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If this is a progress claim…
If this is a progress claim, consult steps 1-13 & 18, relating to the 
Identification and Certification form, Detailed Costs Claimed and 
Progress Report.

If this is a final claim…
If this is a final claim, consult steps 1-18 relating to the Identification 
and Certification form, Detailed Costs Claimed, Progress Report and 
Final Payment Certificate.

NOTE: If you are only submitting a final payment certificate (no final claim), 

please refer to steps 14-18



Step 1: Recipient Information 
Ensure you have the correct payment number, contact information, 
HST registration number and refundable HST rate, as well as the 
correct period covered to and from (e.g., from oldest invoice to 
latest, or from designated quarterly claim period).

Please indicate if 
this is your final 
claim.

Identification & 
Certification

Note:

Claims can only be 
paid if the 
refundable HST/GST 
rate has been 
entered



Step 2: Certification by the Recipient 
Read and answer each question A-H. If you have questions about this 
section, please reach out to a Project Officer.

If you have certified NO for any
of the statements, please
provide extra detail in the box 
provided below

Identification & 
Certification



Step 3: Non-cash Certification &
Overdue Amounts to the Crown
If there are overdue amounts owed to the Crown (Ex: overdue debt 
to the Crown) or any non-cash items - please complete the 
corresponding forms on ACOA Direct.

Identification & 
Certification

Examples of non-cash expenses: 

• Depreciation of an asset 
(most common)

• Amortization

• Stock-based compensation

• Provisions for future losses

• Unrealized gains and losses P.S. For commercial entities, the 
response to statement ”J” is 
always N/A. 



Step 4: Costs Claimed & Paid by the 
Recipient

Include:

• Amount claimed in ALL previous claim(s) 
*See latest payment letter (if applicable) to use the appropriate amounts

• Amount paid to suppliers in ALL previous claim(s)

• Amount claimed on current claim

• Amount paid to suppliers on current claim

Identification & 
Certification

Note

All amounts in this section 
are net of refundable 
HST. 



Step 5: Declare & Complete Identification 
and Certification form

Please CHECK box to declare responses in ID Cert and other forms are 
true

Please CHECK box at the top of the form to complete and lock your 
responses

Identification & 
Certification



Step 6: Category per Eligible Cost
Include costs as listed in the Statement of Work (Schedule 2) in the 
Contribution Agreement.

Detailed Costs 
Claimed

Example:

Note – When claiming 
travel expenses, please 
refer to the treasury board 
hospitality rates.

Rates & Allowances (njc-cnm.gc.ca)
Rates & Allowances (njc-cnm.gc.ca)


Step 7: Filling out Detailed Costs Claimed

Category needs to match those 
found in the Statement of Work 
(Schedule 2) in the Contribution 
Agreement. 

Provide a short and 
concise description 
of the cost(s) 
incurred.

Who is the cost payable to? This 
could be a supplier if provided 
with goods or service(s) or an 
employee if the cost is payroll 
related. 

Provide the number 
on the invoice 
received by 
supplier. 

Provide the date 
listed on the 
invoice. 

Provide the TOTAL 
amount payable 
(with HST/GST) as 
per the invoice

Provide HST/GST 
payable as per 
the invoice.

Detailed Costs 
Claimed



Detailed Costs 
Claimed Attaching files to your claim

If you have several items to claim, please consider attaching an excel file 
or report from your accounting system of the costs incurred rather than 
inputting several line items. 

Tip: Several costs under one 
category?

Please combine costs that are 
in the same category (ex: 
Travel) into one line item and 
provide a short description of 
the costs OR attach a 
spreadsheet with the 
appropriate information. 

How to? 

In the Detailed Costs Claimed section, input cost categories as per Statement of Work as normal 
with total claim amount. In the description, payable to and invoice number, simply put “See 
attached spreadsheet” so your payment officer is aware there is a file for them to review.

Note: Be sure your spreadsheet includes the same columns as the Detailed Costs Claimed form (or 
reach out to your project officer – ACOA has templates!)



*HST/GST continued
Please also input HST/GST amount in the line indicated below on your 
Detailed Costs Claimed form and include Refundable Rate 
percentage.

Detailed Costs 
Claimed



Step 8: Complete

Please CHECK box at the top of the form to complete and lock your 
responses

Detailed Costs 
Claimed



Step 9: Project Status
If the project is progressing as per the Statement of Work in the 
Contribution Agreement (timeline, budget, scope, etc.) please 
check “NO”, otherwise check “YES” and provide more information.

Please ensure that you have 
provided sufficient details. 
Attach a separate report if 
warranted.

Progress 

Report



Step 10: Future Claims
Indicate the approximate timing and the estimated amount of your 
future claim(s). 

It is mandatory to include at 
least one future claim.

Progress 

Report

If this is your final claim and you have no further costs, please input a FUTURE date and $0 in the boxes demonstrated above. 



Step 11: Expected Results
Provide information on the Expected Project Results that have been 
achieved

Note:

The expected project results can 
be found in the Statement of 
Work (Schedule 2) in the 
Contribution Agreement

Progress 

Report



Step 12: Final Progress Report?
If this is the final claim, please indicate so on the appropriate 
question and fill out the Final Payment Certificate on ACOA Direct. 

Step 13: Complete
Please CHECK box at the top of the form to complete and lock your 
responses

Progress 

Report



Step 14: Certification by the Recipient
Ensure to answer each question 1-7 on the Final Payment Certificate.

If you answer “NO” to any of the questions, please provide additional 
details in the appropriate location (below the questions).

Note: 

For question 2, please enter 
the actual date the project 
was completed. 

Final Payment 
Certificate



Step 15: List Funding Partners
Please list all funding sources and amounts related to the project. 

Final Payment 
Certificate



Step 16: Sign and Complete

Please SIGN in the appropriate box at the bottom of the form and 
CHECK the box at the top of the form to complete and lock your 
responses

Final Payment 
Certificate



Step 17: Final Step to your Final Claim

Please save and close the Final Payment Certificate form and return 
to your claim package screen. Indicate if you are submitting your 
final claim certificate ONLY (not including ID Certification, Detailed 
Costs Claimed or Progress Report forms). 

Final Payment 
Certificate



Step 18: Review, Certify & Submit

• Review each form before submitting your ACOA Direct Claim. 

• Once reviewed, check the box below to certify your information is 
correct and complete

• Once complete, click SUBMIT PACKAGE. 

Submit 
Package
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