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**Please cir culate to all employees who submit a Travel and Business Expense Claim***

To: Financial Contacts, ECS Contacts
[Memo also posted at the ECS Home Page]

From: Glenn White, Manager, Revenue Control
Date: July 26", 2011
Subject: Changesto the ECS Expense Claim Form

ECS (Expense Claim System) has been revised tade@ number of changes that reflect the new

Hospitality policy. The policy is located at;
http://www.fin.uoguel ph.ca/sites/defaul t/fil es/Hospi tali ty%20Pol i cy%20and%20Pr ocedures 0.pdf

Changes to this policy have been made to be censigith the BPS (Broader Public Sector) Expenses
Directive requiring that all universities maintaiertain levels of accountability and transparemcthe
oversight and administration of their expenditurpss a reminder, a major change to the Traveldyoli
surrounds the claiming of alcohol; please ensueediea is reviewed carefully to avoid an expemasienc
not being approved].

Now, when you claim Hospitality expenses on the E@8), the claimant selects the appropriate hokyita
object code from a drop down menu under the cosi@ngion of the form. The online ECS tutorial ighe
process of been updated and will reflect these ggmrhortly.

In addition, ECS online Help has been improvedstist with;
* Hospitality and the appropriate Object codes tedel
» Airfare Expenses and the proper Location Code ¢oamnsl
» List of commonly used “Other” object codes.

For a complete list of Travel and Business Expémigemation and links, please refer to the
Travel / Expense page at: http://www.fin.uoguel ph.ca/depar tments-ser vices/r evenue-control/tr avel expense-cl aims

For any questions; please email the ECS suppart @a&cs@uoguelph.ca. Alternatively you can call Gabi
Matteis @ 52840, Charin Rivet @ 52866, Glenn W@t&2863 or Guillaume Girouard @ 53996.
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