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Notes

This seminaranditsrelevant documents are intended solely for the
explanation of general tax concepts and do not replace any tax laws
or regulations contained inthe Income Tax Act or the Excise Tax Act.

All copyrights and documentationremain the property of Canada
Revenue Agency (CRA). Any reproduction,in any form whatsoever, is

prohibited.
g
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Liaison Officer Service Background

Began as a pilot projectin 2014 and due to its popularity with small
businesses it became apermanent programin 2015.

Since May 2019, LO services has expanded to offer the services to small
incorporated business.

Providesin-person guidance, support, and information that will help you
understand and navigate the tax system thereby making it easier for
you to meet your tax obligations.
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Your Rights

The Taxpayer Bill of Rights is a set of 16 rights that you haveinyour
relationship with the CRA. These rights confirm our commitment to serve
you with professionalism, courtesy and fairness.

The Taxpayer Bill of Rights also includes the CRA commitment made to
small businesses, which acknowledges their importance as the engine
of growthinthe Canadian economy.

» canada.ca/taxpayer-rights
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Tl General - Total Income

Step 2 — Total income
Sel f_e m pl Oye d As a resident of Canada, you have to report your income from all sources both inside and oulside Canada.
The Income Tax and Benefit Guide may hawve additional information for certain lines.
R . Employment income (box 14 of all T4 slips) 10100 |
l n C O m e re po rTed I n Tax-exempl income for emergency services volunteers
(See line 10100 in the guide_) 10105 |
Commissions included on line 10100 (box 42 of all T4 slips}) 10120 1
T ] Wage-loss replacement contributions (See line 10100 in the guide.} 10130 1
Other employmeant income 10400 +
Old age security pension (box 18 of the T4AOAS) slip) 11300 +
CPF or QPP benefits (box 20 of the T4AIP) slip) 11400 +
Disability benefits included on ling 11400 (box 16 of the T4A(P) slip) 11410 1
Other pensions and superannuation (See line 11500 in the guide and complete line 31400 in the
Worksheet for the return_) 11500 +
Elected split-pension amount (Get and complete Form T1032.) 11600 +
Universal child care benefit (UCCB) (See the RCG2 slip.) 11700 _+
UCCB amount designated to a dependant 11701 |
Employment insurance and other benefits (box 14 of the T4E slip) 11900 _+ 1
Employment insurance matermity and parental benefits and provincial
parental insurance plan benefits 11805 |
Taxable amount of dividends {eligible and other than eligible) from taxable Canadian corporations
(Complete the Worksheet for the return_) 12000 +
Taxable amount of dividends other than eligible dividends, included on
line 12000, from taxable Canadian corporations 12010 |
Interest and other investment income (Complete the Worksheet for the return. ) 12100 +
Met partnership income: limited or non-active partners only 12200 +
Registered disability savings plan income (box 131 of the T4A slip) 12500 +
Rental income Gross 12500 | Net 12600 +
Taxable capital gains (Complete Schedule 3.) 12700
Support payments received Total 12799 | Taxable amount 12800 +
RRSP income (from all TARSP slips) 12000 +
Other income Specify 13000 _+
Business income Met 13500 +
Professional income Gross 13609 Met 13700 +
Commission income Gross 13809 Met 13900 +
Gross and nei Farming income MNet 14100+
@ ret 14300 +
incomeonly ason
14500 +
Met federal supplements (box 21 of the T4A(OAS) slip) 14600 +
Add lines 14400, 14500, and 14600, (Seea line 25000 in Step 4.) = 14700 +
Add lines 10100, 10400 to 11400, 11500 to 11700, 11900, 12000,
12100 10 12500, 12600, 12700, 12800, 12900 to 12010, 13500, 13700,
13900, 14100, 14300, and 14700 This is your total income. 15000| =
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T2125 - statement of Business or Professional Activities

—

Sel f e m pl Oye d (1Y | E;en?:; Revenue  Agance di revenu Protected B when completed
— u

. . Statement of Business or Professional Activities
I n C O m e re po rTe d I n = Use this form to calculate your self-employment business and professional income.

