Office of the Comptroller General

Core Policy and Procedures Manual - Amendment Summary
November 2004
4.0 Expense 4.3 has been updated to support the business models identified for direct invoices and to maintain the financial
Management control framework with iProcurement implementation. The significant changes are as follows:
4.3.2 Expenditure Authorization – Qualified Receiver (QR) section.
Policy 1 is expanded for the QR requirement to sign a direct invoice for goods/services received.
4.3.3 Expenditure Processing and Payment Review – Payment section:
Policy 1 is expanded for the Expense Authority requirement to approve the payment requisition for a direct
invoice before the payment can be made.
Policy 2 has been added and is outlined in a revised 4.3.6, below.
Policy 3 has been added for the use of Force Approval to release a payment for a direct invoice in an
exceptional circumstance or an emergency situation, and when the use of Force Approval is pre-approved,
restricted and controlled.
4.3.6 Third Party Programs:
Policy 1 added for use of Force Approval to release entitlement payments for direct invoices related to client
purchases authorized by legislation and where program expenditure authorization is consistent with core policy
(CPPM 4.3.2). The use of Force Approval for the payments must be pre-approved, restricted and controlled.

Glossary

New definitions for terms introduced:
Direct Invoice – a vendor invoice for goods or services without a related purchase instrument (i.e., a
purchase order or contract)
Force Approval – a CAS Oracle profile that permits release of payment for a direct invoice under certain
conditions

Thank you for visiting our web site.
If you have any comments or questions, please email us.
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4.1 Objectives
ensure that an adequate framework is in place for the control and spending of public money
the use of bank accounts, advances, charge cards and other expenditure instruments is appropriate and controlled
expense administration is open, proper and accountable

4.2 General
Responsibility for spending public money is placed on ministers and deputy ministers by the Legislature through appropriation
acts, the Financial Administration Act, the Budget Transparency and Accountability Act, the Balanced Budget and Ministerial
Accountability Act, and specific statutes and related regulations administered by each ministry. This section establishes
standards for financial transactions and the overall management of government expenses.
Ministries are responsible for expense management and administration within their programs, under the general direction of
the Minister of Finance and Treasury Board.
The Comptroller General, subject to direction from Treasury Board, sets standards and maintains the government's financial
policy framework.

4.3 Policy
Objectives:
ensure that expense authorities are clearly assigned, properly approved and that delegation instruments are regularly
updated;
ensure that the responsibilities and duties of expense authorities are clearly communicated and understood;
ensure that appropriate officers are delegated expense authority, and they are held accountable for exercising that
authority; and
ensure that an appropriate financial control framework is maintained which permits a balance of risks, costs and
efficiencies.
General:
Ministers and deputy ministers have statutory responsibility for the stewardship of financial resources and for ensuring
appropriate control of public money. To carry out this responsibility, ministers or deputy ministers authorize ministry officials to
exercise responsibilities on their behalf through written delegation of authority.
The Financial Administration Act, sections 32 to 33.1, provide for expenditures from appropriations, expenditure authorization,
payments from an appropriation, and trust fund expenditures and payments.
4.3.1 Delegation of Authority

1. The deputy minister (or minister) must approve delegated authorities in ministries. A delegated authority cannot be
redelegated. A person formally acting in a position may exercise the authority delegated to that position.

2. Ministries must designate a signing authority officer who is responsible for the administration and control of ministry
signing authorities. Delegation instruments must be properly documented and maintained, including electronic
authorizations.

3. For each officer granted expense authority, a specimen signature card or electronic version must be maintained. The
use of rubber signature stamps, adhesive slips or mechanically produced signatures are prohibited.
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4. The authority, responsibility, and accountability inherent in the delegation must be clearly communicated to the
incumbent of a position charged with expense authority.

5. Where a delegated expense authority is revoked, suspended or modified, it must be reported promptly to the signing
authority officer.

6. Expense authority must be granted in relation to a position's organizational responsibility or duties, and can be
restricted as to financial limit and standard object of expense (STOB). The STOB identifies the nature of goods and
services purchased (e.g., office supplies) or the nature of a payment (e.g., government transfers).

7. The Common Expense Authority Matrix is the government standard for the delegation of authority by ministries.
Ministry matrices must be maintained on the Corporate Signing Authority System, the official register for expense
authorities.

8. Expense authority must be delegated to organizational positions and not to individuals. Amendments must only be
made for changes in organizational structure or responsibilities, and not for personnel changes.
Procedure Requirements - B.1
4.3.2 Expenditure Authorization

1. The purpose of this policy is to ensure separation of duties in financial transactions. It applies to both manual and
electronic systems.

2. Specific roles are assigned to the ministry's deputy minister, executive financial officer, and chief financial officer as
appropriate:
delegating expense authority (EA) to the appropriate staff in their ministry;
ensuring financial management reports are made available to EAs for review and follow-up; and
ensuring EAs, Qualified Receivers and other staff involved with financial transactions are trained and understand
their responsibilities.

3. The EA and Qualified Receiver (QR) must be separate individuals and exercise their duties independently. In addition,
the EA and QR must be government employees (or incumbents of government positions, but not contractors or
volunteers). Any exception to this policy (i.e., for an extraordinary operational requirement) must be approved by the
Comptroller General.
Expense Authority

1. An officer with expense authority must only approve an expenditure or payment requisition that will:
be a proper charge against an appropriation over which they have been delegated authority;
not exceed the available appropriation; and
comply with all relevant statutes, regulations, Treasury Board directives, other executive orders, and central
agency and ministry policies.

2. EAs are accountable for compliance with this policy and for reviewing monthly financial management reports, and
taking corrective action if discrepancies exist.

3. An EA must not approve an expenditure or payment requisition where the EA will be the payee.
4. In the event that an EA has improperly exercised their authority, appropriate follow-up action will be taken
commensurate with the infraction. Repeat occurrences will result in applying an escalating process of discipline,
potentially including loss of expense authority and dismissal.
Qualified Receiver

1. Regardless of who signs delivery documents, a Qualified Receiver (QR) must inspect/review the goods and services
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received, and complete the electronic receipt or sign the direct invoice.

2. The QR must ensure goods and services have been received and the documentation to support the account has been
verified in respect of:
Goods: as ordered, correct amount, correct quantity and suitable quality;
Services: as contracted, correct amount, appropriate deliverables and performance criteria met; and
other required conditions have been met.
Procedure Requirements - D.1
4.3.3  Expenditure Processing and Payment Review
Matching

1. The vendor's invoice or other documentation supporting the expenditure must be matched or, through other
documentation, reconciled to the purchasing instrument and receipt before payment is made.

2. Upward variances between the approved request, purchase instrument, goods and services received, and invoice from
the vendor must be approved by the EA. Any exceptions to policy must be approved by the Comptroller General.
Payment

1. Payment is released only when both:
an EA has approved the expenditure and variance(s), or payment requisition; and
a QR has certified all conditions have been met.

2. For government transfer payments related to third party programs, refer to policy 1, 4.3.6.
3. If an EA (or alternate EA with appropriate authority) is not available to approve a payment requisition electronically,
Force Approval or the batch release procedures (see Procedures D.11) may be permitted. Force Approval may be
used only where absolutely necessary and when its use has been pre-approved by the Comptroller General. Further,
this use must be restricted and controlled. The ministry chief financial officer has the responsibility to ensure the
financial control framework is preserved and that use of Force Approval:
is limited to exceptional circumstances or an emergency situation;
is supported by appropriate processes and controls, at a minimum:
restricting Force Approval access to a limited number of users;
segregation of incompatible duties, such that a person with access to Force Approval does not also have
invoice entry ability;
independent and timely review of Forced Approval payment reports; or
compensating controls, as determined by the chief financial officer.

4. Where Force Approval has been used, an EA must still approve the expenditure and provide documentation to support
the account.

5. When only verbal approval is possible by an EA prior to payment, the EA must provide an email note, facsimile or
other support as confirmation of the approval, and ensure that documentation is immediately forthcoming to support
account payment.

6. In addition, the ministry must assess (at least on an annual basis) any continued reliance on Force Approval rather
than payment as in policy 1.

7. The Comptroller General must approve any exception to this policy. A request for an exemption to policy requires the
submission of a risk and control review.
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Payment Review
In accordance with CPPM 19.0, payments may be selected by OCG at any time for the purpose of reviewing accuracy and
policy compliance.
4.3.4 Documents and Other
Documents

1. A printed email or a faxed copy of a document is acceptable evidence of certification in a control environment that
includes:
a reliable, secure email login and protocol;
informing users of responsibility for system access and protection of user IDs and passwords;
capability to confirm the source of the email or faxed document; and
review and reconciliation of transaction and financial management reports.
Other

1. Officers with EA must authorize staffing and other requests involving payments to government personnel under their
responsibility (e.g., overtime and meal allowances, but not pay increases governed by collective agreements).

2. For account approval by an officer who no longer has expense authority (EA) at the time the account is processed, the
officer's EA replacement or next higher authorized officer must approve the account. If no EA is available, the chief
financial officer or executive financial officer must approve the account.
Procedure Requirements - D.6
4.3.5 Electronic Processing
Written signatures provide the most direct evidence of expense authority approval of a financial transaction and certification by
a qualified receiver. In an electronic environment there may only be an electronic record of the transaction when the related
processing is completed. An electronic signature will be the evidential documentation of expense authority authorization and
qualified receiver certification for the associated financial transaction.
In this instance, appropriate environmental and application controls are necessary to support the use of electronic signatures,
and to maintain the integrity of data and assure trust and accountability in the system. For example, the logon protocol that
validates the user's ID and password before permitting access to the government's protected domain, the BCGOV system, is
an access or security control.
Authorization Standards

1. Processes developed for authorizing electronic financial transactions must adequately ensure:
reliable identity, including association of an electronic signature with relevant data to create dependable
evidential documentation of the signer's intended approval of the financial transaction;
non-repudiation where a person could not deny involvement in the transaction;
data integrity to prevent data alteration after signing; and
confidentiality so that only authorized persons can access the data.

