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Q. Prior to accessing the reimbursement approach, am I obligated to go into the office to try and pick 

up my current equipment? 

The Guidelines provide employees and managers with options. They speak to taking “reasonable efforts” 

to retrieve items from the office, but it is recognized that employees, for various reasons, may feel 

uncomfortable entering the office to pick up their current equipment and furniture. Employee health 

and safety will continue to be the primary concern and focus. Where employees do not feel comfortable 

entering the office, or cannot safely transport their equipment and furniture, they can obtain the items 

they need through a reimbursement or VAC obtaining the items for them.    

Q. Is there any guidance with respect to non-essential types of equipment such as white boards and 
related supplies? Or would that be case by case depending on the circumstances and nature of the 
work conducted? 
 
The Guidelines references non-standard items that can be considered such as headphones, phone cases, 
desk lamps and other miscellaneous items. The Guidelines, however, are not exhaustive.  Managers and 
employees are expected to discuss requests for individual non-standard needs on a case-by-case basis.  
 
Q. I have a few employees who had issues with the heat this summer.  Could they be reimbursed for 
small air conditioner?   
 
The Guidelines do not include reimbursement for air conditioners or heating units. On July 3, 2020, the 
National Occupational Health and Safety Policy Committee Co-Chairs distributed a message with 
guidance about managing temperature while working remotely. 
 
Q. If we are not in a position to transport our own office equipment due to lack of means of 
transportation, can we engage with a local courier to have our office equipment delivered to our 
residence.  
 
Managers and employees are encouraged to discuss each situation on a case-by-case basis, including 
exploring options for the safe delivery of equipment.  Items can be delivered if it is the safest, most 
secure and healthiest option for employees.   
 
Q. Are there any special considerations for an employee who may temporarily move elsewhere (for 
instance, to be closer to family), even though their substantive Work Location remains the same? For 
example, if an employee retrieved a chair from the office for their primary residence, but has since 
temporarily relocated elsewhere, must that first chair be returned before submitting for 
reimbursement at the second location? 
 
The Guidelines do not include considerations for employees who may temporarily move locations. 
Managers and employees are encouraged to discuss each unique situation on a case-by-case basis to 
ensure employee health, safety and well-being are priority, while considering sound stewardship of 
public funds and value for money. 
 



Q. Some staff are asking "what if I don't like the product" when it arrives. Can staff return items if it is 
really not a good fit? 
 
Managers and employees are encouraged to discuss equipment and furniture needs in advance to 
ensure that items meet their ongoing needs.  Managers and employees can also access a virtual 
ergonomic assessment to assist in determining the appropriate furniture and equipment to support 
needs.  Equipment acquired through reimbursement may be returned depending on the return policy of 
the vendor through which the purchase was made.  If a reimbursement has been processed by Veterans 
Affairs Canada, the employee must notify the Finance Division.  
 
Q. If an employee wants to move her stand desk and her husband is willing to move it with her from 
the office, are we responsible if  they hurts themselves moving  
 
Managers and employees are encouraged to have discussions about an employee’s remote work 
requirements to ensure a safe and healthy work environment. These discussions should include how 
employees can safely have items transported, including employee retrieval of items or obtaining a 
delivery service to transport the items.   
 
Q. Are managers responsible for tracking items requested by employees for a remote work 
environment?  
 
Equipment and furniture provided to an employee for remote work, whether purchased directly by VAC 
or through employee reimbursement, remains a departmental asset.  Managers are responsible for 
tracking standard and non-standard items removed from the office.  In cases where items are purchased 
directly by employees who seek reimbursement, and items obtained by VAC to support employees in 
the remote work environment will be tracked between VAC IT, Finance and the Administrative Services 
Directorate.  
 
Q. Do Managers need to pre-approve purchases that employees will be submitting for 

reimbursement? 

If there are any questions as to the type of purchase being made, managers and employees should 

discuss any equipment requirements in advance to ensure that what the employee intends to purchase 

will qualify for reimbursement and to ensure there is not alternative options, keeping employee Health 

and Safety in mind, to acquire the equipment prior to purchasing. For example, after a discussion with a 

manager, the employee may decide that having the office purchase, deliver and set up something like 

desk might be the more safe alternative. Ongoing discussions between managers and employees will 

also provide an opportunity to discuss any exceptional circumstances that may require more than $500 

to address. Managers should approve, in principle, in advance as they will be required to sign off on the 

VAC1668 Home Office Expense Claim form that will have to be submitted to Finance for reimbursement. 

