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Billing 
Department 
completes 
Sales Tax 
Assessment 
Questionnaire

Billing 
Department 
completes  
Billing 
Questionnaire 
and includes the 
Sales Tax 
Assessment 
(either obtained 
from the Sales 
Tax 
Questionnaire or 
provided by Info 
Tax)
 

Billing 
Department 
submits the 
Billing 
Questionnaire 
& attaches 
Sales Tax 
Assessment 
Questionnaire 
or email from 
Info Tax AND 
the 
Agreement 
(see Note 2.)

Finance AR 
receives all 
documents 

Finance AR 
sets-up 

Client ID and 
Detail Code

Finance AR 
emails Client 
ID and Detail 

Code to 
Billing 

Department 
Key Contact

End
Does Sales Tax 

Assessment 
Questionnaire 

provide an 
assessment? (see 

Note 1.)

Billing 
Department 

sends Sales Tax 
Assessment 

Questionnaire 
and Agreement 

to Info Tax

Info Tax 
Assesses 
Sales Tax 

and advises 
Billing 

Department 
(see Note 1.)

No

Steps to Follow when Submitting Billing Questionnaire

Notes:

1.  If status is deemed to be Tax Exempt, Billing Department is responsible to keep documentation (if 
any) on file.
2.  The Agreement represents one of the following:

 1. Contract signed as per the Policy on the Approval of Contracts and Designation of Signing 
Authority with a Purchase Order.

 2. Contract signed as per the Policy on the Approval of Contracts and Designation of Signing 
Authority without a Purchase Order.

 3. Quotation confirmed by Third Party with a Purchase Order.
 4. Quotation confirmed by Third Party via email.

Finance AR 
will save PO/

Quotation 
and will refer 

to it when 
approving 
invoices 

greater than 
or equal to 

$10K
Yes

https://www.mcgill.ca/secretariat/files/secretariat/policy_on_the_approval_of_contracts_and_designation_of_signing_authority.pdf
https://www.mcgill.ca/secretariat/files/secretariat/policy_on_the_approval_of_contracts_and_designation_of_signing_authority.pdf
https://www.mcgill.ca/secretariat/files/secretariat/policy_on_the_approval_of_contracts_and_designation_of_signing_authority.pdf
https://www.mcgill.ca/secretariat/files/secretariat/policy_on_the_approval_of_contracts_and_designation_of_signing_authority.pdf
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Steps to Follow when Submitting New PO or Revised PO/Quotation.

Billing Department 
must have an active 
Client ID and Detail 

Code

Has the Third Party 
issued a new PO number 
(new fiscal year) OR the 
PO/Quotation amounts 

been revised?

End

No

Billing 
Department 
submits New 

PO or 
Revised PO 
or Quotation 
using Web 
Form and 
attaches 

FFM 
approval

Finance AR 
will save PO/

Quotation 
and will refer 

to it when 
approving 
invoices 

greater than 
or equal to  

$10K

End
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