2. Appropriate processes and controls must be established to ensure valid and reliable electronic authentication and
adequate access to information.

3. Internal controls, security and other measures, appropriate for the risk, must be developed to assure processing
integrity, business accountability, business continuity and protection against malicious attacks and other intrusions on
the system.
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4. Records must be created, stored and maintained such that the transaction (together with an audit trail of the
associated workflow) can be retrieved and verified to source for audit and other recorded information purposes.

5. System security incidents and any related loss of assets must be reported promptly on a General Incident or Loss
Report.

6. In deploying electronic authorization, the following must be taken into account, as appropriate:
technological risk;
best practices and consistency with government's electronic service delivery strategy and direction;
generally accepted electronic signature standards as they are modified from time to time; and
international uniform commercial code to facilitate electronic commerce.

7. A security threat and risk assessment must be completed in support of an electronic signature deployment. Where it is
practical, the security threat and risk assessment may be done in conjunction with a risk and control review of a new
financial system. (See chapter 13, Financial Systems and Controls.)

8. The security threat and risk assessment and report must be completed by a qualified, objective party and the report
made available to the Comptroller General on request. Internal Audit and Advisory Services should be consulted as a
part of the risk analysis process.
4.3.6 Third Party Programs
Third party programs include expenditures to third parties for client purchases that are authorized by legislation and defined by
regulation (e.g., BC Employment and Assistance entitlements). For these government transfer payments, expenditure
authorization is based on the integrity of overall processes, systems and controls in a ministry. Expense authority and
qualified receiving functions may be demonstrated in different ways, be applied outside of government, and not necessarily
exercised on every voucher or invoice, due to high volumes or the nature of a program. Controls including ministry program
reviews, and verification procedures completed prior to payment, supplement the financial framework.

1. Force Approval is permitted to release payments for third party programs when its use has been pre-approved by the
Comptroller General and it is restricted and controlled. It is the responsibility of the ministry chief financial officer to
ensure that Force Approval:
is limited to program areas where expenditure authorization is consistent with core policy (4.3.2 Expenditure
Authorization);
is supported by appropriate processes and controls, at a minimum:
restricting Force Approval access to a limited number of users;
segregation of incompatible duties, such that a person with access to Force Approval does not also have
invoice entry ability;
independent and timely review of Forced Approval payment reports; or
compensating controls, as determined by the chief financial officer.

2. In addition, the ministry must assess (at least on an annual basis) any continued reliance on Force Approval rather
than payment as in policy 1, 4.3.3.

3. The Comptroller General must approve any exception to this policy. A request for an exemption to policy requires the
submission of a risk and control review.
4.3.7 Commitments
Obligations entered into on behalf of the government need to be approved, recorded and controlled to ensure that sufficient
funds are reserved, and that appropriations are not over expended.

1. Ministries must maintain an effective system of commitment control for disbursements, including those made:
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under the authority of appropriations detailed in the main Estimates;
under the authority of special warrants;
from special purpose funds;
for statutory payments; and
from trust funds.

2. Commitments must only be authorized by those ministry officers delegated expense authority. No commitment must be
made that would result in a greater expense than a ministry's current year's appropriation(s), a special account or a
trust fund.

3. Ministry systems for commitment control must include:
direction regarding the point at which commitments must be recognized;
identification of amounts reserved from the ministry's current and future years' appropriation(s);
records of commitments that are properly maintained and integrated with the ministry's accounting system; and
periodic reviews of outstanding commitments to ensure they reflect their current status.
4.3.8 Timing and Distribution of Payments
The timing of payments by the government affects cash flow, the cost of goods and services acquired and the benefit to
recipients, suppliers and organizations. Controls are required to ensure that public money is spent properly and payments are
distributed to the correct payees.

1. Each ministry must maintain a payment process that ensures the proper payment date is met.
2. Invoices to the government must be date stamped on the day of receipt by the ministry. No payment is permitted prior
to the date established in policies 4, 5, and 6, except where:
the payment date is set by contract;
the contracted price is based on payment within a specified time; or
an early payment discount is available.

3. Salaries and wages must be paid bi-weekly on every second Friday, except:
field salaries and wages from imprest accounts that must be paid as required by statute and/or contract;
vacation advances on earnings, allowed once per calendar year, upon 30 days written notice; and
final cheques to terminating employees must be paid in accordance with the provisions of the Employment
Standards Act.

4. Supplier invoices must be paid as close as possible to 30 days after receipt of the invoice or receipt of the goods,
whichever is later. Invoices offering an early payment discount may be paid as required to obtain the discount.

5. Refunds and overpayments must be paid as close as possible to 30 days following receipt of a claim. Refunds
resulting from ministry errors must be paid as soon as possible.

6. Contract invoices must be paid as close as possible to 30 days of receipt of the invoice or service, whichever is later.
The engineer responsible for the contract must pay construction contract invoices as close as possible to 30 days after
authorization. Contract invoices offering an early payment discount may be paid as required to obtain the discount.

7. Invoices, contracts or refunds paid more than 60 days after they become due must bear interest charges. Refer to
section 4.3.13 policy on Interest on Money Owing by the Province.

8. No early payment must be made unless the discount received exceeds an amount and rate (noted under Early
Payment Discounts) set, from time to time, by the Minister of Finance.

9. All payments must be made and distributed by the Ministry of Finance except the following:
payments drawn on ministry bank accounts;
on Provincial Treasury's approval:
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payments presented or appended to correspondence signed, personally by a minister or deputy minister;
overdue payments that, if not returned to the ministry, would result in a significant detrimental financial
loss;
payments that must be made at time of, or prior to receipt of goods and services (such as permit
applications);
payments to be distributed by a solicitor relating to real property;
payments of an emergency nature;
payment for salaries, wages and accountable advances; and
payments for certain programs as approved by the Ministry of Finance.

10. Ministries requiring payments by means of electronic funds transfer must submit a written request to the Ministry of
Finance preceding either:
the payment date; or
the first payment date of a payment schedule.

11. Payments not otherwise referred to in this policy may be distributed by the ministry originating the request for payment,
upon approval of the Deputy Minister of Finance or his/her delegate.

12. A payment must not be distributed by a person, who has exercised expense authority for the payment, except with the
written approval of the ministry executive financial officer on recommendation of the chief financial officer.
4.3.9 Advances
The purpose of an advance or accountable advance is to fund payments on account of expenses incurred or to be incurred
against an appropriation.

1. Ministries must maintain adequate processes for the control and accountability of accountable advances and the
recording of related transactions.

2. Employees issued an advance must make a written assignment of salaries and wages, except in the case of a
temporary salary and wage advance. Where an accountable advance is issued to a non-employee, a signed
undertaking to repay the advance must be obtained.

3. The amount of an accountable advance must only be large enough to cover the payments reasonably be expected to
be made from the advance.

4. Ministries must periodically verify issued accountable advances and reconcile, at least semi-annually, the ministry
control account with central accounting records.

5. Accountable advances must be approved by a ministry officer delegated signing authority for that purpose.
6. Ministries must ensure any outstanding accountable advance issued to an employee is accounted for and repaid prior
to an employee's termination and the disbursement of the employee's final payroll cheque.

7. When an employee has not repaid an amount owing to the Province following notice, ministries must undertake
arrangements to recover the amount owing, including possible set-off action. In taking set-off action against an
employee's salaries and wages, ministries may take into account employee financial hardship in determining the
recovery schedule.
Procedure Requirements - B.2
Temporary Accountable Travel Advances

1. Only those employees who do not qualify for a travel card will be issued a temporary accountable travel advance to
cover travel expenses incurred on a specific business trip. Where a temporary accountable travel advance is used, it
must be for travel where the employee makes a single trip or a number of trips within a 30-day period.

2. Approval by the deputy minister or the designated chief financial officer must be obtained if the employee requesting a
temporary accountable travel advance already holds a standing travel advance and the combined total of the travel
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advances exceeds $1,500.

3. A temporary accountable travel advance must be accounted for within one week of the completion of the trip (or 30
days in total).
Standing Accountable Travel Advances
A standing accountable travel advance may be issued to employees required to travel on a continuing basis indefinitely, or on
a continuing basis for a fixed period of time exceeding 30 days (e.g., seasonal travel).

1. A standing accountable travel advance must only be issued when there is no other viable alternative.
2. Authorization of a standing accountable travel advance is restricted to the ministry's deputy minister.
3. An application for a standing accountable travel advance must include justification for the advance and the required
period of time. The standing accountable travel advance must be repaid at the end of that period.

4. If a standing accountable advance has not been used for three months, the ministry chief financial officer must
reassess the need for the advance. Standing accountable travel advances not used during a six-month period must be
repaid.
Working Capital Advances
Working capital advances such as petty cash funds, field crew trust accounts and cashier floats are issued to expedite field
operations in reimbursing certain expenses.

1. A working capital advance must only be provided to a continuing employee and used for reimbursing operating
expenditures.

