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PRE-AUDIT CHECKLIST 

Notes for submission and review: 

 Items 1 – 8 below must be included on an invoice prior to submission to the accounts payable mailbox 

 All documents and supporting documentation (e.g. BEA, Staff training and development form) should be 

submitted electronically   

 The SAMPLE invoice (page 4) is for illustrative purposes only -  materials submitted may appear 

differently than presented 

 Special payment terms that may be identified (e.g. immediate, Special Handling / D cheque) 

THE INVOICE  

 1 – Bill to Ministry Information 

 2 – Legal Name & Address of Supplier 

 3 – Identifiable Invoice Number (if one isn’t provided from the supplier than you must add one, please 

see your AP rep for invoice numbering example) 

 4 – Invoice Date 

 5 – Pre-Tax Subtotal  

 6 – Itemized Tax Amounts 

 7 – Clear Description of Goods/Services billed for  

 8 – Contract Number or WIP Number (when applicable) 

INFORMATION REQUIRED FOR PROCESSING  

The Accounts Payable staff must ensure these elements have been submitted with the invoice: 

   9 – Items 1-8 above 

 10 – QR certification with all appropriate dates: 

 11 – Invoice Date 

 12 – Date Invoice Received 

 13 – Date Goods & Services Received (optional)  

 14 – QR name is legible 

 15 – EA name is identified and legible  

 16 – If batch notification/approval is used: Ensure the EA has provided authorization on the supporting 

documentation directly 

 17 – Coding is present (and coding lines are clearly broken down if applicable) 

 18 – STOB is appropriate 

 19 – Supporting Documentation  

 20 – Appropriate and complete description supporting the payment is identified 

 21 – I-Procurement receipt number is provided (for contract payments only) 

CETANSEY
Underline
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