEPOSIT-ERDD

HTTPS://EASLITS.UTORONTO.CA/ADMINISTRATIVE-MANAGEMENT-SYSTEMS/EXPENSE-REIMBURSEMENT-
DIRECT-DEPOSIT-ERDD/

This service is available to
Faculties or Researchers
at the moment. If you do
not have access, please

see next option.

All Clairms {lﬁﬁ@

Fl Documint :
Aude Number & Hiamber = Claim Mama Personngl Mumbar Clakmant Mame Caalis Last Updaingd On
AT T L% |
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https://easi.its.utoronto.ca/administrative-management-systems/expense-reimbursement-direct-deposit-erdd/
https://easi.its.utoronto.ca/administrative-management-systems/expense-reimbursement-direct-deposit-erdd/

ERDD-CONTINUED

PRESS “CREATE”

Caeaie Mew Clasm
Kega S meopcls aee requred e SR o

Wi e youl creating this claim o
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ERDD-CONTINUED

FIRST TIME USER

PLEASE CHOOSE “SHOW
ACCOUNTING INFORMATION” ===
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ERDD-CONTINUED
« CLAIM NAME ity ' A A i YOS o s e Do N

« REASON FOR CLAIM G sl

Name: | Tiftany Hwvang
BELOIE, LTS Q134006

« FROM, TO IF TRAVEL RELATED

Deputment | Dept of Matenals Soence & En

(s R mmmg&.-ldri

° PU RPOSE CitwFrasdnns Toomin :
CrumwyPoRat. | CA Make sure to check it

If travel related as
you have to input
dates and location.

« LOCATION

For location, please add City,
State and Country.

Loewtion ¥ =
Purpoae od Relesance lo
Linesersty Busimess

(TR o0 charncioe |
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ERDD-CONTINUED

- CLAIM TYPE

« CONFERENCE FEE
« POSTER PRINTING
« G/L

« TAX

« COST CENTER

« FUND

« FUND CENTER

UNIVERSITY OF

%) TORONTO

Claim Type Make sure you
press “Apply”

4Se make sure

froiove: coeenc il - | you input all the
- fields.(i.e. G/L, tax,

Piease ssiaci & clalm fype. Changing 1he claim fype will impact the GiL abcount vakies in ihe fislds below

Ernpioyee Fleid Trig

Empicyes Conterence cost center, fund,
Student Fee Trp fund center)
Shden! Comferance If there is no auto-populated
e G/L code, please refer to
Other
reference accounts table.
W Onhers
Descrpion AmountCADY l::.-'I.. Tax DIIS« Caner cem -“.SS-I,;"“MTH
Descption AmountiCAD) GA T Cast Cenbor Cirdar Fund Funds Centor Citm Agxipnmisnt
Posted FrinL'ﬂg T2 B3T200 ER 10000 455456 173456 1-.'
Sum: CAD 405.35 [ Postin Fl |




ERDD-CONTINUED

. ONCE YOU ENTERED EVERY LINE DETAILED INFORMATION ON
ERDD, YOU CAN SAVE AND PRINT.

. REVIEW, SIGN AND ADD BACKUP INFORMATION TO THE CLAIM

. SUBMIT THE FILE IN ONE PDF ALONG WITH THE BACKUP
DOCUMENT. AND, PLEASE NAME YOUR CLAIM AS “FY-EXP
REIMB-INITIAL.LAST NAME-FUND-CF CTR-CLAIM #NAME OF
CLAIM”.

. IF THERE IS ANY MISSING BACKUP INFORMATION, YOUR CLAIM
WILL BE RETURNED

. AND, SUBMIT THE FILE TO MSE.FINANCE@UTORONTO.CA

Print Claim

How would you like to print this claim?

Formatted Print

e) PDF Print

UNIVERSITY OF

¥ TORONTO

FY-Exp Reimb-T For example,
456456-1234:,  the name of
2023128783-Ch,. IS claimiis:

Audit Number: 2023128733

Expanse Relmbursesents DiTOE

| ﬁ Expense Report for TIFFANY HWANG (014
9
e

[Departmant: Dept of Materlals Science & En Prapared by: HWANSTIF
,hddrnam Wallberg Buildin Dept Contact:

Torento ON CA M53 3E4
'Te'lephnneﬁ ona FREH: 000
-PErll:rd of Travel (dd.mm.yyyyl: 22.06.2032 to 24.06.2022
L-W.‘&I lab: Toronts

[Reason for Claime CMSC 2022 - :
[Purpose and Relevance to University Business i CMEC Conference 2022

Claim Types EFT

ICurrencys Canadian Dollar

[EXPENSE CRTEGORIES Amk (Cdn%$)G/L  Tax CostCt IntOrd Fund CF Cer C.Itam
[Flight Class Total kms flown
|----.---.------------------------------------------'-----------------------------------------------------------
[Public Transit: In / Outeide Canada 0.00

Etlthers Confersnce Fas 333,35 BITROOER 10000 456456 123458 SER-FEES
iothers  Doster Printing 72.00 837200 ER 10000 456456 123456

-SEE'. FRINTING

E'Tncal Exponses for Reimbursemant § 405, 15

Declaration by Claimant:
I certify that T have incurred the expense clalmed, they are in compliance with Unlversity policles &
procedures, all sponscr terms and conditions (if applicable), & have not been claimed through other scurces.

Slgnature of Claimant: di@ a‘fwang Date Submitted: I ZM )3[2( )23
erine wane: T 1ffany Hwang neie_Financial Officer

Declaration by Chalr/Approver:
I certify the E"Iﬁ!ﬂf’lﬂﬂﬂ claimed were reasonable & required [or University business & (L[ applicable)
are relevant to the research being funded.

Authorized Approval: Date Approved:

Print Hame: Title:

10



ERDD-ADDITIONAL INFO e

Moy This foo comats loasip cormncas inlp Canedian Dodar Aoxrry will mol b coped 1o oo BRDD Frparas report sctomatioaly

CURRENCY CONVERSION IN ERDD Set Delaul Currancy

IN CASE OF YOU WERE CHARGED IN OTHER CURRENCIES
BUT DID NOT PAY WITH CREDIT CARD, YOU CAN USE THE
CURRENCY EXCHANGE TOOL IN ERDD.