2. The ministry chief financial officer must authorize a working capital advance that exceeds $1,500.
3. Reimbursement claims for working capital advances must be submitted on a timely basis, taking into account
processing costs and the materiality of the amount to be replenished. (Use the Petty Cash
Reconciliation/Replenishment Report Form, FIN 95).

4. A working capital advance must not be excessive for the level of intended expenses, and it must be reviewed
periodically to see that it remains so.

5. Working capital advances must be accounted for and repaid within ten working days following the fulfillment of the
purpose for which the advance was made.

6. Where it is necessary to transfer the responsibility for a petty cash advance, one of the following must be done:
a. the existing petty cash advance is refunded by the present holder, and a new advance is requisitioned for the
new holder; or

b. a formal record is made of the transfer. This record must consist of adequate documentation including:
a reconciliation of the petty cash advance;
transferor and transferee signatures; and
verification by the immediate supervisory management.

7. Ministries must ensure that the holder of a working capital advance fully understands the responsibility and is given
adequate facilities and written instructions respecting the control, use, reconciliation, reimbursement and safekeeping of
the entrusted monies.

8. The holder of a working capital advance must not have responsibility for the handling of accounts receivable, account
verification, or payment approval. An exception to this policy may be made if the holder of the working capital advance
is located where there are insufficient personnel to segregate responsibilities. The ministry chief financial officer must
approve any exceptions to this policy.

9. Ministries must periodically perform and document independent verifications of working capital advances to determine
that the funds are used properly, protected adequately against loss and accounted for completely.
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10. Where there is a loss involving a working capital advance, ministries must take appropriate action in accordance with
policy on Loss Management, CPPM chapter 20.

11. Overages revealed in the working capital advance must be deposited and credited to the ministry miscellaneous
revenue account. Any fund shortage arising from normal administration (e.g., human error) of the working capital
advance must be charged to ministry expenditures. The ministry chief financial officer or an officer delegated the
responsibility must periodically review the appropriateness of these charges.
Procedure Requirements - B.2.4
Supplier Advances

1. Advances to suppliers may only be issued where:
the supply of goods or services cannot be made by an alternate supplier with less stringent payment terms; or
no alternative goods or services will meet the ministry's needs; or
special discounts can be obtained; and
the supplier is financially responsible.

2. An advance to a supplier must be authorized by a ministry officer delegated expense authority for the particular
program and by the ministry chief financial officer.

3. Outstanding advances to suppliers must be reviewed quarterly by a responsible ministry officer for:
the continued need for the advance;
the appropriateness of the amount advanced; and to
reconcile supplier and ministry records
Other Accountable Advances
Other accountable advances may be issued to employees in the normal course of administration for various purposes, such
as relocation advances, salary and wages advances and education advances.

1. A temporary salary and wage advance must not exceed the amount of the bi-weekly salary or wage due to the
employee, less any payroll deductions.

2. Reimbursement claims for other accountable advances must be submitted no later than ten days after the end of any
month in which expenditures are incurred, taking into account processing costs and the materiality of the amount to be
replenished.

3. An accountable advance issued under this section must be accounted for and repaid within one week following the
fulfilment of the purpose for which the advance was made. A temporary advance for salaries and wages may be
recovered from the next regular payroll cheque of the employee.
Procedure Requirements - B.2.1, B.2.2
4.3.10 Loans
Loans are a special category of disbursements made under the authority of certain statutes, regulations and directives.
Section 45(1) of the Financial Administration Act requires the government to make loans only by order of, or in accordance
with directives of the Lieutenant Governor in Council on the recommendation of the Minister of Finance.

1. Where not prescribed by statute, ministries must develop criteria under which loans can be made under an enactment.
The criteria must be in the form of regulations made pursuant to the enactment under which the loan can be made,
and:
include conditions for eligibility, repayment terms, interest charges, collateral, and other conditions requested by
the appropriate minister and/or the Minister of Finance; and
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the loan criteria developed must be reviewed by the Minister of Finance and be approved by the Lieutenant
Governor in Council.

2. Where permitted by regulation, all loans must be approved by officers who have been delegated expense authority for
that purpose.

3. Where collateral is held or assigned as security, the loan must be registered in accordance with the loan's authorizing
enactment. Where registration is not specified, registration must be completed:
in accordance with general statutes and regulations of the Province, and
in consultation with, or in accordance with procedures that may be specified by, the Ministry of the Attorney
General, to protect the Province's claim on collateral held or assigned as security.

4. All loans must be recorded as assets in the ministry's accounting records. Detailed information must be kept to include:
name and address of the debtor;
collateral held or assigned to secure the loan;
date the loan was made and the date due;
interest rate and how calculated;
the principal sum of the loan and the authority under which the loan was made;
repayment terms; and
the officer(s) who authorized the loan.

5. Ministries must establish appropriate processes to safeguard collateral held to secure a loan.
6. Loans must be assessed at least annually or as soon as a payment is not received on time, whichever occurs first. A
provision for doubtful accounts must be made at the end of the fiscal year.

7. Except for loans with blended payment terms, claims for interest due on loans must be made in writing to the debtor
prior to the due date and entered in ministry accounting records as separate accounts receivable.

8. Unless otherwise provided by legislation, any loan repayment must first be applied to the interest earned at the time of
repayment and then to the principal.

9. Except as otherwise provided by an enactment, regulation or Treasury Board directive, payments received must be
credited to the Consolidated Revenue Fund.

10. When repayment terms of a loan registered have been met, a formal discharge of the loan is to be completed and filed
in accordance with procedures as may be prescribed by statutes and regulations of the Province and as prescribed by
the Ministry of the Attorney General. Formal discharge is also required to fully release any encumbrance on collateral
held.

11. Discharges must not be approved by the same officer who authorized the loan.
4.3.11 Ministry Bank Accounts
Payments from the Consolidated Revenue Fund for goods and services, or for other purposes, are generally made under the
authority of the Minister of Finance. However, it is also recognized that this may not always be convenient. The Financial
Administration Act provides the authority to use ministry bank accounts as an effective alternative to the Province's main
cheque payment facility.

1. Ministry bank accounts must be approved by the Minister of Finance or his/her delegate. Ministry bank accounts
established for the purposes of depositing public money must be separate from those accounts established for the
making payments, with the exception of trust bank accounts.

2. Ministries must:
keep the number of bank accounts they require to a minimum in relation to operating requirements; and
ensure that accounts are established with the principal banker of the Province where possible.

3. Applications for a ministry bank account must be signed by the ministry's executive financial officer or chief financial
officer
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4. The authority to sign cheques on ministry bank accounts must be delegated, in writing, by the deputy minister to an
authorized officer in the ministry, or to an authorized officer in another ministry, or to a person other than an authorized
officer, where the appropriate level of control is in place.

5. The signatures of at least two officers delegated authority to sign cheques are required on cheques drawn on ministry
bank accounts. Where this is not practical, the ministry chief financial officer may authorize the signature of only one
authorized officer. In this regard, ministries must provide appropriate justification, including the additional internal
controls that will be put place for such cases.

6. Ministries may, with the approval of the Comptroller General, use signature plates to sign cheques on ministry bank
accounts where it is cost effective; however, if only one signature on cheques drawn on ministry bank accounts is
possible, signature plates must not be used. Submissions to the Comptroller General seeking approval to use signature
plates must include, as a minimum:

a. a description of the procedures and controls that will be used where signature plates are requested;
b. an analysis of the cost benefit of the use of signature plates; and
c. an example of the signature plates that will be used showing the signatures of the authorized officers that will
appear on cheques drawn on ministry bank accounts.

7. Ministries must implement procedures to safeguard and secure the signature plates at all times.
8. Rubber stamp signatures must not be used to sign cheques on a ministry bank account.
9. Deposits to ministry bank accounts are restricted to:
remittances received for the purposes of establishing, replenishing or increasing the accountable advance for
the working capital required in the account; and
monies received as a refund or repayment of an expense or an advance made from the account.

10. Cheques drawn on ministry bank accounts must be supported by documentation that is appropriate to the issue of the
cheque (e.g., invoices, receipts) and certified by an expense authority.

11. Records must be maintained of all deposits to and cheques drawn on ministry bank accounts. Bank reconciliations
must be done monthly, independently reviewed and approved by the ministry chief financial officer. Outstanding
cheques that remain unpaid for a period of six (6) months following issue are stale-dated and are to be cancelled with
notification to the bank.

12. Except as otherwise authorized by the Minister of Finance, cheques must not be drawn on ministry bank accounts that
would cause the account to become overdrawn.

13. Reimbursements to ministry bank accounts must be made monthly or as required to ensure the account is not
overdrawn.

14. Payments must not be made to payees against whom a legal encumbrance exists.
15. Ministries must establish and maintain a record of ministry bank accounts including a list of those officers who are
authorized to sign cheques. This record must be reconciled at least once each year with the central bank account
records (CBAR) maintained by the Ministry of Finance. Any errors or omissions must be identified and corrected
immediately.

16. Ministries must conduct at least annually a review of ministry bank accounts to ensure each account is still required
and is being used for the purpose originally intended as approved by the Minister of Finance. Any account that is no
longer required or is not being used for the purposes originally intended must be closed. Ministries must arrange
closure through the Provincial Treasury, the Ministry of Finance.
Procedure Requirements - B.3
4.3.12 Chief Financial Officer Bank Account

1. The application for establishing a chief financial officer bank account must be signed by the ministry executive financial
officer and submitted to the Comptroller General for approval. This type of ministry bank account can be used for the
purposes of paying ministry expenses, within specific limits.