Q. How long can I anticipate waiting to receive my reimbursement once I submit it to Finance? 

Assuming all the necessary paperwork, including receipts, are included with your reimbursement 

request, we’ll endeavor to process it within 5 business days. It may take a couple additional days for 

your bank to make the deposit into your account– each bank is a bit different. With saying that, 

depending on volume, there could potentially be situations where we aren’t able to process all the 

requests within 5 days. 



Q. What about retroactive reimbursements? If an employee purchased a desk and chair for 
themselves prior to these guidelines, without pre-approval? 
 
Per the Guidelines, any item(s) listed in Annex A that have been previously approved by delegated 
budget managers and purchased by employees, retroactive to March 16, 2020 are eligible for 
reimbursement.   
 
Q. Given that VAC is responsible for the items purchased, and these items are likely to be delivered to 
employees homes without being viewed by Managers, should we ask to have a photo of the item sent 
to us to catalogue/document items?  
 
Equipment and furniture provided to an employee for remote work, whether purchased directly by VAC 
or through employee reimbursement, remains a departmental asset. Managers should be tracking items 
purchased but a photo is not required for this purpose. 
 
Q. Should we apply for a BMO card for our unit in order to purchase items? I assume payment comes 
from our budget. 
 
Most Divisions/offices already have a BMO card. If a Unit feels that there will be sufficient demand to 
warrant having a card, they can contact Kirkland Lake Finance to obtain one.  Otherwise, items can also 
be purchased via a supplier invoice or through the reimbursement process.  
 
Q. Is the $500 limit set in stone or can it be overruled by a manager to accommodate employee's 
medical need? 
 
The $500 limit was to provide guidance to employees and managers on what is considered reasonable in 

most cases. However, managers are to ensure that employees “needs” are met even if an amount is 

greater than $500.  Managers and employees should be having conversations about what the needs are 

prior to purchasing (particularly where costs are above $500).  Regardless, the reimbursement approach 

is permissible if/when an employee wants to purchase items above $500 that have been approved by 

their manager. 

Q. What forms do they fill in to ask for reimbursement? How do they sign since most forms require a 
wet signature? 
 
Complete the “Home Office Set-Up Expense Claim” form (VAC 1668, Electronic Forms) and code to 
Project Code 635 “COVID -19 Response”. Submit the completed claim form and supporting 
documentation by email to KLFIN Employee Payments and Cashier. Claims must include a copy of all 
purchase receipts (i.e. scanned or photographed).  
 
The form may be signed using an electronic myKey signature. Divisional Super Users/Trainers for 

Electronic Signatures can provide assistance on how to create/save an electronic myKey signature on a 

document. More information about electronic signatures can be found here 

 
 
 
 

https://teams.microsoft.com/l/message/19:8db9b1e9f5ab4c1390c6784daf9d664f@thread.tacv2/1600273596449?tenantId=dfb1c2a2-3b9c-4621-8c57-576c528bfe74&groupId=79a79dc9-97f4-4176-bd36-8a64c1eeb254&parentMessageId=1600273596449&teamName=VAC%20Manager%27s%20Network%20%2F%20R%C3%A9seau%20des%20gestionnaires%20d%E2%80%99ACC&channelName=Leadership%20tips%20%20%20Conceils%20de%20leadership&createdTime=1600273596449


Q. If we purchase equipment for staff, are we obliged to follow our procurement standing offers? 
 
That depends.  It is recommended that office supplies be purchased via standing offer if and when 
possible. That said, the reimbursement process is available to employees for such purchases as outlined 
in the guidelines.  Managers may also use their acquisition cards. 
 
Furniture purchased via standing offer/supply arrangement can only be actioned by the Procurement 
and Contracting Unit. However, per the Guidelines, the reimbursement process is also available to 
employees; or managers may make purchases on behalf of staff using an acquisition card as the method 
of payment. 
 
