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Family Support for Children with 
Disabilities: Family Guide for  
Financial Record-Keeping 

Purpose 

The purpose of this guide is to help families create, gather and keep the right documents and 

records to show that Family Support for Children with Disabilities (FSCD) supports and services 

were received and paid for as intended. This is important as families are required to keep this 

information and provide it if requested (under the Family Support for Children with Disabilities Act 

and the Financial Administration Act).  

If you have any questions about this guide or are experiencing challenges, you are encouraged to 

reach out to a financial administration worker with the FSCD program for help.  

Background 

The FSCD program is a reimbursement program regionally administered by the Government of 

Alberta. Section 10 of all FSCD agreements and amendments refers to the requirement for 

guardians to maintain financial records to support their reimbursed claims submitted to the 

department for ten (10) years. However, to ease the record keeping burden for families and to 

align with Canada Revenue Agency financial record keeping requirements, financial records for 

FSCD agreements are now required to be kept for seven (7) years. The FSCD agreement will be 

formally revised through legal channels in the near future to reflect the seven (7) year 

requirement.  

"Records" means any documents, information, records or materials, regardless of form, which are 

made, generated, produced or acquired as a result of this Agreement by the Guardian, Staff, 

Service Providers and any other of the Guardian’s employees, contractors, subcontractors or 

agents. 

 

Required records to support reimbursement 

For each reimbursement claim submitted, it is important to have the following documentation: 

A. Proof of claim submission; 
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B. Proof of goods or services received; and 

C. Proof of payment. 

 

This guide explains, with examples, what qualifies as proof of goods or services received and 

payment. 

Often, a receipt can serve as both proof of goods or services received and payment. More 

information is available on page 8.  

A. Proof of claim submission 

To be reimbursed for goods and services outlined in their FSCD agreement, guardians must 

submit manual “Statement of Expenses” forms or submit claims electronically through the Online 

Claims Reimbursement (OCR) site. Guardians must keep a copy of the Statement of Expenses 

and/or the invoice generated by the OCR site for each claim they submit to the FSCD program.  

FSCD Statement of Expenses Form 

 

 

FSCD Online Claims Reimbursement Invoice 
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B. Proof of goods or services received 

The supports and services families may access are detailed in their agreement and fall within two 

categories: ‘goods’ and ‘services.’  

Goods are objects or things that families may purchase, such as clothing and footwear, 

prescription formula, extended health care coverage, etc.  

Services involve paying people to work directly with you or your child—such as respite, aide 

supports, specialized services or counselling. Services you receive may be provided by an 

agency or business, or by individuals you hire yourself (private provider). 

Proof of goods or services received may come in different formats such as a receipt, an invoice 

from an agency or business or an FSCD Record of Services Provided form. Regardless of the 

format, valid proof that goods or services were received must include the following information: 

 name of business, agency or individual providing the goods or services; 

 the date and times the goods or services were provided; 

 the type of goods or services provided; and 

 the rate or cost of the goods or services.  

Examples of valid proof of goods or services received: 
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1. Receipt  

When you buy something, you will get a point of sale business receipt. This format is best when 

the items you are being reimbursed for are goods (for example, prescription formula). It includes:  

 name of business – e.g. name of pharmacy 

 the date provided (in this case purchased)  

 the type of goods or services provided – e.g. name of prescription formula 

 the rate or cost of the goods or services – cost of item 

Retail receipts may also serve as proof of payment. More information on proof of payment is on 

page 9.  

2. Invoice 

An invoice is best when receiving services from a business or agency. It should include:  

 the agency name – e.g. Respite 

Agency [name] 

 the date and times of services 

provided  

 the type of services provided – e.g. 

respite 

 the rate of the services – e.g. $x per 

hour 

 

Invoices with a confirmation of payment indicated on the invoice also serve as proof of payment. 

Confirmation of payment could be a paid stamp and the signature or initial of the provider.  

More information on proof of payment is on page 9 and 10. 
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3. FSCD Record of Services Provided form 

A completed FSCD Record of Services Provided form contains all necessary proof of service 

elements and is the preferred method of documentation when guardians are hiring private service 

providers. 

FSCD Record of Services Provided Form
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C. Proof of payment for goods or services 

A proof of payment is a document that supports the exchange of money for goods or services. 