Arali i® Canaiah Dollirs

587

Armourd i Cansdian Dollers
115 Cdiar el o, Lr i) L il ¥ a4 18

Amour s Canadian Dollers

iy et 0 0 51 28 Linsiree wirly wil e ksl 1S Crodim i s

- ir = Amaguni in Canadian Dodlars
sawory sy i} S erian 1% Eicdia SRS W 0.0
pr——
B b e Trgm e Farwo ey’ [ p - ey Dea OF Coavpsrmior JTEIAFYL W FOreign Cuamancy At i Canadan Dodlas
LIS Diodbad A [+ o
Rimirkan Tow Claim
T CKISE DR
(v 8 1.Choose currency
— == 2. Input dates and amount
—— 3. Convert all
4. Print the page and add to your backup
5. Add the amounts to the line items

Evperad Repo

11



EXPENSE REIMBURSEMENT FOF

EX: FY-Exp Reimb-T.Hwang-
456456-123456-CMSC 2022

DOWNLOAD FROM AND CHECKLIST: HTTPS://IMSE.UTORONTO.CA/FACULTY-STAFF/FORMS/

ALL THE HIGHLIGHTED CELLS
SHOULD BE COMPLETED BEFORE
SUBMISSION.

PDF THE EXCEL SHEET AFTER
YOUR PI'S APPROVAL AND ADD
YOUR BACKUP DOCUMENT TO
THE SAME PDF.

SUBMIT THE FILE IN ONE PDF.

AND, PLEASE NAME YOUR CLAIM
AS “FY-EXP REIMB-INITIAL.LAST
NAME-FUND-CF CTR-CLAIM #-
NAME OF CLAIM”.

SUBMIT YOUR CLAIM TO
MSE.FINANCE@UTORONT4

NOTE: IF THERE IS AN
BACKUP INFORMATIQ
CLAIM WILL BE RET

Include purpose
(Conference), Location

(City/State and
country)
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https://mse.utoronto.ca/faculty-staff/forms/

CONFERENCE

BACKUP DOCUMENT:

« CALL FOR PAPER (DATE, LOCATION)
 OFFICIAL AGENDA

« REGISTRATION CONFIRMATION

* INVOICE/RECEIPT

 CERTIFICATE FOR ATTENDANCE (IF PROVIDED)

* OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR
DIGITS, TRANSACTIONS)

UNIVERSITY OF

¥ TORONTO
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Call for Abstracts: The 33rd Canadian Materials Science Conference held at the
University of Toronio

CONFERENCE-CONTINUED s comermserecs

-
Dear MSE Graduate Students,

« CALL FOR PAPER (DATE, LOCATION) We wedcome you to Submt an;ma;tr _
prysics and engneerno taking psce €. '

The symposium topics:

= Physical metalurgy and nanomaterials

Additive and advanced manufaciuring of materials

Hydrogen stealmaking

Computation and Al

Advanced Malerials Characlenizaon (supporied by Canadian light source (CLS))
Biomalerials

ElrCirochamas iy, enidgy SI0rape and devions

Sustainability and CO2 caplure

Matarials Information and Education

Nuckear anargy materials and environmental degradation

M 1} T

Indicating “Dates”
and “Location”

Leam more about the conference on the CMSC 2022 websie
Kind regards,

Sherry Esfahani, Ph.D., P.Eng. | External Relations Likisom & Cormminications Offeer
Usivarsty of Tormnt, Dapt of Maeniais Sosnot S0 ETnaing
Wallberg Buld. Sune 140D | 184 Coliege 5o | Toronto | Orario | M35 3E4

B [P GECPEHILG: G | Y, v TG, LFOVDEEG Ol | e o O HIS Gl
CHfce: 416.978.1374 | Call: 647864 1064

OO0
: (cIl s IC]

CAMADUAN MATERIALS
ECIEMCE CONTERENCE

UNIVERSITY OF

TORONTO
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CONFERENCE-CONTINUED

- |f"|.rl—u--—ll- oo i e IR [T W jetde | Btit =
<] [ ] |
¢ OFFIClAL AGENDA/SCHEDULE bpdasy | eggem | EEEIE:L sppias | Egdiag | spewss | & Soeadn | mocaan | e d I:hllr:t-|'.1-\'.|l|---| [ wemat | wcowa
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eventbrite ——
CMSC 2022- CANADIAN MATERIALS SCIENCE m

CONFERENCE-CONTINUED st st

=F Faranbs, 37 Komg i College Crole, T

* REGISTRATION CONFIRMATION

Euwrnbrrs Comglerad GRIHET §38.35

John Doe

Loty bzt prits e

Thissk you For iegertenreg boo the Jid Tanacdin atensls boarce

Wl G har re i

Registration

Wewting bately Agan- Heehth Begulatio=a
Iri pies ol 5 T b CONTE- 19 Cragen, the S o b ot cebaod 5 Seresl

- - - rtandards g e & # with the puhle health gustslnes.
Conflrmatlon Wlth Azt recommandscsons of pubbc hesith suthorsea sre convtancly
drebdvaregl, el raThE e B vl e st Tonl arg bod dee msee
chraaln.

“Name” and “Total” -

AR T 103 10 enigrn in vy pobies plecs swhere pople Sre
ormasct. By atteed vou vohustardy puvwms & roeks refetsd o
anpriirints 10 UG- Vel aagiee ri o Bl v, CH, o devey il
ghiir directors, oHicen, employes, oo vobuncesrs kshis foe mry
frme

CARCELLATIONS BUBSTITLITRGN POLICY

vy Pl refunds minus che paymen procsssng Fess o b recesssd
o B ey 21, 2022, Thare are no refunds elter that date.

+ Byl o £ it sl 1ot bk grems e faibsre 00 aTie il e sivread,
s

vl idteng must b sulbmdbed i sring [emed | by the srganal
IR T ET,

To mad s charges to your regatration or personsl mformston, sl
BRI T LG

1D el o N PR o L S T

Sinr wail g o reresian wel B e Srie |
e LT LS

UNIVERSITY OF

TORONTO
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Invoice From:

Metallurgy and Materials Society of CIM

”Ewﬂ::galrﬂall Bochety of CIM, 1040-3500 de Malsonrewee West, Wesimount, S0 1040-3500 de Maisonneuve West
— Westmount, QC H3Z3C1
Canada

Invoice To:
GST/HST: CA106861844RTO00D3

 INVOICE

Ticheting by

tbrit
(INVOICE DATE, BREAKDOWN D Breakdown

FOR THE CHARGE(HST & IF | S s total(Tax,
THERE IS BANQUET/MEAL CSTIHST Involce meals and

INCLUDED) AND THE Invoice Number:
PAYMENT METHOD) Pizase quote Mvolce NUMber for payment and COTESpandente.

Invoice Date: 20 May 2022 )
Event 202440673847 Etc .

Dear John Doe

Thank you for your order.

Student Reglstration Early Rate [Student fes)

Charged to: Visa - XO004-H000000 4545 Total (net): $295.00 |
Payment method Date of Purchase: 20 May 2022 - 2:08 PM Plus GST/HST 13 %: $33.35
an d Date Time of Supply: 22 Jun 2022 - 3:00 AM Invoice Amount: £333.35

Ewventbrite, Inc., on behalf of the organizer, charged $333.35 for "CMS3C 2022- CANADIAN MATERIALS SCIEMCE COMFERENCE™ to
your credit'debit card. The invoice amount will appear on your credit’debit card as "EB "CMSC 2022-CAMADIAN" in the next few days.