= For each business or profession, fillin a separate Form T2125.
T ] = Fill in this form and send it with your income tax and benefit return.

= For more information on how to fill in this form, see guide T4002, Self-employed Business, Professional, Commission, Farming, and Fishing Income.

—— Part 1 — Identification

Your name

Your social insurance number
Detailed

Business name Business number

CGICUIGﬁO“S Business address i — - I l o

City Prov.Terr.| Postal code

‘ | II|II

Fis'.:aé Date (YYYYMMDD) Date (YYYYMMDD) Was this your last year of business? l:‘ Yes l:‘ No
perio Fom |y |y g Lol vy [y 1y

Main product or service

Industry code
(see the appendix in Guide T4002) | Ll

Accounting method Tax shelter identification number Partnership business number| Your percentage
(commission only) |:| Cash |:| Accrual Ll Ll L1 of the partnership 9

Name and address of person or firm preparing this form

— Part 2 — Internet business activities

If your web pages or websites generate business or professional income, fill in this part of the form

How many Internet web pages and websites does your business earn income from? Enter "0" ifnone . .. ... ... ... .. ... ... ...
Provide up to five main web page or website addresses, also known as uniform resource locator (URL):

. http://
http://
http://
hitp://
hitp://

Percentage of your gross income generated from the web pages and websites. o
(If no income was generated from the Internet, enter "0 . .. N
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ST 34 Return

Goods and Services Tax /f Harmonized Sales Tax (GST/HST) Return Working Copy
Do not use this working copy to file your returm or to make payments at your financial institution.
MName Business number

1 1 I 1 1 1 1 1 | m, 7| 1 1 I
Reporting period Year Month Dxay ear Month Dawy Due date Y ear MMonth Dray
From | 1 1 1 | 1 | 1 | to | 1 1 1 | 1 | 1 1 1 1 | 1 | I

Working copy (for your records)

- Copy your Business number, the reporting penod. and the amounts from the highlighted line numbers in this worksheet to the
corresponding boxes in your SGST/HST retumm.

Enter your total sales and other revenue. Do not include provincial sales tax, GST
or HST . If you are using the Cuick Method of accounting, include the GST or HST.

oo |

MNet tax calculation
Enter the total of all GST and HST amounts that yvou collected or that became collectible

by you in the reporting period. 103 |
Enter the total amount of adjustments to be added to the net tax for the reporiing period
(for example, the GST/HST obtained from the recowvery of a bad debi). 104 |

Total GSTIHST and adjustments for period (add lines 103 and 104) =3 m | |

Enter the GST/HST wou paid or that is payable by you on qualifying expenses (input tax
credits —ITCs) for the current period and any eligible unclaimed ITCs from a previous period. 106 |
Enter the total amount of adjustments to be deducted when determining the net tax for the
reporting period (for example, the GST/MHST included in a bad debt). 107 |
Total ITCs and adjustments (add lines 108 and 107) * 108 |
Met tax (subtract line 108 from line 105) 40 |

Other credits it applicable

Do not complete line 111 until you hawve read the instructions.

Enter any instalment and other annual filer payments you made for the reporting period.
IT the due date of your retum is June 15, see the instructions. |
Enter the total amount of the GST/MHST rebates, only if the rebate form indicates that vou
can claim the amount on this ine. For filing, iInformation, see instructions. |

Total other credits (add lines 110 and 111) } 112 |

Balance (subtract line 112 from line 109) 113 A |

Other debits IT applicable

Do not complete line 205 or line 405 until you hawve read the instructions.

Enter the total amount of the GST/HST due on the acqguisition of taxable real property. |

Enter the total amount of other GST/HST to be sell-assessed. |

Total other debits (add lines 205 and 405) )- 113 B |

Balance (add lines 113 A and 113 B) 113 C |

amount of the refund you are claiming on line 114. If the result entered on line 113 C is a
positive amount, enter the amount of your payment on line 115.

