[image: ] Simulation #3 – Expense Reports


	Due Date:
	As per the course schedule

	Grading:
	30 marks (15% of your final grade)



An expense report is a financial document that provides a detailed list of expenses incurred by an individual while performing necessary job functions. A foreign exchange expense report is used when an employee has conducted business outside their home country and incurred international expenses. The expense report will use a section to show the conversion between currencies.

Upon completion of this assignment, you will be able to:
· Complete an expense report.
· Add, subtract, multiply and divide decimals.
· Calculate sales taxes.
· Complete a travel expense report for foreign travel.
· Calculate currency exchange rates.
· Identify account codes for expenses.
Instructions: Read the scenario below and use the information provided to complete the assignment; the expense report will be posted on DC Connect. 









Scenario: 
You are an administrative assistant working in the Finance department for the TD Bank in Oshawa, Ontario. Your employee ID number is 100123456. You are going to attend the Annual Administrative Professionals Conference in Nashville, Tennessee at the Gaylord Opryland Resort & Convention Center from September 13-16, 2026 (www.apcevent.com). You have heard this excellent conference offers many professional development and networking opportunities, and you would like to attend. You believe that the tools, strategies, and skills obtained by attending will immediately benefit you and your department. Therefore, you would like your employer to cover the expenses.

Meal allowances to consider (CAD$ per diem rates):  	
Breakfast (max per day) 		- $25.00 (including tax)
Lunch (max per day) 		- $40.00 (including tax)
	Dinner (max per day)		- $60.00 (including tax)
[bookmark: _Hlk159427755][bookmark: _Hlk127885802]Part 1: Travel expenses to Nashville, TN. Fill in the type of expense for each item. Calculate the currency conversion from USD to CAD for each item (find the rate using a reputable web site as discussed in class). Calculate tax as required: CAD = 13% and USD = 9.75%. Look at the cost to find the currency type. Indicate which meals exceed the allowance by using the highlighter tool.





	[bookmark: _Hlk159427768]Item
	Date
	Type of Expense
	Cost 
	Tax
	Total Local
	Currency
Rate
	Total

	1. Travel to Airport (Shuttle)
	September 13
	60910
	$120.00 (CAD)
	13%
	135.60
	-
	135.60

	2. Return Flight (Air Canada # AC1231 and AC1716)
	September 13
	60910
	$458.58
(CAD)
	13%
	518.20
	-
	518.20

	3. Travel to Hotel (Uber)
	September 13
	60910
	$18.00 (USD)
	9.75%
	19.76
	1.3770
	27.21

	4. Dinner (@ Hotel)
	September 13
	60930
	$44.67 (USD)
	9.75%
	49.03
	1.3770
	67.52

	5. Conference Package
	September 13-16 
	62050
	$2,100.00 (USD)
	9.75%
	230 475
	1.3770
	317,364.075

	6. Hotel Stay (Night #1)
	September 13
	60920
	$534.45 (USD)
	9.75%
	586.56
	1.3770
	804.39

	7. Dinner (@ Mountain Pass Sports Bar)
	September 14
	60930
	$61.21 (USD)
	9.75%
	67.18
	1.3770
	92.13

	8. Hotel Stay (Night #2)
	September 14
	60920
	$534.45 (USD)
	9.75%
	586.56
	1.3770
	732.93

	9. Dinner (@ MOD Pizza)
	September 15
	60930
	$67.12 (USD)
	9.75%
	73.66
	1.3770
	101.01

	10. Hotel Stay (Night #3)
	September 15
	60920
	$534.45 (USD)
	9.75%
	586.56
	1.3770
	732.93

	11. Travel to Airport (Uber)
	September 16
	60910
	$18.00 (USD)
	9.75%
	19.76
	1.3770
	24.68

	12. Travel Home (Shuttle)
	September 16
	60910
	$120.00 (CAD)
	13%
	135.60
	-
	135.60





Part 2: Input the information above into the expense report.
First Approval: My Name 		Second Approval: Cyle Larin
Make sure you sign it!
For 2 bonus points, convert your Excel expense report to Adobe PDF, add a digital signature box, and sign it with your newly created digital signature.



Chart of Accounts
	Office Location
	Office Code
	
	Department
	Dept. Code

	British Columbia
	01
	
	Sales
	500

	Nova Scotia
	02
	
	Marketing
	600

	Ontario
	03
	
	Finance
	700

	Quebec
	04
	
	Human Resources
	800


                                                                                                                                                                                                                                                                                                                        


Save your completed Word document and Excel file as “Simulation #3 – First Name Last Name”. If participating in the bonus, append your 2-digit initials as a suffix to your digitally signed PDF. Submit all files to the assignment folder provided on DC Connect.
Failure to save your file(s) as requested will result in a deduction of marks (one (1) mark per file submitted).
[bookmark: _Hlk61597565]Assignments are to be submitted on the due date as specified on the assignment sheet and/or as given in class. As in the workplace, failure to meet deadlines has consequences. Reconsideration will be given at the professor's discretion if proper notification and documentation are given. Students will not be allowed to do extra assignments to bring up their marks at the end of term - students must complete and hand in term work as assigned. Late assignments will be assessed a 20% penalty for up to two (2) days. After two (2) days, a grade of zero will be assigned.
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