Thank you.
Metallurgy and Materials Society of CIM

Eventheite s nof Me seiler of e poods oF servioes Mal Mis inveice melales o and acts only a5 a Imied commencia) agent on behalf of METALLURS Y AND MATERIALE
UNIVERSITY OF SOCIETY OF CIAL  Four paymen' of e amowsts sef fon on fis involos that are processed Dy Bvenionte pays Me gebl pouw owe do METALLURO VAND MATERIALS

SOCIETY OF CIM for Me amoun(s concemed. WETALLURGY AND MATERIALS SOCIETY OF G (s oblped fo provide the poods oF S2nions povchased whemer or nod

fhey have yef recefved fhe funds fom Eventbefe. However, 7 camding oot ITs dutfes a5 imited commercial apant of METALLURG Y AND MATERIALS SOCIETY OF CIM,

‘ I lO RON‘ I lO Eventhrite acsumes no lahley for 3y 3275 OF GMISSIONT or Sthenkise in respest of METALLUREY AND MATERIALS SOCETY OF CIM

17




CONFERENCE-CONTINUED

« MONTHLY CREDIT CARD STATEMENT

» NAME
» LAST FOUR DIGITS

» TRANSACTION DATE, AMOUNT

UNIVERSITY OF

¥ TORONTO

CIBC Account Statement

Tha reeTam o o0w Gased on o ouTend records, ae-of FeSraay 17

F21. ek S TeEs] 06 el FEASIT §oy IRBFRIEE I STIG Roiess sl

secrrErd Mz rusTess Bal iy e noorrsd prer o S st

P =L T R T

ot iy 1, B33 By 305023

Account Summany Contact information

Ciptrieg Badnree o6 by 7, 2133 F1E-] a1 B0 LS CIRC el

G ] 384 £5 ot i by prossd K GuBESOran
crnn : s Tmmme Ceeenos
Chosing balancs on May 3, 2037 - 00335 74 bpury gy, T dapy o ek

Ty
1500 4= TN

Crurtede Canasla prell Ty U5,
100 430 CORC (23

PSR Y » AR HER 0l

RETAR, PURCHESE BEE00 LG8
1T SUPERMARKET

EVENTBRITECMSOMNY

33 W0

18

wmw, Cibe Com
Trandacticn detaili
Cuis |l i) Witk o | Diapaaan iF) Falsre s chi
:Dhﬂdm LT
By 30 — 5 5.0 8,800 0
. ATa AT 150 08 £.37010

#3138 T

Back to “Content”



BUSINESS FIELD TRIP

« AGENDA FOR THE BUSINESS TRIPS

« PURPOSE OF TRAVEL: EMAIL EXCHANGED WITH THE SUPERVISOR/ORGANIZER
INCLUDING DATES, LOCATION AND OTHER DETAILS

« PROOF OF VISIT (EMAIL EXCHANGED WITH THE HOST)

UNIVERSITY OF

¥/ TORONTO

19 Back to “Content



AIRFARE

* ITINERARY/RECEIPT OR TICKET CONFIRMATION FROM THE AIRLINE.

* OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR
DIGITS, TRANSACTIONS)

« BOARDING PASSES (PAPER OR PRINT-OUT OF E-BOARDING PASS)
 INPUT KILOMETERS FOR YOUR TRIPS IN THE REIMBURSEMENT FORM OR ERDD

* OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR
DIGITS, TRANSACTIONS)

UNIVERSITY OF

¥ TORONTO

20



AIRFARE-CONTINUED

Amsterdam

* ITINERARY/RECEIPT

 BOARDING PASSES Cardiff (CWL) — Amstordam (AMS)

« OFFICIAL MONTHLY
CREDIT CARD
STATEMENT
(INDICATING NAME,
LAST FOUR DIGITS,
TRANSACTIONS)

SURNAME/NAME

N Voguord Syer detaie provecod

" Soal assgrvrents. specal moals. Seguant Sper poerd aveeds and apecial
Suslance reguests shoul! be confrred drecly wilh e e

Age 10, 2014 - Depatae Nerky

thiXm
¥Mim

Carat Arrisontam

KL OWL StSpm AMS T:3pm
MLM 1084 Operatod by SN CITYHOMER
Econceny | Cosen (0) | Confiern seats with B aitre *

Apr 15, 2008 - Retan Nonstap

1h30m
3™

Araterdar Care?

KL AMS % 10pm CWL 5:20pm
KLM 10606 Operated by AN CITYHOFPER
Economy | Cosch (V) | Confen seats with Pe aetire *

Arine flules & Negulations

o Ve undensiang ad somedrres pland change . VWe 00 not dharge & cancel
o change foe VWhen the aring charpes such s In sccordance with i
Ow pORcars. e COM Wil D¢ padsed on 1 you

te ana name Changes ans oot

UNIVERSITY OF

¥/ TORONTO

o Tichats are
allowed.

o Pease 1002 De complete peraily nées 7 ages a0 CANCetalioTs
sppRcatie 10 e faw

o Moase loal mrporiant Hioomaton reganing srice abality belations

o The sfine may chatge adasonyl foes

=== )~ BOARDING PASS | /M

— AL PR AN "o oy mar e e
_——— SURNAME/NAME = = suexe . 20 SURNAME / NAME
[ 10 April o )
' From  Cardiff X Cardiff
. o Amsterdam g2 Amsterdam
x wae s
GATE BOARDING T i IEmATE e
— BOS 16:30 24A
s B05 16 : 30
Garn cxmen 39 s erre ocers |||
Air Company ’l '
Traveler 1. Adsit 18480 —— )+ BOARDING PASS ‘ a /M
gt 80 00 /
Taves & Foos 74
P $0 00 e — AL A AN “oa e _ar e e
Bookirg -_ SURNAME / NAME SU 60 19 April .:a-JRNAME I NAME
o $154.90 ' From  Amsterdam - émzt_?frdam
Al proes guoted n US dolles . L Cardlff ) a-r\|
e 1S
GATE BOARDING TIVE v S -
Adatonal Fight Services P BOS  20:30 24A
mmm B05 20:30

Gare 0osen 29 ot tetore Sepertse

it Company 9 4

o eowd DOgoege o Uher SpBONM
LA = )

Boarding Passes
have to match
the itinerary. If

there is any
changes, please
attach backups.