2. The working capital amount advanced for operation of the chief financial officer bank account is to be charged to a
special category of cash in bank established for that purpose by the Office of the Comptroller General. This working
capital is not an accountable advance for the purposes of policy outlined in Advances, section 4.3.9.
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3. The working capital amount advanced for operation of the chief financial officer bank account must be approved by the
Comptroller General. The amount of the advance must be kept at a minimum level commensurate with the anticipated
payments projected on a quarterly basis and the lead-time required to obtain replenishment.

4. The chief financial officer bank account cheque signing authority must be maintained at an appropriately high level of
responsibility and not be less than Financial Officer 1.

5. When there is a personnel change in the position of ministry chief financial officer, either on a temporary or permanent
basis, bank signing authorities must be amended as appropriate and both the Comptroller General and the Director of
Banking/Cash Management must be informed in writing.

6. When a transfer of account responsibility is made, a reconciliation of the account and a transfer agreement must be
prepared as at an appropriate date. Agreement to the reconciliation and acceptance of the transfer of responsibility for
the account must be signed by both parties involved in the transfer.

7. When a chief financial officer bank account is no longer needed, ministries must make arrangements to close the
account with the Provincial Treasury.
Procedure Requirements - B.3
4.3.13 Interest on Money Owing by the Province
The Interest on Overdue Accounts Payable Regulation provides the authority for interest to be paid on monies owing by the
Province. Ministries must ensure that all accounts representing money owing by the Province are processed with a minimum
of delay to avoid or minimize the payment of interest. This policy section does not apply to amounts owing between
ministries.

1. Interest is due on monies owing by the Province from the sixty-first (61st) day after the date the money becomes due
to the date payment of the money owed is mailed or delivered to the payee. Money owing by the Province for goods
and services becomes due when both:
a ministry has received an invoice or a written request for payment; and
the goods have been delivered in good condition or the services have been performed satisfactorily, or both, in
accordance with an agreement.

2. On any overpayment, including those amounts in policy 3, interest is due on monies owing by the Province from the
later of:
October 1, 1980; or
the sixty-first (61st) day after the government received the overpayment

3. When the government becomes liable for a repayment of money received for taxes, royalties, fees or other charges
made under an Act due to a legislative amendment, interest is payable only from the date that the repayment becomes
due, or the person receiving the payment presents his claim.

4. Except as otherwise provided by other provincial or federal enactments, interest is not paid on money owed by the
government:
where the government acts in the capacity of an agent or trustee;
to a corporation, association, board or commission to which the Financial Information Act applies;
to a regional hospital district as defined in the Hospital District Act;
to a municipality or regional district to which a grant under the Local Government Grants Act may be made;
to the Government of Canada;
for salary, wages, benefits or expenses owed by the government to an employee of the government in respect
of that employment; or
where the amount of interest payable in all cases is less than $5.00.

5. Interest must be calculated at the annual rate and in the way specified in the Interest on Overdue Accounts Payable
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Regulation.

6. When interest is payable under an act or regulation, payment must be made in accordance with the provisions of the
enactment.

7. When interest is payable under a trust, the payment must be made in accordance with the terms of the trust
instrument, agreement or other authority governing the monies held in trust by the government.

8. Ministries contemplating the inclusions of a term providing for the payment of interest in acts, regulations, trusts or
contracts must obtain guidance from the Provincial Treasury before finalizing the documents. Where a contract
specifically provides for the payment of interest that provision must be followed.
4.3.14 Transfer Payments
Transfer payments are transfers of money from the Province to an individual, an organization, another government, or a trust
fund for which the Province does not receive any goods or services directly in return, does not expect to be repaid in the
future, does not expect a financial return, or has an ongoing involvement in the trust's activities. Transfer payments are
distinct and separate in this respect from other acquisitions by government where it receives goods or services directly in
exchange for a payment.
Accounting and Classification

1. Transfer payments must be defined in accordance with the criteria described in Appendix 1 as one of three payment
categories:
Grant;
Entitlement; or
Transfer under Agreement (including shared cost).

2. Transfer payments must be recorded and reported accurately, completely and on a timely basis to comply with
government's accounting policy as described in Appendix 2.
General Payment Standards

3. Transfer payments must support approved ministry service plans and program objectives.
4. A transfer payment must be authorized by a ministry official who has been delegated expense authority for this
purpose.

5. A transfer payment shall only be made:
for specified purposes in accordance with established eligibility criteria;
under a statutory authority, formula or regulation; or
in accordance with a formal agreement, or a shared-cost agreement for the purposes specified in an
agreement.
Documentation and Payment Management

6. Written documentation between the Province and the recipient is required in support of a transfer payment. For Grants
and Entitlements, the use of an application form or correspondence with the recipient may be sufficient. For a Transfer
Under Agreement, a formal written agreement must be used that clearly identifies the terms and conditions (see
Appendix 3 for guidance). Where it is necessary, ministries are to seek legal counsel in developing a transfer
agreement or a trust fund. Policy for trusts is outlined in Appendix 4.

7. Transfer payments must be managed in a manner that:
is open and transparent to the public;
provides for government independence and objectivity;
clearly identifies roles and responsibilities;
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provides adequate administration and documentation; and
takes into consideration economy, efficiency and effectiveness.

8. The responsible ministry must undertake measures to conduct appropriate due diligence on a prospective transfer
payment recipient, including, where applicable, credit and background checks on key signatories, verification of
business references and other certifications.

9. The engagement of a Transfer under Agreement must demonstrate accountability and economic efficiency. The choice
of a service provider shall follow government's competitive selection process unless a direct award condition applies, or
where
financial assistance is provided to a specified target group or population (e.g., a First Nation, or a direct
beneficiary- individual or family or legal guardian of that individual under a community/social service program);
or
it is a shared cost agreement or a public private partnership where a competitive selection is not appropriate.

10. Records of transfer payments, and an appropriate management information system and monitoring strategy must be
maintained by the responsible ministry to ensure the terms and conditions for the transfer payment are met.

11. The performance review of a recipient must be carried out with independence and objectivity. An employee shall not
take part in a performance review if he/she is exposed to an actual, perceived or potential conflict of interest in relation
to a performance review.
Repayment of a Transfer Payment

12. Where a transfer payment is paid
after the expiry of eligibility;
on the basis of fraudulent or inaccurate information;
in error; or
the recipient has not complied with the terms and conditions for the payment,

13. the ministry executive financial officer or other designated ministry official will determine the extent of repayment with
reference to the nature and severity of the situation, and record the amounts owing as a debt receivable to the
government.

14. Refund of an overpayment is required immediately or reasonable arrangements must be made to ensure repayment in
due course.

4.3.15 Payments Based on Contributions
An external party may contribute money towards a government expenditure where the receipt of this contribution is not
provided for in the main Estimates. Section 25(1) of the Financial Administration Act allows payment, based on such
contribution, out of the Consolidated Revenue Fund up to the amount of the contribution.

1. A contribution agreement or undertaking must contain
details of the amounts, timing and extent to which contributions are to be made;
estimate and timing for government expenditures; and
where applicable, details of the authority under which the agreement or undertaking has been executed.

2. Ministries must maintain agreement or undertaking records and any other necessary supporting documentation.
3. The FAA does not apply where the amounts to be received are the result of insurance claims or for credit or recovery
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of payments made under FAA section 23(3).

4. In the case of new or existing single or multi-year contribution agreements, an estimate of the expenditure and
matching contribution by way of revenue or recovery must be included in the main Estimates if the amounts are known
or can be reasonably forecasted at the time of preparing the Estimates. Generally, ongoing programs involving
contributions are included in the main Estimates and all expenditures and recoveries are treated in accordance with
FAA section 23(3).

5. Payments based on contributions under FAA section 25 accounts must be approved by the minister, deputy minister
or his/her delegate.

6. Contributions towards expenditures received by the Province must be deposited to the Consolidated Revenue Fund.
7. For each fiscal year, ministries must provide OCG, Financial Reporting and Advisory Services with a report of
authorizations and payments made pursuant to FAA section 25(1).

8. Authorizations made under FAA section 25 must be reported in the annual Public Accounts of the Province.
4.3.16 Refund of Expenses
The government may receive refunds of expenses for a variety of reasons ranging from an overpayment to a supplier to the
recovery of a debt written off.

1. Documentation pertinent to the receipt of a refund, such as a credit note, reason for the refund, and other related
documents, must be maintained by ministries.

2. The value of a refund of expenses must be determined as soon as possible, and where material be recorded as an
account receivable. Where necessary, a set-off may be used to retain money due or payable to a person who owes
money to the government.

3. Refunds of expenses incurred in the current fiscal year must be credited to the appropriate expense account.
4. Refunds of expenses incurred in prior fiscal years must be credited to an account, "Recovery of Prior Year's
Expenditures" established by OCG, Financial Reporting and Advisory Services.
4.3.17 Holdbacks
Holdbacks are a common feature of contractual arrangements where payment for the performance of work, the delivery of
goods or the rendering of services is dependent upon satisfactory contract performance. The withholding of all or a portion of
such payments may be governed by the terms of a contract, or by statute that empowers the government to withhold funds
where the quality of services provided is not satisfactory.

1. A holdback must only be made in accordance with the terms and conditions of a contract or the provisions of a statute
governing that payment.

2. Where not prescribed by statute or regulation, ministries must develop criteria under which holdback clauses will be
included in the terms and conditions of contracts.