Q. Do employee’s require a Doctor’s note for a Virtual Ergonomic Assessment?As a general rule, a 

doctor’s note is not required for Virtual Ergonomic Assessments. However, each situation should be 

reviewed on a case by case basis. Managers are encouraged to contact their Labour Relations Advisor 

for advice and guidance as required. 

 
Q. If an employee has disabilities and already has an assessment it sounds as though we can buy what 
is necessary (within reason) without reassessing them? 
 
Employers have a legal obligation to accommodate employees who have disabilities up to the point of 

undue hardship. Employees who require accommodation under the Canadian Human Rights Act (CHRA) 

must first discuss their requirements for equipment with their delegated manager and provide a medical 

note listing their functional limitations. If the information on file is outdated or there has been a change 

in the employee’s medical condition, a manager should seek an update from the treating physician with 

the employee’s consent. The same applies when it comes to ergonomic assessments. Thus, if the 

employee’s functional limitations on which it is based have changed or that the ergonomic assessment 

was conducted some time ago, a manager should ask for a reassessment to ensure that the employee is 

properly accommodated in accordance with the most up to date information. 

It is important to remember that each situation should be reviewed based on its own merits. 

Furthermore, the duty to accommodate is a shared responsibility and open communication between 

managers and employees is key. Finally, managers are encouraged to contact their assigned labour 

relations officer who will be able to provide them with advice and guidance on these matters.  

 
Q. Can the reimbursement approach be used for IT equipment such as monitors or keyboards? 

Should an employee require IT equipment and they cannot access and transport them from a VAC 

office, due to IT standards which will minimize tech issues and promote efficiencies, IT equipment must 

be purchased through IT, managers can submit a request through AssystNet. Some of these IT assets are 

also tracked and will required asset tracking numbers that will also assist in resolving potential tech 

issues remotely. 

  



Q. If an employee purchases an asset, such as a desk, through the reimbursement process, what 

happens with the equipment should they leave the Department or no longer require it? 

The Government of Canada is responsible for any equipment, furniture or other items paid for directly 

by the Department or through reimbursement. Managers are responsible for tracking all assets that are 

removed from the office or purchased for employees. These assets must be returned to the office or 

properly disposed of when they are no longer needed for VAC work. Disposal authority is delegated to 

the Deputy Minister and sub-delegated to the Chief Financial Officer (CFO) and directors/managers in 

Administrative Services. 

Q. If you require technology, such as a cell signal extender in a remote area to ensure connection/ 
access, will this be considered for reimbursement? 
 
Good internet is important to having a good remote working experience.  Especially for those who wish 
to partake in video conferencing.  For those who live in rural settings, sometimes internet stability and 
connectivity can be a challenge.  We recognize that there are devices available in some instances that 
can help improve this experience.  These devices would be available for reimbursement or purchasing by 
the department.  As with any IT equipment, we do require that you submit a request to the service desk 
via AssystNet before purchasing.  Our IT experts will confirm if there are preferred models, and may 
make the purchase on your behalf in some instances as we are required to track IT assists and if needed 
assist where we can. Q. Should we be purchasing phone cases for our employees to protect our phone 
investments? 
 
Due to the cost of devices, it would be recommended to purchase a phone case.   
 
Q. Can staff buy second hand equipment (craigslist, kijiji, classifieds, etc.)? If so, would a "bill of sale" 
suffice?    
 
Staff can buy second hand equipment (Non IT), however it is not recommended in most cases.  The 
Government of Canada is responsible to insure that equipment is safe for use, and second hand 
equipment normally does not come with options around warrantee and replacement if it becomes in ill 
repair.  Additionally the quality cannot be guaranteed and may not function as advertised.  It may also 
not meet safety standard such as Canadian electrical requirements, creating a potential hazard in the 
home.  Employees should look first to the office when feasible, and a new purchase if not possible.   
 
Q. Does department pay for wifi? 
 
To clarify we will assume that Wifi is equivalent to internet service and is considered a utility.  The 
department will not reimburse home office utilities  such as internet access. Exceptional cases may be 
dealt with on a case by case basis. The Government of Canada is awaiting direction from the Canada 
Revenue Agency (CRA) on the “Work-Space-In-Home Tax Deduction”.  
 
 
 
 
 