Itinerary should indicate:
Name
Flight details
Total Amount
Payment method



AIR TRAVEL EMISSIONS MITIGATION
INITIATIVE(ATEMI)

OVERVIEW

U OF T IS LAUNCHING THE AIR TRAVEL EMISSIONS MITIGATION INITIATIVE (ATEMI) TO
MITIGATE THE IMPACT OF EMISSIONS FROM AIR TRAVEL AS PART OF ITS COMMITMENT
TO REDUCE ITS CARBON FOOTPRINT AND TAKE ACTION TO MINIMIZE CLIMATE CHANGE.

AS OF WEDNESDAY, MARCH 15, 2023 THE CARBON OFFSET FEE WILL BE WITHDRAWN
FOR ALL AIR TRAVEL TRANSACTIONS POSTED TO A AN OPERATING/PI FUNDS CENTER
(ILE. POSTED TO A FUNDS CENTER WITHOUT A FUND).

NOTE: IF AIRFARE EXPENSE ARE CHARGED A FUNDS CENTER/FUND (E.G., RESEARCH
GRANT), DEPARTMENTS WILL STILL NEED TO ENTER THE FLIGHT CLASS AND # OF KM
FLOWN ROUND EVEN THOUGH THE FUNDS CENTER/FUND WILL NOT BE CHARGED THE
CARBON OFFSET FEE.

SOURCE: HTTPS://[FINANCE.UTORONTO.CA/AIR-TRAVEL-EMISSIONS-MITIGATION-INITIATIVE-ATEMI-
IACT—ON-FI NANCIAL-ADMINISTRATION/

UNIVERSITY OF

¥ TORONTO
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EXPENSE REIMBURSEMENT FOR ATEMI

THE MONTHLY CARBON OFFSET FEE (l.E. ATEMI FEE) WILL BE CALCULATED AS
FOLLOW:

ECONOMY class airfare $0.0055/km
ABOVE-ECONOMY class airfare $0.011/km

USE THIS WEBSITE TO CALCULATE THE DISTANCE:

HTTPS://WWW.AIRMILESCALCULATOR.COM/

UNIVERSITY OF

¥ TORONTO

23


https://www.airmilescalculator.com/

Attached this page

EXPENSE REIMBURSEMENT FOR ATEMI- to your backup

information and fill in
m forms_

EXAMPLE:

CLAIMING ROUND TRIP FROM TORONTO TO NEW YORK
Teronta (YYZ) — New York (JFK) - Toromo (YYZ)

Trw gl dimtarcs Toromic Pasnas Rinmaionsl Aipon - Hes Yo Joon F Esrnedy inmemetasal Ao - Torono Paenon imensdicnel Aspor a. TR
rulaa

USE AIRMILES CALCULATOR: HTTPS://WWW.AIRMILESCALCULATOR.COM/

FITH nilomguarn | SXT e il

Save up to 70% on Car Rental

A Smart Cholee At The Best Price = Free

. Cancellation Uip To 48h Before Pick-up
Py v BIsLoViA
Adr Miles Calculator FE5T £l LT CARE |

E ;:‘..:':Qrﬁlc 1-.'.- :arr- m

Toiomo b Mo e thsbance (YWI-JIFK Calauigie Dislance

A lied Cabtuliton halba you calculale hovw il Miles | B oM ohe Efpeil 15 ol Gl providen § misg, satimaled fohl 55 lime differaros bl
cftosi, ] milimated CO2 asnkiom

1
Calcuiate Fight Distance | Search Arport Search Aitine

|
Bt Ly SPai] MalisSa, Cify oF LATA Girpde] code. 'Ean-:hh.nmnunn.muumnwnm Saarch by mrfied flifes oF TATA Sl code
Samrch By arpor nams oSy o WWTA ssrport code

gt |Hl|:dll Bapedt
| o
= Toronie Pearson intermatiorall Alrport (== i ﬂ_
| === B3 =y o
W gy ek, bohin F, iprnedy Infemational Ak ! Bew York o Toronby distance (IFK-Y¥T} |'*-
Dozrtdinarson | -:Jrlbﬂ.lhu-
o " Llian Fiomaisn Fimuticel mvlen -—
| In this example, it is [ cxosmomes | = | - |

showing the round

In Tatal

| coosepmce | 4 ] |
=
UNIVERSITY OF

trip and direct flight
& TORONID of YYZ to JFK.



https://www.airmilescalculator.com/

EXPENSE REIMBURSEMENT FOR ATEMI-CONTINUED

IN EXPENSE REIMBURSEMENT FORM:

INPUT THE TOTAL KM FOR ROUND TRIP [ARFARE: Asach
AND PUT THE AIRFARE AMOUNT $1,000 |& proat at aic

trared (* )

ATTACH THE CALCULATOR TO YOUR
CLAIM AS BACKUP DOCUMENT

# of KM
EXPENSE CATEGORIES fround trip) AMOUNT
Travel within Canada > e
proct of pyment e e ooy Tranwnl 1o USA fram Ontano 1179 $1,000

Al ather Aardaro

ABCYE-E CORGRTY

.T Firved within Canada

Trarssl 1 USA tnom Onfaeio

Al oiher Aariang

=]
o AR MILES CALCULATOR

\merica » Toronto Pearson International Airport (YYZ), Toronto

Tor t(YYZ) New York (JFK) — Tor t(YYZ)

Toronto-New York-Toronto distance (YYZ-JFK-YYZ)

N7 SAVE
- UPTO
70%

ON CAR
RENTAL

=
=~

7 SoPpOR DISCOVER
Moo [ 2hRs

I tional Airport - New York John F. Kenn

Cancellatiol

Save up to 70% on Car Rental

A Smart Choice At The Best Price - Free
UpT 0 48h Befor P ck-up

edy International Airport - Toronto Pearson Intenations! Airport is 733

NNNNN

lllll

New York to Toronto distance (JFK-YYZ)

UNIVERSITY OF

| || | auti

lllll

¥ TORONTO

In Total

Book M

Calculate g@¥ance
Searcyffairport name, city or IATA sirport code.

If you get approved for
taking above economy
class, please enter the
KM in “Above
Economy”.

25



ERDD

IN ERDD:

INPUT THE TOTAL KM FOR ROUND TRIP AND PUT THE AIRFARE AMOUNT $1,000

ATTACH THE CALCULATOR TO YOUR CLAIM AS BACKUP DOCUMENT

w Airfare
Al Mee Calculaing

Lecaton

Traveel ko LSS Iromm Dndane 10340

S Anetbuar Line

UNIVERSITY OF

& TORONTO

AmountlCADY  GIL

E41014

=]
P AR MILES CALCULATOR
Home » North America » Toronto Pearson International Airport (YYZ), Toronto » Toronto-New York-Toronto distance (YYZ-JFK-YYZ)

Toronto (YYZ) — New York (JFK) — Toronto (YYZ)

The flight distance Toronto Pearson International Airport - New York John F. Kennedy International Airport - Toronto Pearson Internationsl Airport is 733
miles / 1179 kilometers / 837 nautical miles.

i< Save up to 70% on Car Rental

A Smart Choice At The Best Price — Free
Cancellation Up To 48h Before Pick-up

*4.5 RATING
; DISCOVER
T o R B

g Discovercars.com

Calculate Distance

Toronto to New York distance (YYZ-JFK)

Search by sirport name, city or IATA airport code.

