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 Other exceptions where documented and authorized by the Vice-President (Finance and 

Administration); 

 Purchases specifically approved by the Board of Regents. 

Payments from Suppliers Invoices 

In those instances Accounts Payable will process original supplier invoices for payment as long 

as they include the following information: 

 Suppliers complete name and mailing address 

 Date of invoice and date that the goods were received/services were provided 

 Complete details of the goods provided or the services received 

 GST registration number 

 General ledger coding indicating the department and account that the expense should 

be assigned to 

 Authorized signature(s), according to signing authority limits (see Payment Voucher), 

from department indicating authorization to charge the goods or services against their 

department. 

Departments are encouraged to direct suppliers of goods and services to direct their invoices to 

Financial Services for payment.  Upon receipt, Accounts Payable will scan and forward an email 

copy to the department for their review and approval. 

In the event that the supplier invoice does not include all of the above information, the 

department is required to attach a Department Payment Voucher (Appendix A)or Award 

Payment Voucher (Appendix B).   

In the event that the Department wishes to provide special instructions for the distribution of 

the cheque, once processed, a Payment Voucher is always required.  Accounts Payable requests 

that departments highlight any special instructions so that they are not missed. 

Payments to individuals 

The University issues payments to University faculty and staff as well as individuals outside of 

the University for:  

 Honorariums 

 Contracted services 

 Professional services 
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Capital Expenditures 

Capital Expenditures are defined as those projects of tangible, non-consumable items which: 

 Have a total cost in excess of $1,000; and 

 are intended to have an economic life of more than one year; and 

 are necessary, economical and in accordance with overall University priorities and 

financial capacity 

Capital Projects should include realistic time-lines and schedules.  Budgets and resources must 

be established to ensure proper planning and completion of projects on time, on budget, and 

with due regard to the hŶŝǀĞƌƐŝƚǇ͛Ɛ�ƐƵƐƚĂŝŶĂďŝůŝƚǇ�ĐŽŵŵŝƚŵĞŶƚƐ. 

In addition to following all of the relevant instructions noted above, requests to purchase items 

of a capital nature that are in excess of $25,000 must be accompanied by a Capital Expenditure 

Authorization Form (Appendix C). 
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Research & Designated Expenditures 
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Appendix A 

 

Link:     http://www.uwinnipeg.ca/financial-services/docs/WEB-payment-voucher-department.xlsx 
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Appendix C 

 

Link:        http://www.uwinnipeg.ca/financial-services/docs/capital-expenditure-auth-form.doc 


