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AGENDA

• New Expense Guidelines
• Highlight of key changes
• Impacts for Faculty of Medicine

• Invoice Coding Delegation
• Payee invoicing
• T4A Reporting website
• Q&A/Discussion
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NEW BUSINESS EXPENSE RULES

• Effective 4/1/22 the UBC Board has revised the Business Expense Policy 
(formerly policy 83). 

• Led by the Office of the Comptroller, and in consultation with multiple areas 
across the organization, a further set of Business Expense Rules was 
developed.

• The new Business Expense Rules replace the previous Business Expense 
Guidelines. While many of the new rules are identical to, or have slight changes 
versus the previous version, there are a few that should be highlighted :

https://universitycounsel.ubc.ca/board-of-governors-policies-procedures-rules-and-guidelines/policies/
https://universitycounsel-2015.sites.olt.ubc.ca/files/2022/05/Business-Expenses-Rules.pdf
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NEW BUSINESS EXPENSE RULES – EXCEPTION APPROVAL

• The previous policy was somewhat ambiguous on the issue of approval of exceptions (with a few specific 
restrictions). Across the organization different departments developed different approaches to those 
exceptions. The new policy simply states that the budget owner (worktag approver in Workday terminology) 
may grant that approval.

• This is largely in alignment with the established Workday process, and transactions should naturally flow to the 
budget owner for their approval of the expense, as well as any exceptions associated with that transaction. On 
a transaction by transaction basis, if budget owners want to loop in additional individuals into the approval 
“chain” – this can be done by using Workday’s “Add Approver” function

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=8b1d92361b6c091047cfffbf034bcb5f&table=kb_knowledge
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NEW BUSINESS EXPENSE RULES – AMOUNT CHANGES

• H&E Rates/Alcohol amounts have been updated :

• Please note that for Tri-Council related transactions, alcohol is still prohibited entirely

• Mileage reimbursement will now be updated to match CRA’s rate. As of this date those rates are $.61/kilometer 
for the first 5,000km and $.55 after that. CRA typically updates this rate annually. When this happens, Workday 
will be updated accordingly.
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NEW BUSINESS EXPENSE RULES – AP REVIEW

• As part of the AP review of Expense Reports, the new Business Expense Rules are still part of our process. We 
are working with the team over the coming months to ensure consistency – both in application AND in 
communication in instances where exceptions are found.

• For substantive questions, or questions on the development of the new Business Expense Rules, please see 
the UBC Business Expense Rules FAQs

https://finance.ubc.ca/expenditure-guidelines-0/ubc-business-expense-rules-faqs
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INVOICE CODING DELEGATION

• While Workday does have very robust delegation functions, one of the areas in 
which we have had issues is in the field of delegating around the Invoice 
process.

• At launch, the only delegation available for Invoices was to delegate the entire 
process (coding and approval) and there was no ability to separate delegation 
for the 2 steps. If a faculty member or PI was not the ideal individual to be 
coding spend category/worktag information, they could not assign away that 
task without also assigning away their approval authority.

• Working together, AP and ISC have been able to modify the delegation function 
in Workday to separate delegation of the invoice coding and the invoice 
approval steps.

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=79b5cd051b5f45909068c992604bcb7b&table=kb_knowledge
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INVOICE CODING DELEGATION
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INVOICE CODING DELEGATION
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INVOICE CODING DELEGATION

• Delegation can be set up for numerous finance-related Workday tasks
• Invoice coding
• Invoice approval
• PO-Receipt creation
• Expense approval (1/1 or Worktag approval)

• Delegation can also be set up for a defined period of time (useful for vacations/leave) or open ended (just 
leave the “end date” field blank) depending on the individual user preferences.

• There is one limitation in that delegation can only be set up BY the individual user on a one-by-one basis 
(e.g. you can’t do a mass delegation of all Faculty across a department).

• While completely optional, this tool can be very useful in ensuring that individuals who are most suited to a 
specific task will have those kinds of tasks/transactions routed to their inbox.
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PAYEE INVOICING

As part of our regular AP reviews, we have noticed that there seem to be an increasing number of cases where 
invoices are being created “on behalf” of payees as opposed to being issued by the payee themselves. 

An invoice issued by the payee is almost always the best document for facilitating payment – however issuing an 
invoice on behalf of a payee negates most of that value.

While it is not against policy to create invoices on behalf of a payee, we would highly discourage this practice for 
several reasons :

• With the exception of items to be paid against a Purchase Order, nothing in UBC policy or procedure requires 
that an invoice be generated in order to facilitate payment. Every payment must have SOME form of 
supporting documentation, however it does not explicitly have to be an invoice. Examples of some common 
scenarios/backup are listed in the appendix to this slide deck

Presenter
Presentation Notes
No value add - risky
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PAYEE INVOICING

• Workday has a dedicated process (Supplier Invoice Request) to handle these kinds of situations, eliminating 
the need to invent an invoice solely for the purposes of facilitating payment

• Because by definition, and invoice is a document issued by the payee to the paying party, creating invoices on 
behalf of the payee mischaracterizes the nature of that document. If there are any errors to that invoice, UBC 
– as the entity that created the document, would be solely responsible. 

The AP team should ALWAYS treat an invoice as if it had been issued by the payee, and any billing/invoicing 
related questions regarding that invoice will be directed to the payee. 

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=a67210511bcf0d109068c992604bcb91&table=kb_knowledge
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GIFT CARDS/CASH ADVANCES/INDIRECT PAYMENTS – T4A REPORTING

• In order to facilitate T4A reporting of indirect payments (any instance where a 3rd party was NOT paid directly 
through UBC AP – for example by gift card, by cash advance, through expense reimbursement) – a website 
has been created to collect this information

• Please note that our reporting requirement is ONLY in place for Canadian payees who have been paid 
$500.00 or more for services in a calendar year. 

• CRA considers UBC transactions such as Honoraria, Tokens of Appreciation, Research Subject Payments to 
be services

https://ap.share.ubc.ca/SitePages/T4A.aspx
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•Q&A/Discussion
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APPENDIX – REFERENCED RESOURCES

• Workday delegation setup (the section specific to invoice coding is near the very end)
• Supplier invoice request (the Workday process to pay external parties when no invoice is available as 

supporting documentation)
• UBC Expense Policy
• UBC Business Expense Rules
• T4A reporting website for indirect payments exceeding $500 in a calendar year

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=79b5cd051b5f45909068c992604bcb7b&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=a67210511bcf0d109068c992604bcb91&table=kb_knowledge
https://universitycounsel-2015.sites.olt.ubc.ca/files/2022/04/Business-Expenses-Policy_FM8.pdf
https://universitycounsel-2015.sites.olt.ubc.ca/files/2022/05/Business-Expenses-Rules.pdf
https://ap.share.ubc.ca/SitePages/T4A.aspx
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APPENDIX – EXAMPLES OF NON-INVOICE SUPPORTING DOCUMENTATION

• Agreement/Receipts from non-UBC individuals (visiting faculty, lecturers, etc)
• Contracts
• Letters of Agreement/Understanding
• Research Agreements
• Collaborative Transfers
• For all of these non-invoice items, from a holistic standpoint we are looking to be able to validate :

• Who are the parties to the payment
• Who is receiving the payment
• Who is making the payment (must be UBC)

• What is the impetus, or reason for the payment – basically a description of why the amount is being paid
• How much is being paid?
• Any relevant details around tax treatments
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