©

589

Miles Kilometers

New York to Toronto distance (JFK-YYZ)

Miles | Kilometers \ uti i

In Total

Nautical miles

it
L TR

TRA-EMPL

Caogyy accountng information down o undiiad lnes

A SErETHM

If you get approved for
taking above economy
class, please select
“Above Economy”.

Back to “Content”



ACCOMMODATION

OPTION 1: HOTEL BOOKING
PROOF OF PAYMENT:

. BOOKING CONFIRMATION (EITHER FROM THIRD
PARTY WEBSITE OR HOTEL WEBSITE)-SHOWING
NAME(S), DATES, DURATION AND OTHER
DETAILS(I.E. MEALS)

* OFFICIAL CREDIT CARD STATEMENT (INDICATING
NAME, LAST FOUR DIGITS, TRANSACTIONS)

PROOF OF SAY:

 DETAILED STATEMENT OF GUEST CHARGES FROM
THE HOST ESTABLISHMENT.

UNIVERSITY OF

&) TORONTO

OPTION 2: AIRBNB RENTAL

PROOF OF PAYMENT:

« CHECK IN AND OUT DATES

 DETAILS AND LOCATION OF HOST ESTABLISHMENT

« TOTAL CHARGES INCLUDING TAXES AND PAYMENT
DETAILS(l.E. CREDIT CARD USED)

* OFFICIAL CREDIT CARD STATEMENT (INDICATING
NAME, LAST FOUR DIGITS, TRANSACTIONS)

PROOF OF SAY:

« EMAIL/MESSAGE CONFIRMATION FROM AIRBNB
HOST ESTABLISHMENT SUBSTANTIATING THAT THE
CLAIMANT DID STAY AT THEIR ESTABLISHMENT
DURING THE INDICATED PERIOD AND FOR HOW
MANY GUESTS.
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ACCOMMODATION-CONTINUED(EXAMPLE)

HOTEL BOOKING CONFIRMATION

M Gmail

Congrats, your trip on Saturday, September 17, 2022 is confirmed!

Prcelne <wio@irive ¥ olne com>
Repty- To wo@revel proelne com

Your priceline itinerary for New York, NY - Saturday, September 17, 2022 (Itinerary¥
103.757-663-97)

YOUVE EAND@ MEMBER savnGs!

priceline’

Holels Cars

Flights Packages Cruses

Priceline Trip NumBer: 103.747.463.97
To view your full ISinerary, click here.

Hyatt Place New York Midtown South
2 Night(s). 1 Room(s)

Sae Howl Detals

7o

MapD rectons

i Aag 26, 2022 ot 1008 PV

(S S T )

Cr O ouT

MOTEL ADODRESS

MOTEL PONE
INUIWSE

NUVES R OF

RE SERVATION

NMESE W

MEAL PLAN:

PREPAYVENT

CanCELLANON

OLE ST PARKING

Saturcay, September 17, 2022 (0300 PM)

Monday. Septomber 19, 2022 (12:00 PM)

Check in

52 West J6th Stroet

Neow York NY 10014
Unted States
and out
2122399100
dates
! Hoomis)
Reservation
SesmTcTen name & for how
For 2 Aduils)

many guests

Room 1 1284618707 (Pincode: 5835)

Room 1 MKing Room « Nonsrefundable « This room foatures cable TV,
an IPod dock, andd ar condiioning
Max 2 guests Hotols may charge for addsonal guosts

Broakiast s nciuded ot NO eXra ChANge

You wil be charged a prepayment of the totadl price at any time:
Ploase rote, ¥ canceliod, modified or in case of no-show, the total
price of e reservation wil be charged

Coancel Thas Booking

Pubiic parking 15 possitle af  IOCation POy (reservation s not
nooded ) and costs USD 55 per day

WiF s avaldatie n of areas and s foe of charge

Summary of charges

Total Cost: § 697 .88

BILUNG NAME:

ROOM PRICE:

NUMBER OF
ROOMS:

NUMBER OF
NIGHTS:

ROOM SUBTOTAL:

TAXES & FEES:

TOTAL COST:

Yun
$ 301.04/night

1 Roomy(s)

2 Night(s)

$60208
$9580

§$697.88

Total amount




ACCOMMODATION-CONTINUED(EXAMPLE)

HOTEL RECEIPTS
Holiaay InExp Check in and out

03-11.21
AppEg Ave Fiolio M Tiss dates
PO Box 23233 AR Number al 0307
Atlpmia, Ga, 32343 Group Code Depairtung 03-11-21 >
US4 Company .
hEmbership o PG 955347132 Rate Code EgMp1
Infgice Mo Fage Mo 1ol
| Date | Description | charges | cresits |
JLAT-3 Rt Legirnagilans 120 i
T Locs Toe-d % Y-
AT Saleny TEe- 7 0% b
e izdin 25z commedibons 125 B
[LETEL] Local Tan-4 B i
AnE Saies Tue 785 6 s
Wa05.21 Fodm Sooommadsions 123 69 ] Break down for
230821 Lol Tan-d I Lo
LT Siabw T 7 8% 6 B J Charges
- e
PR Leal Tas-d &% £k
L Sales Tuc- 7% Bss
CLRTR]] VISA  MOOODCCKCHNNERG LELY
D oe eomt T . vk eeaabe s st ot ot O 7RUER00 5800
I:::::*:u;: :::*;::I:-:: popEdE witiberar g g g E e e Bk Hihﬂﬂwm / Total Charges
UNIVERSITY OF Guest Signature :

I Fwn rEcEreRd the poedE Bed | o BMWCEN = e MRCcunt shown Beos | spres ool ey Rebity for Tha ol A0t EEvES 00 Sgies T
B EpidsariEsedy dile 8 P ogvet] Bl P Sdsbiled gerihd. EoerBiFy. B¢ hiEbSElE "Rb W pEy e iy 2l &0 B Al e 4T TedA
ORETEE M N BMRT B CREGE | PLTRES R W PrIEOA g BRELEAE B RO O TR EMREEETE BJORRRERT a1 (Edead
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ACCOMMODATION-CONTINUED(EXAMPLE AIRBNB

Your receipt from Alrb

RECEIPT

RESERVATION CONFIRMATION

UNIVERSITY OF

¥ TORONTO

@ Getting there

You're all set for Montreéal

Crachot
Fri,Dec.23

S ot
% airbnb

30

Getting thers

I s Moy, Moatidal GOC HIG JHE, Canaals

B Show ksting

Hosted by Shirin G]
el Mare

B Calpost



ACCOMMODATION-CONTINUED(EXAMPLE AIRBNB)

PROOF OF STAY: MESSAGE HOST FOR CONFIRMATION

Hi,

Hope you are well. For my purpose of business trip
reimbursement, could you please confirm my stay(only
me) at your place during Dec. 18 — Dec. 23, 20227 P
Thank you so much.