Proof of payment must contain the following information: 

 name of business, agency, or staff providing the goods or services 

 the date the goods or services were paid for 

 the amount paid  

The following examples are common types of proof of payment: 

1. Receipt  

A point of sale business receipt format is best when the item being reimbursed for are goods. 

It includes:  

 name of business; 

 the date the goods or services were provided or purchased;  

 the type of goods or services provided; and 

 confirmation of payment. 

2. Electronic payments 

Electronic payments include payments made by debit card, credit card and e-transfer.  

These payment methods provide a high level of accountability since they are generated from 

automated processes and contain information specific to the claim submitted.  

For electronic payments, one of the examples below would be appropriate to satisfy the proof 

of payment requirement. Either print or take a screenshot of the information below.  

a) E-Transfer: 

 guardian name should match name on e-transfer receipt; 

 name of the provider should match the Record of Services Provided form; 

 the payment date and payment amount should align with the Statement of Expense 

or OCR invoice period of assistance (month/year); 

 the confirmation provided should indicate “successfully deposited;” and 
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 the message (entered by the family) should align with the Statement of Expense or 

OCR invoice information and should clearly link the receipt to the payment as a 

matter of best practice. 

 

 

 

b) Credit or debit card payment screenshot 

 name of the provider should match the Record of Services Provided form 

 the payment date and amount should align with the Statement of Expense or OCR 

invoice details. 

 

 

 

3. Cheque payments  

A cancelled cheque is the only valid proof of payment for this payment type. 

 guardian name and contact information should match 

 the name of the provider being paid should match the Record of Services Provided form 
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 payment date and amount should align with the Statement of Expense or OCR invoice 

period of assistance (month/year)  

 it is best to clearly link the Statement of Expense or OCR invoice to the payment 

 the back of the cheque must also be provided because this is evidence it was processed 

It is good practice to print or save a copy of your cancelled cheque as soon as it is available 

online, or to check with your bank to find out how long online copies are available. Your bank 

may allow only a limited amount of time for you to have online access to a copy of a 

cancelled cheque.   

 

4. Cash payments 

Cash payments are the most difficult in terms of demonstrating eligible and accountable 

payments as the source and timing of cash payments are not recorded or linked to a specific 

invoice. For this reason, it is recommended that cash should not be used to pay expenses of 

more than $100 in a given month. It is preferable to use e-transfers or cheques instead of 

cash payments. 

If cash payments are used you will require a receipt of payment. When paying for services 

provided by a private service provider the receipt must contain the following information: 

 your name 

 name of the service provider 

 contact information of the private provider (e-mail or phone number) 

 the date of payment 

 the amount paid 

 the signature of the service provider 
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Sample Receipt of Payment 

 

RECEIPT 

PAID BY: PRINT Your Name   

 
PAID TO: PRINT Name of the service provider ____________________________________ 

Phone Number   and/or email   

Amount Received $  Service Provided   

     
 Signature of the service provider Date 

 

5. Invoice with confirmation of payment 

An invoice detailing the goods or services received, dates of service and confirmation of 

payment indicated on the invoice. Confirmation of payment could be a paid stamp and 

the signature/initial of the provider. 
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Disability-related medical appointments (including meals, mileage 

and parking expenses) 

Proof that the child attended a medical appointment can serve as both proof of services received 

and proof of payment when claiming meal, mileage and parking expenses associated with the 

appointment.  

Other costs associated with a medical appointment, such as accommodations or groceries when 

staying overnight, still require both proof of service and payment as described above.  

Proof that the child attended a medical appointment can come in the form of a completed 

Confirmation of Medical Appointment/Hospital Stay Form, or a note indicating the child was seen 

at the medical appointment that includes: 

 the name and address of medical provider; 

 the time and date of appointment; and  

 certification from the medical provider or office staff (such as signature, initial or 

stamp) that the family attended the appointment. 

Confirmation of Medical Appointment/Hospital Stay Form:

 

Privacy 

Guardians can black out (i.e. mark over with a black marker/pen) or remove non-required 

personal information from their documents for privacy and security reasons. Information that will 

affect the ability to determine that the reimbursement is valid should not be removed. 
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