3. A holdback provision must only be exercised after a claim or other appropriate documentation has been received that
attests to the degree of completion and/or quality of work performed. Ministries must maintain documentation related to
the exercising of holdback provisions.

4. A holdback control account must be kept in the ministry general accounting system. Subsidiary accounts are to be
maintained to disclose the individual amounts owing as well as the aggregate total, and must be reconciled monthly to
the control account.

5. A report of holdbacks payable that are outstanding for more than 90 days must be reviewed monthly by the ministry's
chief financial officer.

6. Contracts with a holdback provision must also include a provision that interest must not be charged on payments
withheld in accordance with the contract.
4.3.18 Accounting Transfers
Accounting transfers are internal transactions arising from situations that necessitate adjustments to the financial records.
Such situations include corrections, account allocations, ministry transfers, accruals and adjustments. To maintain the integrity
of the accounting information, accounting transfers must be subjected to appropriate control.
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1. Expense authority is required to approve accounting transfers affecting expense and capital accounts. Revenue
authority is required for accounting transfers affecting revenue accounts or non-revenue accounts for the accrual or
deferral of revenue.

2. The issuing ministry (client) must process the accounting transfer (including chargebacks and other inter-client
transfers) in accordance with established procedures.

3. Any chargeback proposed by a ministry or agency must be approved by Treasury Board and apply the principles for
internal recovery of consumption based services (CPPM 4.3.22 Internal Recoveries).

4. Chargeback agencies must
provide an annual report of their operation including comparative figures for prior years when requested by
client ministries; and
ensure that detailed reports are available to the ministries in an electronic format that can be incorporated into
ministry reporting systems.
Procedure Requirements - F
4.3.19 Purchases by Government Charge Card
Charge cards are a widely used payment method for the purchase of goods and services. Ministries may use charge cards to
expedite purchases wherever the practice is efficient and cost-effective.
General

1. Only an approved government charge card may be used to incur expenses in the name of the Province. Exemptions to
this policy require Treasury Board approval. A request for exemption is to be forwarded to the Comptroller General.

2. Ministries that receive unsolicited charge cards must destroy them immediately.
3. Ministries must maintain a record of their government charge cards and reconcile, at least annually, to the central
registry maintained by Common Business Services (Ministry of Labour and Citizens' Services). Ministries must also
periodically review card activity and recall those cards that are no longer needed.

4. Interest on overdue accounts payable or late payment penalties are to be paid to the extent required by the negotiated
master agreements. However, ministries must implement administrative processes to avoid the payment of interest and
penalties.

5. Government charge cards issued must be embossed with "PROVINCE OF BRITISH COLUMBIA" or an abbreviation
thereof, a unique identification number, and if applicable, the ministry and/or cardholder's name.
Purchasing Card
The purchasing card is the primary instrument for making small dollar value purchases for government. Its use has increased
the efficiency and cost-effectiveness of government purchases; however, it has not replaced the reliance on sound
procurement practices and effective financial controls. Purchases need to be fair, open and prudent and provide the best
value for money spent. The general administration and control of the Purchasing Card Program is a ministry responsibility
administered through the chief financial officer and the purchasing card coordinator/alternate. Ministries may further restrict
the use of the purchasing card to meet their operational requirements.

1. Authorization
Purchasing cards are issued under the general provisions of expense authority delegation. Transactions require prior
approval (preferably in writing/email) and monthly, the cardholder, as qualified receiver, reconciles, verifies and submits
his/her purchasing card statement to the expense authority for approval. Where a cardholder is required to make
purchases that will be charged to several budget allocations, the issuance of the card should be approved by the chief
financial officer or expense authority who has delegation over the budget areas in question. Transactions and
statements should be authorized by the appropriate expense authority.

2. Transaction and Monthly Limit
Transaction and monthly limits should be set annually based on actual requirements and must be within the budget
allocation of the expense authority to whose budget the expenditures will be charged. Transaction limits above $5,000
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require the additional approval of Common Business Services and approval for monthly limits above $100,000 must
also be obtained from the Office of the Comptroller General.

3. Safeguarding the Card
Every effort should be taken to ensure that the purchasing card is only used by the individual whose name appears on
the face of the card. Lost or stolen cards must immediately be reported to the customer service representative of the
issuing card company and to the ministry purchasing card coordinator. Cardholders are also to inform the purchasing
card coordinator if they change jobs &/or leave the ministry. Cardholders may be required to return their purchasing
card to the purchasing card coordinator for cancellation and disposal at the request of their ministry or the Office of the
Comptroller General.

4. Training and Acknowledgment of Terms of Use and Consent
It is the responsibility of the cardholder to ensure they understand their responsibilities and have been properly trained
in the appropriate use of the purchasing card. Ministries are responsible for providing this training, ensuring cardholders
understand their responsibilities and that cardholders have completed and signed the Government Purchasing Card
Acknowledgment of Terms of Use and Consent before cards are issued for use.

5. Card Use
The purchasing card is only to be used for approved government purchases and should not be used for cash
advances or for expenditures where other government-approved charge cards are more appropriate (such as the travel
card for travel-related expenditures and the service card for fleet vehicle maintenance).

6. Payment of Statement
Purchasing Services Branch (Ministry of Labour and Citizens Services) will promptly process and pay the monthly
purchasing card statements on behalf of the ministries. Ministries will be charged back their total expenditures on an
inter-ministry journal voucher to a ministry clearing account. Individual cardholder statements are to be reconciled by
cardholders, approved by expense authorities and processed to the appropriate account coding by the ministries to offset the clearing account entry.
Procedure Requirements - E.6
Travel Card
The Travel Card Program was established to provide a less costly and more efficient program to minimize cash advance
requirements for government-related travel and has all but replaced accountable travel advances. The general administration
and control of the Travel Card Program is a ministry responsibility administered through the chief financial officer and the
travel card coordinator/alternate.

1. Authorization
All government employees who incur reimbursable travel-related costs and meet the eligibility guidelines established by
their ministry can apply for a travel card. Credit checks are not required and the travel card application is usually
authorized by the expense authority whose budget will be charged for the reimbursable expenditures incurred. The
travel card is a shared liability charge card. The Province is liable for all legitimate travel expenses for which it has not
reimbursed the cardholder, and the cardholder is liable for any unauthorized charges and for approved travel expenses
for which he/she has already been reimbursed.

2. Cash Advances, Transaction and Monthly Limits
Daily cash advances, transaction and monthly limits should be set annually based on actual requirements and must be
within the budget allocation of the expense authority to whose budget the expenditures will be charged.

3. Safeguarding the Card
Every effort should be taken to ensure that the travel card is only used by the individual whose name appears on the
face of the card. Lost or stolen cards must immediately be reported to the customer service representative of the
issuing card company and to the ministry travel card coordinator. Cardholders are also to inform the travel card
coordinator if they change jobs &/or leave the ministry. Cardholders may be required to return their travel card to the
travel card coordinator for cancellation and disposal at the request of their ministry or the Office of the Comptroller
General.

4. Training and Acknowledgment of Terms of Use and Consent
It is the responsibility of the cardholder to ensure they understand their responsibilities and have been properly trained
in the appropriate use of the travel card. Ministries are responsible for providing this training, ensuring cardholders
understand their responsibilities and that cardholders have completed and signed the Travel Card Cardholder
Agreement before cards are issued for use.
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5. Card Use
The travel card is only to be used for approved government-related travel purchases which are eligible for
reimbursement including travel-related cash advances. Travel-related purchases are subject to the federal Goods and
Services Tax. The travel card should not be used for purchases that are GST-exempt for which a purchasing card
would be used, or for expenditures where other government-approved charge cards are more appropriate.

6. Payment of Statement
Billing statements are provided monthly and are to be paid by the employee in full by the due date. Cardholders are
responsible for all interest and fees resulting from late payments unless it can be clearly demonstrated that the ministry
was responsible for the late reimbursement of travel or business meeting expenses. Cardholders are to make every
effort to submit travel vouchers (iExpense) in a timely manner.
Procedure Requirements - E.3
Service Card
Province of BC service cards are issued for government vehicles and selected equipment, marine vessels and aircraft.
Purchasing Services, Common Business Services is responsible for managing the Vehicle Service Card.

1. Service cards must only be used in conjunction with authorized vehicle, vessel or aircraft use.
2. Ministries must ensure that the purchase of goods and services for government vehicles with the Vehicle Service Card
is appropriate, and that Vehicle Service Card payments are correct and only for charges incurred by the ministry.