Hi,

Yes. | confirm that your stay was from Dec 18 to Dec
23, 2022 for 5 nights and one person.

Ihank you.

UNIVERSITY OF

¥ TORONTO

31 Back to “Content



TRANSPORTATION-CAR RENTAL

CAR RENTAL
COPY OF RENTAL AGREEMENT/CONTRACT
« ACCOUNT STATEMENT AND INVOICE
DETAILED RECEIPTS FOR GAS PURCHASES

OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR DIGITS, TRANSACTIONS)

UNIVERSITY OF

¥ TORONTO

32



TRANSPORTATION-PERSONAL CAR

PERSONAL CAR USE
« MILEAGE PER DIEM RATE: 57 CENTS PER KM

- GOOGLEMAPS OR EQUIVALENT (STARTING POINT AND ENDING POINT SHOULD BE UNIVERSITY OF
TORONTO)

*NOTE: IF THE STARTING POINT IS FROM YOUR PERSONAL PLACE, YOU CAN CLAIM IT IF IT IS SHORTER
THAN TRAVELING FROM UNIVERSITY OF TORONTO.

*NOTE: FOR PERSONAL CAR USE, YOU ARE NOT ELIGIBLE FOR GAS REIMBURSEMENT.

UNIVERSITY OF

¥ TORONTO

33



TRANSPORTATION-PERSONAL CAR-EXAMPLE

Include the google map
EXAMPLE: UNIVERSITY OF TORONTO TO MCMASTER UNIVERSITY FOR EXPERIMENT route with your claim as

DISTANCE * KM = (68.7+69)*0.57=$78.49 S el GEISU S fine
allowance.

427

- aton 401/ R Ve 3
& from 184 College St, Toronto, ON M5S 3E4 B Gas | B EVcharging |- lsm Hotels | Q More _ 401} 3 Mchinster Univarsity B Ges | B fVchaging | (3] Thingstodo | pmMotels G, More
to McMaster University s X 184 Colege 52 Toronto, ON MAS L4
107,
124 125) Silver.Creek 5o @ - See Crond .
s 184 College Street 5
55 min (687 km) -a < a Halton'Hills @ 1 hr 16 min (69.0 km) g < 6 AN P ) 8'“ Colege Shoect
407, 403 _F A
via Queen Elizabeth Way and ON-403 W Rockwood@ Whaley! ) 250 s Wy - R
) Ashgrove 2CYS, o ) ™ =
J orners ANV / ) . e s
h Mississauga )
184 College St Seotch Block Homby. (1 W
Toronto, ON M5S 3E4 Guelph, 5y / McMaster Uriversay
Milton ¥ )
; 0] (6]
> Geton Gardiner Expy W from Beverley St and [a01]
Spadina Ave. Aberfoyle Get on ON-201 € bom Hwy 8
4 :
lensville Morriston
12 min (3.1 km) » BoSiAch
s Beach
> Follow Gardiner Expy W, Queen Elizabeth Way and s Contionsm 00 ONL03 E. Drvwer D Queen Elrsbent
ON-403 W to Hwy 8/0N-8 in Hamilton. Take exit Higlgew Way 0 Qg Toroen ma, Toroomo. Take e
69A from ON-403 W X Survey (s Pt w
P n
39 min (64.5 km) @ P
>  Follow Hwy 8/0N-8 to University Ave h y  Contivnm 00 Spatinn Ave. Dvive %0 College S
D (&)
2 min (1.0 km) C
McMaster University
McMaster University i ' 184 College 52
1280 Main St W, Hamilton, ON L8S 4L8 b : — g5, ) 4
BBE O Layers o Fast W/ S 0w [ ]

Tt ard — =,

UNIVERSITY OF

& TORONTO
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TRANSPORTATION-TAXI/UBER

RELEVANT ORIGINAL RECEIPT

UBER TRIP DETAILS WITH TOTAL AMOUNT(TRAVEL ITINERARY)

Uber details:
showing the route,

totals(with tips) and
payment method

OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR DIGI'I’RANSACTIONS)
t_

i

Recei [
Taxi Recelpt Example ricke, Yun Tiffany
Lave BA Y
TAXI RECEIPT
(alE) 13-120F
Tatal CAS19. 23
Dot Tirsa -
North York <
Py adsirene ; Trigte S LR
B s S -
Dovenr Fare 2023-03-09,6:08 PM $19.23
Add a tip — W
e . e Bocking Fea @ [l L il
— : Totad 60 Valleybrook Dr, North York, Mortanins Py iacauery thntiiainge EARAY
TIANK WOHI ON M3B 253, CA Receipt Toronitn hotn ity Fie Sy Cad L
5545 .Y‘(:Z'H(It'} St. North York ON Eirehu-pr
M2N 553, C/ HET CAREH

UNIVERSITY OF Your trip with Mohammad ——

§) TORONTO
s After your trip, driver can't see your Aple ey Wssiptuand ~—~TE N0
pickup or dropoff address details Q

View what your driver sees




TRANSPORTATION-PUBLIC TRANSPORTATION

IF YOU TAKE PUBLIC TRANSPORTATION(RAIL/BUS/SUBWAY), PLEASE SHOW THE
TICKETS, PAYMENT METHOD AND MONTHLY CREDIT CARD STATEMENT IF APPLICABLE.

PRESTO HISTORY

Bk i [ DAridv FHOTEASR

Card Activity
$22.42

v PRESTOY Card Artiving
St Ay PRESTO Card Activiny Pl
Vasm Svpr
[T p— * £ - 4
AFTER DEPARTURE: NO REFUND/NO EXC
AVANT LE DEPART: REMB & ECH PERMIS 3 ﬂ
;"4_2_;.'.‘ DEPART & QN -REMB/NON-ECH R -
+3
LT a=ul dgwes p o iy Typr
152 -
B L Fild
* B
T T
-_ £y s
r
—p—. 58
Pt sl [
‘:1 ;:r* 1-aFi-ried133 - . N 1 LT
UNIVERSITY OF
B8 B8
¥ TORONTO - ex o us
gE

36 Back to “Content



MEAL

OPTION 1: MEAL PER DIEM (NO RECEIPT REQUIRED BUT REQUIRE SUPERVISOR APPROVAL)

In Canada US or Intn'l
Breakfast S 15 CAD $20 CAD

Lunch $20CAD | $25CAD This is the daily limit for claiming meals for both options.

