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NEW ONE-PAGER
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PROJECTIONS

Anticipate your
long-term needs
for your entire
research project



GUIDELINES

Achat de biens < $1,000 Remboursement via Concur ou paiement direct par l’agent

Achat de services < $1,000 L’université doit payer directement les services à des particuliers

Frais de publication Remboursement via Concur peu importe le montant

Achat de biens et services > $1,000 Un PO doit être émis avant la commande ou le début du service

Achat de services > à $5,000 Un contrat de service peut être requis et est obligatoire > $10,000

Achat de biens et services < $10,000 Peut être approuvé par un délégué

Achat de biens et services > $10,000 Deux soumissions sont requises

Achat de biens et services > $50,000 Trois soumissions sont requises

https://www.uottawa.ca/ressources-financieres/remboursement-des-depenses
https://www.uottawa.ca/ressources-financieres/remboursement-des-depenses
https://procurement.uottawa.ca/sites/procurement.uottawa.ca/files/tools_cds_gabarit_brp_reference.pdf
https://www.uottawa.ca/financial-resources/research-trust-endowment/sites/www.uottawa.ca.financial-resources.research-trust-endowment/files/delegation_of_signing_authority.pdf


EXAMPLE
(Hiring a translator for $15,000)

Translator

Researcher

HSS Finances

Procurement

Obtain
quotes from
two different

translators

Fill out                  
the service 

contract
template

Send quotes
and contract

for validation

Sign the 
service 
contract

Have the 
translator sign

the contact

Create a 
requisition in 

the system

Waiting for 
central 

procurement
approval

Obtaning a 
PO number

Service                 
can start and 
be delivered

Submit
service 
invoice

Approve the 
accuracy of 
the invoice

Process the 
payment

https://procurement.uottawa.ca/sites/procurement.uottawa.ca/files/tools_cds_template_brp_reference.pdf


NONCONFORMITY

Derogation Transgression

Sole source 
supplier

------
Payment 

over $1,000

Goods or 
services over 

$1,000 bought
without a PO 

number

https://procurement.uottawa.ca/sites/procurement.uottawa.ca/files/request_for_derogation_form.pdf
https://procurement.uottawa.ca/sites/procurement.uottawa.ca/files/request_for_transgression_form.pdf


CONTACTS

esr-fin@uottawa.ca School of Rehabilitation Sciences

eiss-fin@uottawa.ca Interdisciplinary School of Health Sciences

nsg-fin@uottawa.ca School of Nursing

esap-fin@uottawa.ca School of Human Kinetics

nut-fin@uottawa.ca School of Nutrition Sciences

mailto:esr-fin@uottawa.ca
mailto:eiss-fin@uottawa.ca
mailto:nsg-fin@uottawa.ca
mailto:esap-fin@uottawa.ca
mailto:nut-fin@uottawa.ca


PROBLEMS ?

Let me know!

Véronique Boily
Gestionnaire des finances

hss.manager.fin@uottawa.ca

mailto:hss.manager.fin@uottawa.ca


WE ARE HERE TO WORK WITH YOU