3. Ministries are responsible for the accuracy and completeness of their Vehicle Service Card inventory, and making sure
that expired cards, cards no longer required and lost/stolen cards are destroyed, returned or reported.
Procedure Requirements - E.5
4.3.20 Obligation to Report to the Comptroller General

1. The Financial Administration Act, section 33.2, obligates every member of the public service to report to the
Comptroller General any expenditure or payment that they consider contravenes sections 32.1 to 33.1. Parts a. and b.
below are intended as general examples only. Applicable sections of the Act require reference for a full understanding
of the obligation to report.

a. For an expenditure, this may include an authorization that:
i. causes the appropriation to be exceeded;
ii. reduces the available balance in the appropriation so it cannot meet all the commitments charged against
it;

iii. creates an unlawful charge against the appropriation;
iv. is approved by a person without the delegated expense authority;
v. is contrary to a term of an agreement, enactment, Treasury Board Directive or term of a trust.
b. For a payment, this may include a situation where:
i. the related expenditure was not authorized;
ii. an advance payment is made (without receipt of goods or services) and the agreement does not provide
for such a payment;

iii. the amount paid is unreasonable (other than in emergency or extenuating circumstances, i.e., when costs
cannot be estimated or specified);

iv. the payment is contrary to a term of an agreement, enactment, Treasury Board Directive or term of a
trust.
Information reported will be treated in confidence, unless disclosure is authorized or required by
law (for example, under the Freedom of Information and Protection of Privacy Act).
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The reporting obligation in section 33.2 is in addition to any other duty to report. For example,
employees in the public service have a duty to report certain allegations of wrongdoing in
accordance with the BC Public Service Agency, Standards of Conduct for Public Service
Employees, Policy Directive 5.4.
4.3.21 Authority of the Comptroller General

1. The Comptroller General, under the authority of the Financial Administration Act, sections 34(1) and (2), on receiving
information from employees under section 33.2 or otherwise, may order:

a. that an expenditure is not authorized and that a proposed payment related to the expenditure may not be made;
and

b. that any other proposed payment that does not comply with the Financial Administration Act, or other
enactment, may not be made.
4.3.22 Internal Recoveries
Internal recoveries are transfers within the Consolidated Revenue Fund. They include inter-ministry chargeback and recovery
of the costs of providing services to other areas in government.
Determination of which services to charge back on a full cost recovery basis or partial recovery basis, and those services not
to be charged back, must be done on a case by case basis by applying the following principles:

1. Demand Driven - services (and related costs) must be focused on the needs of ministry clients and government,
and their ability to control consumption of the services.
2. Value-Added - a chargeback process should only be used if there is demonstrable value to ministry clients,
government and service providers in incurring the costs involved in administering the chargeback.
3. Fair and equitable - chargebacks must be representative of the true cost of service provision with minimal
overhead related to other costs (no offloading); over-recoveries should be refunded or future chargebacks
should be reduced; all chargebacks must be consistently applied across government (no special arrangements).
4. Sustainable - following the business case approach, both the level of service and the means of chargeback
need to be well understood, predictable, and realistic in the budget environment that ministries and service
providers face.
5. Flexible and Adaptable - chargeback methods should reflect the nature of the cost (e.g. per employee), whether
it is fixed or variable, method and frequency of payment, and timing (transition/implementation costs versus
ongoing costs), and should be adaptable to organizational change.
6. Accountable - the chargebacks should reflect the nature of the accountability on the part of the both the service
provider (e.g., level of service provision, performance measures) and the ministry (e.g., reasonable and timely
forecasts of service requirements, budget flexibility, pricing incentives to adjust behaviour).
7. Transparent and Accessible Information - there needs to be access to and full disclosure of information related
to the chargebacks so that clients and service providers can readily understand the nature of the costs and
thereby avoid any surprises.

http://www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/04_Expense_Mgmt.htm[3/5/2010 9:45:00 AM]