Line 114 and line 115: If the result entered on line 113 C is a negative amount, enter the Refund claimed Fayment enclosed
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General Overview — Books & Records

Types of Records

« Books, records, and supporting documents produced and kept in paper
format

* Books, records, and supporting documents produced on paper, and later
converted to and stored in an electronically accessible and readable
format

« Electronic records and supporting documents produced and kept in an
electronically accessible and readable format

Note: The CRA does not specify which records should be kept, businesses are
generally expected to keep any information related to the calculation or
verification of income and deductions.

» 1C78-10R5 Books and Records Retention/Destruction
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General Overview — Books & Records

1.

A source document
iIncludes such items as:

v
v

DN N N NN N

sales and purchase invoices

cash register and credit card
receipts

formal written contracts
delivery slips and deposit slips
work orders and dockets
cheques and bank statements
logbooks

tax returns

all correspondence that
supports your transactions

2.

3.

The books include such
items as ledgers and
journals.

The records include all
source documents and
books related to the
business.
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General Overview — Books & Records

The following are required to keep their books and records of
account for a period of six years from the end of the latest year
to which they relate:

v" Persons carrying on a business or engaged in a commercial activity

v" Persons who are required to file a GST/HST return or remit payroll
deductions

This pertains to the traditional and electronic methods of record
retention.

Note: For taxpayers who keep records electronically, electronic records must
also be retained for six years even when hard copy is available.

» IC78-10R5 Books and Records Retention/Destruction
% 1C05-1R1 Elecironic Record Keeping

10
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General Overview — Revenues

You are required to report all revenues from your business such as:

« Products sold (sales)
« Servicesrendered (commissions, fees, etc.)

« Subsidies
« Rents
« Tips

Keep in mind that you must report all revenue,

regardless of “how” you are paid.

« Forexample : cash, credit units with monetary value, barter
transactions, etc.

11
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General Overview — Revenues

1. Original v Issue a sales receipt/invoice forevery tfransaction and keep a
document copy foryourrecords

v" Original documentsalso include cash registertapes,
appointment books, bank deposit slips, bank statements,
1 confracts, etfc.

2. Salesjournal or v Should show the date, the invoice number, the amount,
source ofincome, taxes (GST/HST) and client payment
SUImary method

spreadsheet, adding machine tape, accounting software,

l v Can be in paper or electronic format (electronic
etc.).

3. T2125&& GST34 v Completeaseparate form foreach business or professional
activities




UNCLASSIFIED

General Overview — Revenues

STEP 1: Sales receipt/invoice should include the following:

business identification (hame and address)

transaction date

quantity, description and price of the products sold or services rendered
sales tax amounts and GST/HST account number (when applicable)
total amount

payment method/terms

o @ =
pre-numbered receipt/invoice '
%_ = "

| |

Y,

13
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General Overview — Revenues

E | ABC Engineering INVOICE
Xcmp e 1234 Canada St
F ' : . Toronto, ON Phone 416-999-9999
receipt/invoice:
SOLD TO: INVOICE NUMBER |138
C. Kent INVOICE DATE |March 3, 2019
H 12 Ottt St t GST/HST NUMBER|123456789
Invoice awa Stree /
London, ON
#138 to C.Kent
NEW HOME DESIGNS - 345 CANADA AVE - 17 HOURS @S$185/HR $3,145.00
SUBTOTAL $3,145.00
GST/HST $408.85
PAYMENT DUE IN FULL UPON RECEIPT TOTAL
u u upo ¢ o $3,553.85
PAY THIS
AMOUNT
THANK YOU FOR YOUR BUSINESS!

14
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General Overview — Revenues

STEP 2. Recorded to Sales Journal (invoice #138)

02-07-19 H. Pitt Inc. Cheque 20,000.00 2,600.00 22,600.00
03-03-19 3,145.00 408.85 3,553.85
04-15-19 139 B. Barrette VOID VOID VOID VOID

05-21-19 140 J. Patel Cheque 24,500.00 3,185.00 27,685.00
06-04-19 141 R. Smith Cash 1,457.00 189.41 1,646.41
07-06-19 142 A. Cooper Cheque 14,300.00 1,859.00 16,159.00
08-07-19 143 V. Nguyen Cheque 14,200.00 1,846.00 16,046.00
09-09-19 144 BoldEng. Inc Cheque 28,450.00 3,698.50 32,148.50
10-10-19 145 R. Wilson Cheque 12,400.00 1,612.00 14,012.00