Dinner S 45 CAD $55 CAD

Total Amount $80 CAD $100 CAD
OPTION 2: ORIGINAL RESTAURANT RECEIPTS OF ACTUAL EXPENSES bates1 | Dates2 | Dates3
- DETAILED [TEMIZED MEAL RECEIPTS Breakfast

h
« TOTAL PAYMENT RECEIPT(INCLUDING TIPS) / Lunc
Dinner
* FILL THE TABLE FOR EACH DAY AS THE TABLE .
otal Amount

* OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR DIGITS, TRANSACTIONS)

NOTE: IF YOU ARE CHARGED IN FOREIGN CURRENCY, YOU WILL HAVE TO CONVERT THE RATE TO CAD.(USING CREDIT
CARD CHARGED TOTAL, ERDD CURRENCY CONVERT TOOL OR SEND MSE.FINANCE@QUTORONTO.CA FOR DETAILS.)

NOTE: FOR TRAVEL IN EXCESS OF 30 CONSECUTIVE DAYS IN ONE LOCATION, THE MEAL
ALLOWANCE WILL BE REDUCED TO 75% OF THE APPLICABLE PER DIEM RATE.

¥ TORONTO | ore. T1E MEAL PER DIEM ALLOWANCE IS NOT AVAILABLE WHERE MEALS ARE
INCLUDED AS PART OF ANOTHER REIMBURSABLE ITEM.(SUCHsAS CONFERENCE
PROVIDED MEALS)

UNIVERSITY OF



mailto:mse.finance@utoronto.ca

HOSPITALITY

« RELEVANT ORIGINAL RECEIPT (E.G., ORIGINAL RESTAURANT RECEIPTS OF ACTUAL EXPENSES,
ITEMIZED RECEIPTS)

« CLEAR DOCUMENTATION AS TO THE BUSINESS PURPOSE OF THE HOSPITALITY, NOTING THE NAMES
OF THE INDIVIDUALS, OR GROUP INVOLVED.

« EXPENSES MUST BE PAID BY THE MOST SENIOR UNIVERSITY PERSON IN ATTENDANCE WHEN OTHER
U OF T EMPLOYEES ARE PRESENT.

* OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR DIGITS,
TRANSACTIONS)

* FOR REGULAR IN-HOUSE MEETINGS BETWEEN UNIVERSITY EMPLOYEES, NO ALCOHOL IS
PERMITTED.

UNIVERSITY OF

¥ TORONTO
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AMAZON PURCHASES BACKUP

ORDER CONFIRMATION (EMAIL)
INVOICE
VIEW ORDER DETAILS (SIGNED WITH “GOODS RECEIVED IN GOOD ORDER?”.)

OFFICIAL MONTHLY CREDIT CARD STATEMENT (INDICATING NAME, LAST FOUR
DIGITS, TRANSACTIONS)

UNIVERSITY OF

¥ TORONTO




Your Amazon.ca order #701-9007355-5955465 of 7 items

ORDER CONFIRMATION Amazonca <auto-confim@amazon.ca-

To:
- DATE

Your Orders | Your
- ADDRESS (ITEMS CAN ONLY BE SHIPPED amazZoncCa Account |
TO THE OFFICE AND SHOULD NOTIFY Amazon.ca
JESSICA BARNES ) Order Confirmation
Order #701-9007355-5955465

« ITEMS

Hello Yun,

° TOTAL AMOUNT Thank you for shopping with us. We'll send a confirmation cnce your items have shipped. Your order details are

indicated below. If you would like to view the status of your order or make any changes to it, please visit Your
Orders on Amazon.ca.

Your guaranteed delivery date is: W

Tuesday, February 14 Yun
o . Morth York, Ontario
Your shipping speed: Canada

FREE Shipping
Order Total: CDN% 358.25

View order details \_ J

To leam more about ordering, go to Ordering from Amazon_ca.

If wou want more information or need more assistance, go to Help.
UNIVERSITY OF

P TO RO N TO We hope to see you again soon!
o Amazon.ca




ORDER DETAILS-1

« DOWNLOAD FROM AMAZON ACCOUNT

UNIVERSITY OF

TORONTO

IOHDHER FLALED FOTAL SHIF TD L , RS S
Fobruary 10, 2025 335825 vl w Irvoice. -
Delivered 12 February Track package
rackage was beft near thie front door o poach

HCLLTY | CerTe

= Power Bary with Surge Profecior - 8 Widely Spoced Mulil Duilets, 'Wall Mount, T Sidke
SR Custlet Extender with 5Ft Extersion Cord, Flat Plusg for Haome Office

Ry Fetum e Eboibile st March 14, 2023
L (it Ml

e I @ Busy it 5gakn s oL e

Sebaeriee Qi I ioieDivi

Lot setbesr Beeoback

WNEE 3 prociied reEeee

Delivered 11 February Tratk package

Package was l=ft mear the front deor or porth

W

Fila e | D

INSTV 4 Pack Shoe Storage Boas, Clear Plastic Shoe Booiss Stackabie, Shoe
Qrgamizer for Closet and Shad Comtalners: for Sneskor Depday (15,47 9547 7.17)
Feanr itwrrren Eligillo thssegh Maech 16, 2073

Ay Buy lEagain

Shuaee gl recoipi

Gt hedp

Wizt o e
Liddrle Bihis’ QoG ORCE

Wl 2 prociogy ronvigey



Order Details

Ol on Fabiisiy B0, 2001 Dedaid P01 -000T 155 SS54E0 AT CEATL, e
GET/HET - BETE0 5932 RTONG

ORDER DETAILS-2 e

i e Achdrem m:mm Cirdier Ssmmary
Y Wi 0229 Pavmeli] Sabstatat 11893
- THIS IS CONSIDER PACKING SLIP AS AMAZON t Mebuseny _Die
DOES NOT USUALLY PROVIDE THEM. — oot L
Emsmated GET/HET: §4LED
- SIGN, DATE AND NOTE “GOODS RECEIVED IN s -
GOOD ORDER” i =
3 Shipments
Delivered Fob. 11, 2023
Packige wi Lt nadr B ot der o Barch Trmrk pc ke
- ol o Caset it B Coman ol j ————
: P g e BT R gt rere A
Hi . :;“::;:;w*h‘ A Pocfbanch