Office of the Comptroller General

Glossary
A B C D E F G H I J K L M N O P Q R S T U V W X Y Z
Accelerated Transfer Account – a ministry bank account for depositing public money, which is then transferred each
day to the consolidated revenue account. Part I - 7.3.10
Accountable Advance – sum of money temporarily advanced. 4.3.9
Accounts Receivable – amounts claimed by the Province against debtors. Part II - 7.0
Accounts Receivable Ageing – process of categorizing each account receivable by the number of days it has been
outstanding. Part II - 7.3.4
Accrual Basis of Accounting – method of recording transactions by which revenues and expenditures are reflected in
the accounts of the period in which they are considered to have been earned and incurred, whether or not all transactions
have been finally settled by the recipient or payment of cash or its equivalent. 3.4.3
Administrative Records (ARCS) – records common to all offices and that are distinct from operational records (ORCS).
Administrative records support housekeeping functions such as the management of facilities, property, materiel, finances,
personnel, and information systems. Administrative records also relate to common management processes, including
committees, agreements, contracts, information services, legal opinions, and other similar functions. 12.3.2 and 18.3.5
Agreement on Internal Trade (AIT) – the Agreement between the Federal, provincial and territorial governments to
reduce trade barriers within Canada signed in 1995 and implemented effective 1996. One of the objectives of the Agreement
is to reduce and eliminate public sector procurement barriers within Canada for goods valued over $25,000 and for
construction and services valued over $100,000. 6.2 and 6.4.4
Annual Service Plan Report – a ministry report containing information normally found in a traditional annual report, with
the additional requirement that a ministry's performance in meeting its service goals and targets is emphasized in the
document. The document must link directly back to the ministry's corresponding service plan. In addition the document must
contain a signed statement from the responsible minister to the effect that the minister is accountable for the actual results
reported. The report is to be tabled in the Legislative Assembly each year. Part III - 3.3
Appropriation – any authority granted by the Legislative Assembly to disburse money out of the Consolidated Revenue
Fund. The appropriation will be provided in the Supply Act, the express provision of another Act, or by Special Warrant. 1.2.1
Approved Request – this is one of the purchase instruments that has an EA approval associated with it. 4.3.2
Archival value – records that have residual administrative, operational, legal, financial, evidential, informational, historical,
cultural or commercial value and are worthy of indefinite or permanent preservation. 12.3.2
Attractive Asset – a fixed asset considered a target for theft or readily convertible into cash. 8.3.2
Authorized Officer – a public officer of the Province who is an authorized signing officer for a ministry bank account.
4.3.11
BC BID – procurement site to advertise opportunities to provide goods and services to ministries and some public sector
bodies. 6.4.2
Bid Rigging – is an indictable criminal offence under the federal Competition Act. Bid rigging occurs when there is collusion
among bidders or potential bidders in the submission of bids. 6.3.6c
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Budget Unit – a unit within a responsibility centre by which different levels of funding can be defined. Part III - 3.3b
Business Impact Analysis (BIA) – process of determining the impact on an organization should a potential loss identified
by the risk analysis actually occur. The BIA should quantify, where possible, the loss impact from both a business interruption
(number of days) and a financial standpoint. 16.3
Business Priority – business processes that are not mission-critical, but should they not be performed, could lead to the
loss of a major business function. 16.3
Capital Lease – a lease contract where by the lessee obtains ownership (lease to buy) or derives a substantial amount of
the benefits of ownership by the end of the lease term. 3.4.3i
Capital Project – a number of related activities intended to maintain, improve, develop or acquire a discrete capital asset,
including land and betterments, buildings and highways, bridges and other long term assets. 5.2
Charge Card – a card issued under the authority of the Minister of Finance. 4.3.19
Chart of Accounts (COA) – a standard classification and reporting system, and along with budgetary processes, provides
information to support program management. The chart of accounts supports external and internal hierarchical reporting from
the same financial data. 3.4.2
Chief Financial Officer (CFO) – a ministry officer who has been assigned responsibility for the specific operation and
management of a ministry's system of financial administration. 1.3 and 2.3
Chief Financial Officer Bank Account – a special type of ministry bank account that may be approved for purposes of
paying ministry expenses, with specified amounts, directly to the suppliers. 4.3.12
Collision Damage Waiver (CDW) – a rental vehicle option under which the rental company waives its right to collect
from the renter for damages to its vehicle. 10.3.9 and 11.3.5
Commission – an amount paid to a person collecting public money on behalf of government. The commission is calculated
as a percentage of the amount collected, according to a dollar range, specified by contract or determined in some other way.
Part II - 7.3.11
Commitment – an obligation to pay that will result in a charge against an appropriation, or a future obligation of
government. 4.3.7
Contingent Liability – a legal obligation that may arise out of past and/or present circumstances provided certain
developments occur. 9.1
Continuing Service Agreement – an agreement between a ministry(ies) and a contractor for the delivery of Applicable
Community Health and Social Services over a period of not less than three years. 6.3.2d
Contract – a legal agreement between a ministry and a person or company whereby the ministry agrees to pay for
services. A professional service contract involves professional or management consulting services where the primary output is
the provision of advice, management feasibility studies, concept preparations, operational reviews or design (e.g., consultants
could be experts in the fields of engineering, management, or finance). 6.2
Contract Amendment – an agreed addition to, deletion from, correction, or modification of a contract. 6.3.2a
Contract Summary Sheet – a Ministry of Finance form, FIN 163, used to summarize the details of service contracts.
6.3.6b
Cost Recovery – for fees and licenses, the rate at which the government will recover all the costs incurred in the provision
of the fee or license. Costs include materials, direct labour and others, including administrative costs. 18.3.8b
Credit Note – issued by a seller to a purchaser to record the reduction of a bill because of an allowance, return or
cancellation. The opposite of an invoice. Part I - 7.3.5
Delegation Instrument – a schedule of financial signing authorities granted by the minister or deputy minister. 4.3
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Deficit – amount by which spending exceeds available funds during a fiscal year. 1.2.3
Direct Invoice – D.1; 4.3.2
Direct Invoicing – a vendor invoice for goods or services without a related purchase instrument (i.e., purchase order or
contract). 10.3.17; D.7
Directive – an instrument that relates to the internal policy of government made or approved by the Lieutenant Governor in
Council, Treasury Board or Minister of Finance. 1.4.1
Electronic authentication – the process by which an electronic signature is verified to ensure, before further processing,
that the identity of the signer can be positively identified, that the integrity of the authorized data was preserved and that the
data are original. 4.3.5
Electronic authorization – the affixing or the logical association of an electronic signature to a transaction to identify the
signer and to indicate the signer's intended approval of the associated information in the data message representing the
transaction (as a rule, an audit trace associating the electronic signature to the transaction is created as a record of the
electronic authorization). 4.3.5
Electronic Records – data and information that is input, created, manipulated and/or stored on electronic media that show
evidence of actions and decisions occurring during the transaction of business and that require a computer to be accessed
and manipulated. Electronic records include related documentation and metadata. Documentation may include technical
specifications for system design and development, user manuals, code books, and any other material that explains the
operating system and the software being used to access and manipulate the data. Metadata is data that describes data and
data systems (i.e., the structure of databases, their characteristics, location, and usage). 12.3.2
Electronic Signature – data in electronic form that is logically associated with or affixed to a data message and used to
identify the signer of the data message. Used to indicate the signer's approval of the information contained in the data
message. 4.3.5
Essential Services – business processes defined as mission critical and business priority. 16.3
Estimates – or budget preparation means the estimates of revenue and expense for a fiscal year presented to the
Legislative Assembly. 1.2.3 and Part I - 3.2
Expense Authority – authority granted to ministry officials to approve expenditures and accounts. It includes, but is not
limited to, the authorization of the purchase of goods and services, approval of transfers and entitlements, and approval of
financing transactions. 4.3.2
Expenditure Review – process comparing funds released and expenditures made to date with the estimated expenditure
to date, and providing explanations for variances. Part II - 3.3
Expense Reimbursement – any travel or other approved out-of-pocket expense reimbursement. 10.3.2
Extinguishment – the forgiveness of a debt or obligation to the Province and, to the extent that it is forgiven, the right of
the government to collect the debt, obligation due or claim is nullified. Part II - 7.3.13
Extraordinary Losses – are incurred when an employee or appointee conducting government business suffers a loss of
or damage to personal property which is pertinent to the performance of his/her duties. 10.3.12
Financial Administration – the administration of financial matters and affairs of the Province, including: administration of
assets (including assets held in trust); revenues and expenditures; accounting and reporting systems; the establishment and
maintenance of financial controls. 1.2.3
Financial Management Report (FMR) – a report describing expenditures by ministry for the period to date, showing
expenditures by service line, responsibility centre and object of expenditure and comparing those amounts with the budget.
Part III - 3.3b
Financial Officer – a ministry officer who has been assigned responsibility for carrying out specialized activities associated
with a ministry's system of financial administration. 1.3
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Financial Systems – systems that are used to exercise financial management control and accountability including those
systems used to record, verify, report and execute financial transactions for revenues, expenditures, assets, liabilities and
assets held in trust. 13.3
Force Approval – a CAS Oracle profile that permits release of payment for a direct invoice under certain conditions. 4.3.3
Payment section, policy 3 and 4.3.6 policy 1
Full-time equivalent (FTE) – the equivalent of one person working 1,827 hours in one year. Direct FTEs include
employees whose salaries are paid directly from the Consolidated Revenue Fund. Indirect FTEs include employees whose
salaries are substantially paid by government indirectly through government transfers to external employers.
Functional Direction – the exercising of functional authority when a direct reporting relationship does not exist, by
promulgating and ensuring compliance with statutes, policies and standards and providing guidelines to subordinate functional
specialists and line managers. 2.3
Functional Guidance – provision of advice and assistance related to established policies, systems and procedures. 2.3
Fund – a self-balancing accounting entity established to show monies received for specific purposes, the income earned
thereon, expenditures for the purposes designated and the assets held against the capital of the fund and its liabilities.
Examples are:
Consolidated Revenue Fund, the primary accounting entity of the Province comprised of the main and special
accounts combined with special funds. 1.2.1
Special Fund, a group of assets reserved for a specific purpose. Special funds have all the characteristics of a
complete accounting entity. 1.2.4
Trust Fund, funds held and administered in trust for others over which the government has no power of appropriation.
Part III - 3.3d
Garnishment – a warning, usually in the form of a court order, requiring that a payment be diverted from the original payee
and made directly to a court. Part II - 7.3.9
Grant – a payment made in accordance with established eligibility criteria for which the government does not directly receive
goods or services, and for which no contractual requirements or achievement of performance conditions exist that the
recipient must meet. 4.3.14
Guarantee – a contract under which the government agrees to pay a debt or perform a duty if the party to the contract who
is bound to pay the debt or perform the duty fails to do so. 9.3.1
Hand-held communication devices – include information and communications technologies such as personal digital
assistants (PDAs), Blackberries, cell phones, etc. L.2
Headquarters – that area within a radius of 32 kilometres of where employees ordinarily perform their duties. 10.3.2
Holdback – that portion of a payment(s) under contract that is withheld until certain conditions relating to satisfactory
performance as determined by the contract have been met. 4.3.17
Indemnity – an agreement whereby a party agrees to secure another party against an anticipated loss or damage. 9.3.2
Information and information technology security incidents – information and information technology security
incidents where there is damage to or a compromising of the protection of data, systems, documentation, computer-generated
information and facilities resulting in a loss of government information or property. These incidents can be accidental or
deliberate threats to confidentiality, integrity or availability. 20.2.1
Insurance Proceeds – amounts received or receivable by the government pursuant to a contract under which an insurer
has agreed to indemnify the government in the event of a specified damage, loss or liability arising from the occurrence of
certain events. Part I - 7.3.15
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Internal Audit – an independent, objective appraisal or the review of operations for senior management. 17.2
Internal Control – the management framework and interrelated systems, processes and practices adopted by management
for achieving objectives. 2.2.1
Invitation to Quote (ITQ) – used when the requirement is adequately defined to permit the evaluation of quotes against
clearly stated criteria and quotations. The focus of this solicitation document is on price, targeting the lowest qualified bid.
6.3.2a
Invitation to Tender (ITT) – a formal process for soliciting competitive bids that includes the public opening of sealed
tenders. ITTs are often referred to as "public tenders". Typically ITTs are used for construction projects, where the
requirement is adequately defined to permit the evaluation of tenders against clearly stated criteria and quotations. The focus
of this solicitation document is on price, targeting the lowest qualified bid. 6.3.2a
Joint Solutions Procurement (JSP) – a specialized request for proposal methodology designed for systems integration
projects. The method is designed for selection of a vendor based on demonstrated capability and expertise to solve a
problem. It allows both vendor and ministry to work together in developing a joint solution that meets government's business
needs. 6.3.5a
Magnetic Disks – include data storage devices such as floppy disks, IDE hard drives, serial ATA drives, zip disks. 20.2.1
Medium with information capacity – material on which data are or may be recorded such as paper, punched cards,
magnetic tape, hard drives, thumb drives, hand-held devices, magnetic disks, optical disks, etc. 20.2.1
Minister – a minister with portfolio or a minister of state per the Official Duties and Expense Regulation (BC Reg. 226/2001
as amended) 10.2
Ministerial Order – an order made by a minister in execution of a power conferred by an Act. 1.4.1
Ministry Bank Accounts – cash balances in ministry bank accounts. Ministry bank accounts are assets of the Province
and must be separated from accounts used for the deposit of public money. Ministries are responsible for control over these
bank accounts. 4.3.11
Mission Critical – business processes that, should they not be performed, could lead to loss of life (“safety”), personal
hardship to citizens, major damage to the environment, or significant loss in revenue. 16.3
Motor Vehicle Charge Card – a government-sponsored charge card issued to a government owned or leased vehicle, or
to a deputy minister who uses his private vehicle. It is to be used by authorized persons for vehicle operating expenses.
4.3.19
Notice of Intent – the method by which a ministry declares that it intends to negotiate a contract directly with a specified
contractor, without a competitive process. It provides an opportunity for other potential proponents to object to the direct
award. 6.3.2b
Office of Primary Responsibility (OPR) – the office of a ministry or agency that has primary responsibility for records
in order to satisfy operational, financial, legal, audit and other requirements. 18.3.5a
Official – a minister, a committee member, a parliamentary secretary, or a member of the Legislative Assembly designated
by a minister on behalf of the Executive Council to attend or act in an official capacity at a meeting, conference, task force,
committee, visitation, function or work on a project. See section 1, Definitions, of the Official Duties Expense Regulation (BC
Reg. 226/2001 as amended) 10.2
Official duties – means the same as "official duties" under the Official Duties Expense Regulation (BC Reg. 226/2001 as
amended) 10.2
Operational Records (ORCS) – records that relate to the operations and services provided by a ministry or agency in
carrying out the functions for which it is responsible according to statute, mandate, or policy. Operational records are distinct
from administrative records (ARCS) and are unique to each government organization. 12.3.2 and 18.3.5
Optical disks – include data storage devices such as CDs, DVDs. 20.2.1
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Order in Council (OIC) – an order under the authority of an existing statute approved by the Lieutenant Governor in
Council upon the advice and consent of the Executive Council. 1.4.1
Payment Based on Contributions – a payment made from the Consolidated Revenue Fund of monies contributed to
the government by a third party for a specified purpose as authorized under section 25 of the Financial Administration Act,
even though no provision has been made in the Estimates for the receipt and disbursement of such a contribution. 4.3.15
Performance Bond – a written guarantee that a contractor will promptly and faithfully perform the contract in accordance
with its terms and specifications. In the event of a default by the contractor, the bonding company is responsible, up to the
limit of the bond, for costs in excess of the original contract price. 8.3.4
Petty Cash Expense – a cash payment made from an accountable advance. 4.3.9 and 10.3.16
Physical Security – the use of physical safeguards, procedural and system barriers, consistent with the level of risk
identified, to prevent, delay or deter unauthorized access to assets. 8.1
Pre-Qualification List – a list of vendors who have been identified as being capable of providing a particular type of good
or service by going through a formal pre-qualification process. 6.3.2b
Procurement – the acquisition by any means, including purchase, rental, lease or conditional sale of goods, services or
construction. 6.0
Protected – a security category assigned to documents, files or records series containing confidential and/or sensitive
information. 12.3.2l
Protected (Personal) – the security category assigned to documents, files or records series containing sensitive personal
information. L.3
Public Accounts – the set of documents presented to the Legislative Assembly by the Minister of Finance to report
financial information and to comply with legislative authorities. 2.2.3d and Part III - 3.2
Public Private Partnership – arrangements that result from a competitive process, between government and private
sector entities for the purpose of providing public infrastructure and related services. Such partnerships are categorized by the
sharing of investment, risk, responsibility and reward between the partners. The reasons for establishing such partnerships
vary but generally involve the financing, design, construction, operation and maintenance of public infrastructure and services.
5.3
Purchasing Card – a payment instrument that allows ministry employees to acquire goods and services directly from a
supplier. 4.3.19
Purchase Instrument – this includes, but is not necessarily limited to:
purchase orders;
contracts; and

