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Agenda 
Payment Process Overview 

 
Types of Financial Transactions 

◦ Honoraria 
◦ Review the Honoraria Form and fields to complete 

 
◦ Expenses 

 
Claim Forms 

◦ Expense Form completion  

◦ Examples 

 

 



Payment Process Overview 
• Research Challenge Award funds are held in a VCHRI cost 

centre  

• All transactions must adhere to VCH & BCCSS Finance 
Policies 

• Honoraria and reimbursements will be paid out quarterly 

Note: 
 

The Team Lead is 
responsible for 
tracking their 
budgets 

Workflow 
1. RC Team submits to Awards Team, Awards will 

• Review for appropriateness and deduct from budget 
• Sign for approval 

2. Awards Team submits to VCHRI Finance Team, Finance will 
• Review for compliance to financial policies 
• Review and confirm supporting documentation 

3. VCHRI Finance submits to VCH Accounts Payable (A/P) 
4. Cheque disbursement (Allow 3-4 wks once VCHRI Finance receives) 



Types of Financial Transactions 
 

Honoraria 
 

Expenses 

Payment for hours 
worked in addition to 
regular shift 
 
Payable to individuals 
 

Payment for 
goods/services 

A. Expense 
reimbursements 

• Exception: 3rd Party 
Payments 

B. Vendor invoices  

C. Research Participant 
Incentives 

D. VCH Department 
reimbursements 



Honoraria 

What is an Honorarium? 
A monetary token of appreciation given to an individual for 
providing a service 

 

Who can receive an Honorarium? 
A. Team members 
B. Non-team members who have performed work on the project 

Example: a person who consults on data processing 

 
 

 



Honoraria 

A. Honoraria will be paid out on a Quarterly basis 
B. Use Honorarium Request Form (all fields mandatory) 

• Pay attention to: 
◦ Payee SIN number 

– Required for all payees.  Do not leave this field blank 
◦ Payee VCH Employee ID number  

– Employee ID must be provided. If non-VCH employee then you 
must note “N/A”. Do not leave this field blank 

C. Payment method 
• VCH employees will be paid through Direct Deposit via Payroll 
• Non-VCH employees will receive payment via cheque unless they request 

Direct Deposit/EFT 



Claim Forms – Honorarium Request 
 top of form 



Claim Forms – Honorarium Request 
 bottom of form 



Honoraria 

Is the Honorarium 
for a Team 
Member? 

Does the payee 
have a GST 
number? 

NO 

NO 

Submit an Honorarium 
Request Form 

Payee must submit an 
invoice as a vendor with 

GST number 
(Not an Honorarium) YES 

YES 



Expenses 
 A. Expense Reimbursements 
• Purchased out-of-pocket by team members 

Examples: Office supplies, materials, groceries 

• Purchased from businesses with valid GST number 
• Do not make 3rd party purchases 

 A 3rd party purchase is any transaction where you pay out-of-pocket and a business 
receipt cannot be provided.   

 This includes but is not limited to:  
• payments you make to people for helping on your project 
• purchases made on Craigslist 
• purchases made through friends 

 3rd party purchases are not accepted by VCH Accounts Payable and you will not 
receive reimbursement. 

• Submit Expense Claim Form and attach all original, itemized, receipts. 
Photocopied receipts will not be accepted. 

 
 



Expenses 
 B. Vendor Invoices 
• Purchase of supplies or services where the vendor bills VCHRI for 

payment 
Examples: Café Ami, LifeLabs, ProHealth Clinical Research Inc. 

• Payments are made by VCH directly to the Vendor 

• Must be a company with a GST number 
 

Workflow 
1. Team lead submits original invoice to Awards Team 
2. Awards reviews invoice against budget, approves and submits to 

VCHRI Finance 
3. VCHRI Finance will process and submit invoice to VCH A/P 
4. VCH A/P will process payment directly to Vendor  



Expenses 
 C. Research Participant Incentives 

What is a participant incentive? 
• Small monetary gifts given to patients who participate in 

your research study, disbursed as cash or gift cards 
 

How do we pay participant incentives? 
• Contact the Awards Team if you wish to distribute 

incentives to your participants 
• Awards will coordinate with VCHRI Finance to offer options 
• Any incentives distributed before consultation with VCHRI 

will not be processed 
 

 
 



 
• Your hospital department purchases supplies for your RC team 

 Example: items ordered through e-Pro, Purchase Order, direct invoicing 

• Your hospital department invoices VCHRI for amount owing 
• VCHRI reimburses department directly 
 

Workflow 
1. Department prepares invoice billed to VCHRI 
2. Department attaches supporting documentation 
(examples: original paid invoice, e-Pro requisition, purchase order, etc.,) 
3. Submit invoice and supporting documents to Awards team 

 

Expenses 
 D. VCH Department Reimbursement 



Claim Forms – Expense 
 top of form 



Claim Forms – Expense 
 bottom of form 



Claim Forms – Example 1 
 Lab services 



Claim Forms – Example 2 
 Meeting supplies purchase 

 
 



Claim Forms – Example 3 
 Supplies purchase 



Claim Forms – Example 4 
 Transcription services 



VCHRI Finance Contacts 

Jana Berna, Finance Assistant  
jana.berna@vch.ca   604.875.4111 ext. 21694 

 
Joyce Wong, Finance Manager 
joyce.wong@vch.ca   604.875.4111 ext. 21699  
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