Delivered Fob. 12, 2023

Pavhige i beft near S bt decr or et Tk e

Py Bl with Surge Protector - 0 Widely Speced Mol Outless, 'Wall Mogrt, 1 [ p—

Skl Chitlet Extindsr w&h 2Pt Evtenaion Cortl, Flit Pleg o o Office

e FERLLTTRALE e gt e

Sk e BXNCA

Batuams slgebda vheoagh B L, JOEL Liwive fatiler' Pobdluith

¥

C:h:lﬁ'l:"ﬂﬂ W o prochuect reerer
UNIVERSITY OF s e

¥ TORONTO

42



I N VO I C I - 1 DADER FLACED TOTAL SHIFTO OREER 8 701 -2
Febuary 10,2005 335825 vwE Views order dey @

Delivered 12 Febiruary Track packago

« DOWNLOAD FROM AMAZON ACCOUNT
irackage wae Loft near thie front door o potch

; AEET | Lo
. = Power Bars with Surge Profecior = 8 Widely Spaced Mulil Ouilets, 'Wall Mount, T Side
AR Curtlet Extersder with 5F1 Extersion Cord, Flat Plug for Harme Gffice Shuge GilT POl
L B Retum e Ebgible shroegh March 14, 023
Gt bl

_-:‘ @ Busy i Sgakn s pLir ilE

Lorwe setier feodback

WNEE a peroaciaed. reeien

Delivered 11 February Tratk pachage
Package was l=ft mear the front decr or porch
R | T
2 INGTY & Pack Shde SEOragE Booes, (leas PLestc Shoe Goos STackatl & noe

= Orgamizer fior Closet and' Shae Comtaing s for Snaaker Depday (15,47 9.54™ 1.17) Shaee gifE reooipi

I‘1 Bt iterra Elgililo theesegh Maech 16, JOJ3

k. " - Giet hedp

£ @ Buy |t again “hawe yaur item

Wi rerle el DaOeCdaC

Wilrine 2 prochugy rovineyy

UNIVERSITY OF

TORONTO




INVOICE-2

DATE

ITEMS

TOTAL AMOUNT

TAX AMOUNT

UNIVERSITY OF

& TORONTO

Irregice | Facture

Paid [ Paye

Eaini D@ ooul
i D s il R g
i ot e - Aubbotal [ | Ramie
Soum fckal
v o e de
mrme B @ e L e T
Tolst i b ¢ Db 1 ey [EC ] l'articha
sl bmn
Ca
GETHET il by | TP LT v, i s 6= L0 P ol B2 TR 51008
BETHITE NS TPLTVH LLep B b e -

Tt el ey i Sl mww aeiiies LdAdelna | s Nkt el ertd eSaptd i d il caling @ i eee e Ol e

Eell adiveds / Adied 16 e Darbwery Bdhdiesd (i e 5d de Sk bry | Wil

Faoilund ks Irvd iz e g

— — g e
Y L —

| | S . —_

[ ] Lk =]

Oeder indermatson | infotmation suf L commandes
oemar g . [orw gm mnemssae T oy 2520

i i ¢ Doy 4 TR
by | T Ty ST
gt 0 s il O N I

IPrecsCe ednils ¢ Detmls e b Eaciune

Fmneripdan Cuillly LSl D] Frdbranl bisa | Prowiisisl lis | Ties  See iolielnl |
oo ] ek WIHHEE =Tl Eiel BN 3
Gl Frin g EETEETIETES] TR TR TS P
W
Lt
FTT R e g it D TR e i aE B a2 =x FE= B
e o gee e Drowrar i Coon el Broe
Casmee B BeE e Digsny 1100 BRI T T
Shageng ey - P d e L . L] Ea s k=

Irrvoice subbodal ! Totd partssl d= la

Eacture S

Invoice [ Facture
Irveoiga = 8 o dactis CAITEVIIAWL

Facharad 1ax | Prowvincial ta J Tase Tax
Tiuns Thdid als piowinciale  wulmotal |
OETRETTRS ]  PETASTASTTVRTVDTAD]  Sous-toisl
dla la Eaxe

52000 000 £26.00

*Invoice is important as it is the indication of tax amount.

Back to “Content”



Name, Last four

CREDIT CARD STATEMENT digits, posted i

transactions
NAME CIBCO =

CARD NUMBER(LAST 4 DIGITS) CIBC Aventura® Visa™ Card

Your new charges ond oredits

T P
e dalr e o Lperel Llmgrm T L]

LT My B500 RN LR 0

1T LAl

POSTED TRANSACTIONS Your account at a glance Ny et i
[=— ] e
& === i s e
r— [ | e terye
= 1 - il st by
F— EE . :
_ - SipTInary Crsdi [mih
— = =T

Il ork® d Ak Badnsd

= . 1 - T
= | E— om—— R
== I I — ™ WHE L0 NALE (7
- Dessies sl s
= I [ —
= EE—
== | -
_E [ L |
=
-E. R —— ] e
—_— PSR EPTR T S —
L.
_—
—_— Tl lan e et e g i e I, Fage bol § Fagn ol 1
CIBC Aventurn PIfTsas oparn fe=Tami mete W B RN S
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REFERENCE ACCOUNTS

Books & Publications - Materials, newspapers, etc. 825600

Computer Software License & Maintenance 825201
Computer Supplies 825820
Conference Fee 837800
Courier Charges 835070
Hospitality 836400
Lab Supplies 825500
Lab Instrument 825520
Printing/Photocopy/Poster 837200

Profession Membership/Association 837420
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REFERENCE HST TAX CODES

HST Exempt (Travel Outside of Canada) EO
HST charged; Reimburse employee expenses incurred in Ontario ER
HST included; Per Diem Allowance/Mileage EA
GST charged: Self Assess Ontario PVAT. GST rebate 67% PVAT Rebate 78% EC
GST charged; Reimburse employee expenses incurred in GST provinces EE

HST charged: Reimburse employee expenses incurred in Prince Edward Island, EN
Nova Scotia, New Brunswick, and Newfoundland & Labrador

HST applies; Self Assess GST & PVAT; GST Rebate 67% PVAT Rebate ES
78%(Downloaded software purchased from outside Canada. Research services
performed outside Canada.)
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QUESTIONS

IF YOU REQUIRE ANY FURTHER DETAILS FOR THE REIMBURSEMENT, PLEASE REFER TO

HTTPS://[FINANCE.UTORONTO.CA/POLICIES/GTEM/TRAVEL-AND-OTHER-REIMBURSABLE-EXPENSES/TRAVEL -
AND-OTHER-REIMBURSABLE-EXPENSES-POLICIES-AND-GUIDELINES/

OR

CONTACT MSE.FINANCE@QUTORONTO.CA.
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https://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/travel-and-other-reimbursable-expenses-policies-and-guidelines/
https://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/travel-and-other-reimbursable-expenses-policies-and-guidelines/
mailto:mse.finance@utoronto.ca?subject=Expense%20Reimbursement%20Inquiry