invoices. 4.3.3
Purchase Order – a purchaser's written offer to a supplier formally stating all terms and conditions of a proposed
transaction. 6.3.2a
Qualified Receiver – an individual who has been trained in their responsibilities for inspection or review of goods and
services received. 4.3.2
Real property and accommodation infrastructure services – the provision of all the customer's workplace needs,
including physical accommodation, furniture, equipment and environmental and telecommunications services that support
customer program delivery. 18.3.1a
Recipient – A recipient is an individual, a business, or an entity that is in receipt of a transfer payment (a grant, an
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entitlement or a transfer under agreement) by the Province where the government is not the direct beneficiary of the payment
and does not receive any goods or services. 4.3.14
Record – books, documents, maps, drawings, photographs, letters, vouchers, papers and any other thing on which
information is recorded or stored by any means whether graphic, electronic, mechanical or otherwise. 12.3.2l
Refund – a repayment in part or in full of monies received by the government. Part I - 7.3.11
Refund of Expenses – the recovery of a payment previously authorized and made from the Consolidated Revenue Fund
under the authority of an Act, appropriation or trust fund. 4.3.16
Regulation – an order, rule, tariff of costs or fees, warrant, bylaw or other instrument enacted in execution of a power
conferred under an Act, or the authority of the Lieutenant Governor in Council. 1.4.1
Remission – conditional or unconditional forgiveness and cancellation, in whole or in part, of a tax, royalty, fee, forfeiture,
fine, pecuniary penalty or other sum due to the government imposed or authorized to be imposed by an enactment and
authorized by section 19 of the Financial Administration Act. Part II - 7.3.14
Request for Expressions of Interest (RFEI) – a tool that can be used to confirm which vendors are interested on
competing for a project. An RFEI can also be used to pre-qualify potential and interested vendors, who will then be invited to
respond to a Request for Proposal. No contract awards are made directly from a request for expressions of interest. 6.4.3
Request for Information (RFI) – a procurement procedure where vendors are provided with a general or preliminary
description of a problem or need, and are requested to provide information or advice about how to better define the problem
or need, or alternative solutions. It may be used to assist in preparing a solicitation document. No contract awards are made
directly from a request for information. 6.4.3
Request for Proposal (RFP) – a request to vendors to submit proposals on how, and at what price, they would provide a
good or service in response to an identified problem, requirement, or objective. Vendors are requested to submit detailed
proposals in accordance with pre-defined criteria. The selection of the successful proposal is based on evaluation criteria
including the effectiveness, value and price of the proposed solution. 6.3.2a.1
Request for Qualification (RFQ) – a procurement document used to invite vendors, if they meet the required
qualification criteria, to register on a permanent source list or on a particular source list intended for a specific competition.
6.3.2a.5
Request for Standing Offer (RSO) – a solicitation document to seek vendors to supply specified goods or services
directly on an "as and when" required basis at a predetermined price. 6.4.3
Requisition – a formal request to acquire goods and services. 4.3.2
Responsibility Centre Manager – a ministry officer delegated responsibility for carrying out specific activities associated
with the programs of a ministry and who has been given financial authority and budgetary responsibility for those activities.
Part II - 3.3 # 7
Risk Assessment – a combination of the third and fourth steps of the risk management process, those being, risk analysis
and risk evaluation. 14.3
Risk – the chance of something happening that will have an impact on objectives. 14.0
Risk Management – the culture, processes and structures that are directed towards the effective management of potential
opportunities and adverse effects. 14.0
Security – risk control techniques to protect people, assets and the operations of government from loss or harm. 15.0
Security Threat and Risk Assessment – a component of a risk analysis specifically aimed at identifying security
exposures. 4.3.5
Sensitive Information – personal, confidential or protected information whose release is unauthorized i.e., information
which is reasonably likely to be excepted or excluded from access under the Freedom of Information and Protection of
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Privacy Act. 12.4I
Service Plan – a plan that describes a ministry's purpose or mission, its direction or vision, its goals and objectives, the
operational strategies and resources it intends to use to achieve those objectives, and how it will know if it has been
successful (i.e., through the use of performance measures and targets). Part I - 2.3 and Part III - 3.3
Set-off – a process established within government by ministries that are owed money by a debtor external to government.
Where the debtor is owed money by the government for some purpose; section 38 of the Financial Administration Act
provides that the amount owed to the government can be deducted in deciding the final amount to be paid to the debtor. Part
II - 7.3.8
Signing Authority Officer – a ministry officer delegated by the deputy minister who is responsible for the administration
and control of ministry expense authorities, including specimen signature cards or electronic versions. 4.3.1
Special Account – an account in the general fund where the authorization to spend money from the account is located in
an Act other than a Supply Act. 1.3
Staffing Action – the authority to approve staffing requisitions involving payments to government personnel and other
requests under their responsibility (e.g., overtime and meal allowances, but not pay increases governed by collective
agreements). 4.3.4
Standing Advance – an accountable advance made to a person in a fixed amount that is required to reimburse
expenditures on a continuing basis and reimbursed to that fixed amount each time an accounting for expenditures is made.
Standing advances include advances made for working capital, to establish petty cash funds and to establish working capital
in approved ministry bank accounts. 4.3.9
Standing Agreement (SA) – an agreement that includes both an offer from a potential contractor and acceptance of that
offer by government to enter into a future contract in accordance with terms and conditions prescribed in the standing
agreement. With a standing agreement, there is an obligation on the part of government to access the services negotiated
within the specified time period. 6.3.3d
Standing Offer (SO) – an offer from a vendor to provide specified goods and services directly from the vendor on an 'as
and when' requested basis, at a pre-determined price. There is no acceptance of this offer on the part of government until a
ministry or other public sector body accesses the standing offer. 6.3.2a
Standard Object of Expenditure (STOB) – the nature of the expenditure (article purchased or service obtained) or
expenditure classification on which funds are spent and reported. 3.4.2
Subsidiary Accounts – a grouping of individual accounts that in total equal the balance of a control account in the
General Ledger. Part II - 7.3.2
Suspense Account – an account to which an entry for a transaction is posted until ultimate disposition is determined. Part
I - 7.3.14
Tangible Capital Asset – identifiable long-term assets that are acquired, constructed or developed and held for use rather
than for sale. They include land, highways, buildings, automobiles, computer hardware and software, but exclude inventories,
crown land and assets purchased by third parties or by capital grants from the government. 8.3.2
Temporary Advance – an accountable advance made to a person in a fixed amount for a fixed period that is required to
reimburse expenditures made by that person for a specific purpose. 4.3.9
Third Party Demand – a legal document issued because certain federal government departments and provincial ministries
have the power, under legislation, enabling them to seize money owing to individuals or firms in default. Part II - 7.3.9
Transfer Payments – transfers of money from the Province to an individual, an organization or another government for
which the Province does not receive any goods or services directly in return, expect to be repaid in the future, nor expect a
financial return. 4.3.14
Travel Status – the absence of an employee from his/her designated headquarters on government business with the
employer's approval. Travel status does not apply to employees temporarily assigned to a position outside the designated
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headquarters or to field status employees. 10.3.2
Treasury Board Regulation – a regulation enacted by Treasury Board in execution of a power conferred under an Act.
1.4.1
Treasury Board Directive – an instrument made or approved by Treasury Board that relates to government's internal
policy. 1.4.1
Treasury Board Order – an instrument made or approved by Treasury Board that relates to government's internal
personnel administration. 1.4.1
Trust Fund – funds held and administered in trust for others over which the government has no power of appropriation. Part
III - 3.3d
(UP) Unsolicited Proposals – vendor-initiated submissions from private sector proponents, not solicited through a
competitive process, that propose a unique business relationship related to a specific project or service. 6.3.5
Vote – a major program or combination of interrelated programs of the government separated from other votes of
expenditures presented to Members of the Legislative Assembly and the general public. It is the level at which the Legislative
Assembly votes funds. 1.2.1 and 3.4.2
Working Capital Advance – a temporary accountable advance made to ministries for a specific purpose for which
ministries are accountable. 4.3.9
Write-off – removal of all or part of a debt or obligation from the accounts of the Province, but does not extinguish the right
of the government to collect the debt, obligation or claim written off. Part II - 7.3.12 .
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