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Form Instructions
This form is used to request payment to a supplier when no Purchase Order (PO) has been issued.  Note that POs are normally required for all purchases over $2,000.  It is also used to request reimbursement of a non-travel expense, as well as to pay T4A/Independent Contractors and non-Canadian residents. It is only used for non-Purchase Order and non-salary payments.
This form may also be used to request wire transfer payments. Please include original documentation to verify the wire transfer account information.
This form can be filled out online or by hand. Please note that if this form is filled out online, the content may change depending on the selected options. The form may also print differently than it is seen on-screen.
The name field may be filled in with either the supplier or payee name.
A reason for all payments must be provided, and supporting documentation must accompany this form. 
Attach the original receipt or invoice. If the original receipt or invoice cannot be attached, provide an explanation.
This form must be signed by the person who has signing authority for the department or project and, if over $10,000, must be approved by the Department Head/Dean/VP in accordance with the Contract Signing Authority Policy (http://www.queensu.ca/financialservices/policy/contractsigning.html).  If the payment is a reimbursement to an employee, it must be approved by a person to whom the employee reports (e.g. Dean or delegate approves Department Head reimbursement). If the form runs longer than one page, the approver should initial every page prior to the signature page in the initials box that appears in the footer of each page.
Please visit the Revenue Canada website to learn more about Employee vs. Self-Employed relationships (http://www.cra-arc.gc.ca/E/pub/tg/rc4110/rc4110-08e.pdf).
Payments for services provided by non-Canadian residents are subject to Regulation 105 Withholding Taxes. Please visit the Revenue Canada website to learn more about Regulation 105 Withholding Taxes (http://www.cra-arc.gc.ca/tx/nnrsdnts/menu-eng.html) and the Regulation 105 Waiver Application (http://www.cra-arc.gc.ca/E/pbg/tf/r105/r105-fill-08e.pdf).
Payee Information
Check One:
Campus Mailing Address
External Mailing Address
(Number, Street, Apartment)
Payment Information
click once to activate
click twice to deactivate
Description of Purchase
Wire Transfer
Destination Bank
(Number, Street, Apartment)
Intermediate Bank
Receipt Information
Reason for Missing / Photocopied Receipts (if applicable):
Account Information
Optional
Optional
Fund
Department
Account
Program
Class
Project
Amount
GST
Exempt
Account Information
Optional
Optional
Fund
Department
Account
Program
Class
Project
Amount
GST
Exempt
Subtotal
excl taxes
GST / HST
PST
Currency
Total
Signature Section
Prepared by
(please print)
YYYY/MM/DD
Approved by
YYYY/MM/DD
(please print)
I have read and understood the Canada Customs and Revenue Agency guideline for Employee vs. Self-Employed relationships found at: http://www.cra-arc.gc.ca/E/pub/tg/rc4110/rc4110-08e.pdf. Based on this understanding, I authorize Financial Services to pay this amount as if the payee is an Independent Contractor. I understand that the account used to fund this expenditure will be charged with any costs associated with an unfavourable tax ruling that may arise from a Canada Customs and Revenue Agency audit.
YYYY/MM/DD
Submission Methods
It is recommended that the preparer keep a copy of this form and the supporting documentation. If you have filled out this form online, it can be saved as a PDF. 
Method 1: Campus Mail
Print the form by clicking "Print Form" and deliver by campus mail to the following address:
         Financial Services
         Rideau Building, 3rd Floor
Method 2: Print and Mail Form
Print the form by clicking "Print Form" and send by mail to the following address:
         Queen's University Financial Services
         Rideau Building, 3rd Floor
         207 Stuart Street
         Kingston, ON  Canada
         K7L 3N6
Method 3: Print and Hand Deliver Form
Print the form by clicking "Print Form" and hand deliver to the campus above address.
Notice of Collection
When complete, this form will contain Personal & Confidential information. This information is being collected under the authority of the Queen's Royal Charter of 1841, as amended. This information will be used to to generate cheque and wire transfer payments by the University.
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