APPENDIX C
APPENDIX C

PAYMENT VOUCHERS - DIRECTIONS ON USE

The Payment Voucher has been prepared in such a manner that certain fields remain the same, or constant.  These fields have been identified in red. 

The Payment Voucher is a Word document that is utilized by the Department to identify various types of coding and provides our accounting department a means to enter information into an electronic format.

The Payment Voucher identifies the “vendor” or “payee” by using a 10-digit number, which represents the vendor’s address and other payment criteria.

The consultant will be required to fill in the following fields (using the “tab” key to move to the next available space):

Prepared By – please enter the person’s name that is filling in the form.

Date – enter date the form is being prepared.


Amount Payable – enter total amount payable, less GST (see GST Exemption Clause).

Invoice Date – enter date in MMDDYY format

Invoice ID – enter invoice number

Line 01 Amount – enter amount that will be charged to Engineering Fees
.

Line 02 Amount – enter amount that will be charged to Engineering Disbursements
.

Note – Lines 01 and 02 will add up to total Amount Payable.

Please forward the completed Payment Voucher along with your invoice and other supporting documents to Attn: Project Sponsor or, should you choose, the completed form can be forwarded by e-mail to projectsponsor’sfirstname.projectsponsor’slastname@gov.ab.ca.

For any questions regarding the completion of this form and account status please contact the Project Sponsor’s Administrative Assistant.  

Payment Voucher Completion Guide for Consultants

1) Complete the “Payment Voucher” as follows:

· (A) Business Unit:  Hard Coded 169A 

· (B) Voucher ID:  Leave Blank 

· (C) Prepared by:  Name of the person who prepared payment voucher 
· (D) Date:  the date you prepared the voucher

2) Complete the “Invoice Header Information” as follows:

· (E) Vendor #:  Department Supplied 

· (F) Terms:  as directed

· (G) Amount Payable:  Actual Amount Payable
· (H) Accounting Rule:  N/A

· (I) Invoice Date:  Enter the invoice date in the standard format of “mm-dd-yy”.

· (J) Factor to Vendor Number:  N/A

· (K) Invoice ID:  Enter the invoice number (Please Note:  for “Contracts” use contract number and estimate number) example:  1234/00Est1

· (L) Expenditure Officer Approval:  Department Use

· (M) Date:  Date Expenditure Officers signs

· (N) Payment Message:  Enter additional information that will be printed on the remittance advice (limited to 30 characters). example:  Hwy No. and CON No 

3) Chart Fields

· (O) Amount:  Dollar amount 
· (P) Account – Defines the expenditure – will be supplied by Project Sponsor
example: 543060 (for CON agreements) 
                535030 (for construction contract payments)

                215031 (for holdback)

· (Q) Fund –Defines operating or capital – will be supplied by Project Sponsor

example:   01 or 02 
· (R) Org – Defines the departmental office where request was originated. 
· (S) Program – Defines the program(s) where the payment is to be charged– will be supplied by Project Sponsor 
· (T) Project – Refer to the Job Number for which the expenditure is to be applied – will be supplied by Project Sponsor 

· (U) Task – Defines the task performed – will be supplied by Project Sponsor as well as additional Task and Activity Coding Information 

· (V) Activity – Defines the action performed – will be supplied by Project Sponsor as well as additional Task and Activity Coding 

· (W) KMs – N/A

· (X) KM Code – Department use

· (Y) Tax Code – Department use

· (Z)  1099 Code – N/A 

· (AA) Contract – Enter the CON number example:  CON00100101  

· (BB) Employee No. – Department use
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PAYMENT VOUCHER
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	BUSINESS UNIT
	VOUCHER ID
	PREPARED BY:



DATE:

_____________________________________________
___________________



	169A (A)
	(B)
	(C)                                                                   (D)

	VENDOR #
	                           

	(E)
	

	TERMS
	AMOUNT PAYABLE
	
	
	ACCOUNTING RULE

	(F)
	(G)
	
	
	(H)

	INVOICE DATE    ( M M - D D - Y Y )
	FACTOR TO VENDOR NUMBER
	EXPENDITURE OFFICER APPROVAL:                                                    DATE:

_______________________________________________
___________________

	(I)
	(J)
	

	INVOICE ID
	

	(K)
	(L)                                                                    (M)

	

	PAYMENT MESSAGE
	DUE DATE
	HANDLING CODE

	(N)
	
	

	Line
	Amount
	Account
	
	Fund
	Org
	Program

	01
	(O)
	(P)
	
	(Q)
	(R)
	(S)

	
	
	Project


	More…

...
	Task


	Activity


	

	
	
	(T)
	
	(U)
	(V)
	

	
	KMs
	KM Code
	Tax Code
	1099 Code
	Contract
	
	Employee

	
	(W)
	(X)
	(Y)
	(Z)
	(AA)
	
	00E(BB)

	
	
	
	
	
	
	

	Line
	Amount
	Account
	
	Fund
	Org
	Program

	02
	
	
	
	
	
	

	
	
	Project
	More...
	Task
	Activity
	

	
	
	
	
	
	
	

	
	KMs
	KM Code
	Tax Code
	1099 Code
	Contract
	
	Employee

	
	
	
	
	
	
	
	00E

	
	
	
	
	
	
	

	Line
	Amount
	Account
	
	Fund
	Org
	Program

	03
	
	
	
	
	
	

	
	
	Project
	More...
	Task
	Activity
	

	
	
	
	
	
	
	

	
	KMs
	KM Code
	Tax Code
	1099 Code
	Contract
	
	Employee

	
	
	
	
	
	
	
	00E

	
	
	
	
	
	
	

	Line
	Amount
	Account
	
	Fund
	Org
	Program

	04
	
	
	
	
	
	

	
	
	Project
	More...
	Task
	Activity
	

	
	
	
	
	
	
	

	
	KMs
	KM Code
	Tax Code
	1099 Code
	Contract
	
	Employee

	
	
	
	
	
	
	
	00E


Voucher Form Payment with Alpha Codes 
July 27, 2010
2.2.1

� Engineering Fees – Includes payments to architects, engineers, draftsmen, testing, and related costs.





� Engineering Disbursements – Includes payments for services that involve a combination of people, materials, and business services not identified in Engineering Fees.





November 2011

C-2
November 2011

C-1

