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Government of Ontario
Expense (General/Travel) Claim for Non-OPS Employees (Individuals without an 8 Series WIN Number)
Complete this form electronically as some fields are interactive depending on the selected option.
Notes
For guidance in completing this form refer to the Instructions sheet. Fields marked with an asterisk (*) are mandatory.
Only one cost centre per form. Where a tip/gratuity is included in the expense item being claimed, the gratuity/tip must be itemized separately.
Example:                  Receipt #1 for Taxi: $8.85 plus tax (13%) $1.15 = $10.00 plus tip $1.00. Total receipt #1 = $11.00
Expense item line 1:         Taxi. Total Amount = 10.00, Tax Rate = 13%. Tax Amount = 1.15, Net Amount = 8.85
Expense item line 2:         Tip.         Total Amount =   1.00, Tax Rate = 0,         Tax Amount = 0.00, Net Amount = 1.00
Meal Reimbursement. For meal expenses incurred within Canada and on or after January 1, 2017, ensure that the new tax rate of 11.1% is applied to the meal claims. 
Example: Breakfast. Total Amount = 10.00, Tax Rate = 11.1%. Tax Amount = 1.00, Net Amount = 9.00 
Personal information on this form is collected under the authority of the Financial Administration Act, Section 1.0.25 and will be used to assess, verify and monitor eligibility for payment. For information regarding the collection of this information, please contact the financial services unit in your organization where you submit this form.
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1. Payee Information
2. Transaction Details
0,0,0
normal
runScript
xfa.form.form1.variables.oUtility.goBookMark(xfa.form.form1.page1.body.expenseItems.sectionHeader.somExpression)
2. Transaction Details
Date
Particulars
Account Code
Account Code
Account Code
Account Code
Kilometres
Kilometres
Meals
Receipt Details
Receipt Details
Receipt Details
Receipt Details
(dd/mmm/yyyy)
Explain General Expense Items (Destination, time of departure, return and mode of travel)
Non-reportable Items $
(533910)
T4A
Reportable Items $
(533915)
T4A Reportable Remuneration
(547920)
T4 Reportable PTPDA $
(533950)
South Ontario Km's
North Ontario Km's
Attendees (Number)
Total Amount
Tax Rate (HST/GST)
Tax Amount
Net Amount
Rec. No.
Total  ►
Total
Total Claim Amount  ►
3. IFIS Account Code − Claim Amount Summary
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3. IFIS Account Code − Claim Amount Summary
Line No.
Ministry (3 digits)
Program 
(6 digits)
Business Unit 
(4 characters)
Cost Centre (6 characters)
Account 
(6 digits)
Initiative (4 digits)
Future Use (4 digits)
Future Use (4 digits)
Total 
Amount
Tax Rate (HST/GST)
Tax 
Amount
Net 
Amount
Total  ►
Total Claim Amount  ►
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4. Payee Certification
This is to certify that the above expenses were incurred by me while on Government Business.
Please visit www.ontario.ca/directpayment to download the application form to enrol for electronic payment. 
5. Approval and Authorization
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5. Approval and Authorization
8.0.1291.1.339988.308172
David Cheng
2013/2/28
EFSD
Expense (General/Travel) Claim for Non-OPS Employees (Individuals without an 8 Series WIN Number)
2017/12
Expense (General/Travel) Claim for Non-OPS Employees 
(Individuals without an 8 Series WIN Number)
Ontario Shared Services
Section 2. Transaction Details.
1. Date. Enter date in format: day: 2 digits, month: first three letters of the month, year: 4 digits. Or select date from the drop down calendar
Section 2.
1. Particulars. Explain General Expense Items (Destination, time of department, return, etc. and mode of travel)
Section 2.
1. Account Code 533910. Non-reportable Items relates to all modes of travel, meals, accommodation, travel incidentals and mileage for non government employees conducting business, training or conferences on behalf of the Province of Ontario. Dollars and cents
Section 2.
1. Account Code 533915. T4A Reportable Items relates to any travel related cost incurred by non OPS individual as a result of regular business, conferences or staff training which will result in the generation of a T4A i.e., Child/Dependent Care. Dollars and cents
Section 2.
1. Account Code 547920. T4A Reportable Remuneration per diem rates lump sum, full-time payments and authorized expenditures – payments made to Non-Public Servants. Does not include travel, accommodation or food. Dollars and cents
Section 2.
1. Account Code 533950. T4 Reportable Part Time Per Diem Appointee (PTPDA) only. To record travel taxable benefit incurred while on government business. Dollars and cents
Section 2.
1. Kilometres. South Ontario. Enter numeric only
Section 2.
1. Kilometres. North Ontario. Enter numeric only
Section 2.
1. Meals. Attendees (Number). Enter numeric only
Section 2.
1. Receipt Details. Total Amount including tax
Section 2.
1. Receipt Details. Tax Rate. Harmonized sales tax (HST) and/or goods and services tax (GST). Percentage
Section 2.
1. Receipt Details. Tax Amount. Dollars and cents
Section 2.
1. Receipt Details. Net Amount
Section 2.
1. Receipt Number
Section 2.
Remove expense item 1
Section 2.
1. Add new line above
Section 2.
2. Date. Enter date in format: day: 2 digits, month: first three letters of the month, year: 4 digits. Or select date from the drop down calendar
Section 2.
2. Particulars. Explain General Expense Items (Destination, time of department, return, etc. and mode of travel)
Section 2.
2. Account Code 533910. Non-reportable Items relates to all modes of travel, meals, accommodation, travel incidentals and mileage for non government employees conducting business, training or conferences on behalf of the Province of Ontario. Dollars and cents
Section 2.
2. Account Code 533915. T4A Reportable Items relates to any travel related cost incurred by non OPS individual as a result of regular business, conferences or staff training which will result in the generation of a T4A i.e., Child/Dependent Care. Dollars and cents
Section 2.
2. Account Code 547920. T4A Reportable Remuneration per diem rates lump sum, full-time payments and authorized expenditures – payments made to Non-Public Servants. Does not include travel, accommodation or food. Dollars and cents
Section 2.
2. Account Code 533950. T4 Reportable Part Time Per Diem Appointee (PTPDA) only. To record travel taxable benefit incurred while on government business. Dollars and cents
Section 2.
2. Kilometres. South Ontario. Enter numeric only
Section 2.
2. Kilometres. North Ontario. Enter numeric only
Section 2.
2. Meals. Attendees (Number). Enter numeric only
Section 2.
2. Receipt Details. Total Amount including tax
Section 2.
2. Receipt Details. Tax Rate. Harmonized sales tax (HST) and/or goods and services tax (GST). Percentage
Section 2.
2. Receipt Details. Tax Amount. Dollars and cents
Section 2.
2. Receipt Details. Net Amount
Section 2.
2. Receipt Number
Section 2.
Remove expense item 2
Section 2.
2. Add new line above
1
Section 3.
1
Section 3.
1. Ministry. 3 digits
Section 3.
1. Program. 6 digits
Section 3.
1. Business Unit. 4 characters
Section 3.
1. Cost Centre. 6 characters
Section 3.
1. Account. 6 digits
Section 3.
1. Initiative. 4 digits
Section 3.
1. Future Use 1. 4 digits
Section 3.
1. Future Use 2. 4 digits
Section 3.
1. Total Amount
Section 3.
1. Tax Rate. HST and/or GST
Section 3.
1. Tax Amount
Section 3.
1. Net Amount
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