118,452.00

15,398.76

133,850.76

15
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General Overview — Revenues

STEP 3: Recorded to the T2125 form

— Part 3A - Business income
Gross sales, commissions, o fees (include GST/HST collected Of COIREHDIE) .. ... .. ... vvvereressers s ereesenesseneeninnss 133859 763A
GST/HST, provincial sales tax, retums, allowances, discounts, and GST/HST adjustments (included in amount 3A) . .............. _ 153%7638
Subtotal: Amount 3A minus amount 38 11845009
If you are using the quick method for GST/HST - Government assistance calculated as follows:
GST/HST collected or collectible on sales, commissions and fees eligible for the quick method. . . . . . | 30
GST/HST remitted, (sales, commissions, and fees eligible for the quick method plus
GSTHST collected or collectible) multiplied by the applicable quick method remittance rate . ... ... |3
Subtotal: Amount 3D minus amount 3€ f.003F
Adjusted gross sales: Amount 3C plus amount 3F (enter on line 8000 0f PBI 3C) . . .. ... ovevivs e ieerinsireiiiaiinsninns 118.457.003G

16
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General Overview — Revenues

STEP 3. Recorded to GST 34 return (invoice #138)

Enter your total sales and other revenue. Do not include provincial sales fax, GST 118.452 00 '
or HST_ If you are using the Quick Method of accounting, include the GST or HST. [ 101 g ]
Net tax calculation
EntarmetntalmanﬁsrmHﬂ-mmmmmummﬂcmmm[' = —p— ']
by you in the reporting penod. ]
Enter the total amount of adjustments to be added to the net tax for the reporting penod
(for example, the GSTHST obtained from the recovery of a bad debi). 104 |
Total GSTHST and adjustments for period (add lines 103 and 104) 15,398/70

17
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General Overview — Expenses

Generally, purchases and expenses are deductible
if they are:

v Incurred or made to earn business income
v" Supported by invoices
v" Paid or payable by the taxpayer/registrant

v" Reasonable in the circumstances.

Note: Don’t forget to exclude the personal portion, where applicable. W

18
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General Overview — Expenses

1. Original ¥
document
l‘ v
2. Expense v
journal or
summary v

]

3. T2125&GS134 ¥

Retain a receipt or voucherforevery fransactionand
maintain for yourrecords

Original documentsalso include cash registertapes, purchase
invoice, monthly bills, contracts, etc.

Should show the date, the amount, type of expense, taxes
(GST/HST or PST) and payment method

Can be in paper or electronic format (electronic spreadsheet,

adding machine tape, accounting software, etc.)

Should include this information evenif you are fiing your
return using tax preparation software
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General Overview — Expenses

Example _

receipt/invoice: Invoice Date: June 5, 2019
Invoice Number: 19785

Receipt #19785 - . .

Wills Office Supplies Willis Office Supplies

Unit 14, 11111 1st Avenue, Toronto, Ontario, 416-888-8388

Bill to:  ABC Enginggring Inc., 1234 Canada St., Toronto, Ontario

Description Price  [Quantity Total
Blue pens 12/hox $ 3499 8 | 271992
Subtotal $ 21992
GSTIHST $ 36.39
GST/HST#: 55555 5555 TOTAL $ 31631
Payable on receipt

20
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General Overview — Expenses

STEP 2. Recorded to Expense Journal (Ex: Willis Office Supplies)

Vendor Payment GST/HST (3% Total
Source

02-02-19 Ally's Depot Visa 7890 148.00 19.24 167.24

03-01-19 W holesale Supply Inc Cheque 401 448.00 58.24 506.24

06-05-19 Willis Office Supplies Ch. account

06-15-19 W holesale Supply Inc Visa 7890 1,978.00 257.14 2,235.14

07-03-19 Ally's Depot Visa 7890 500.00 65.00 565.00

08-27-19 Willis Office Supplies Visa 7890 889.65 115.65 1,005.30
Total 4,243.57 551,66 4,795.23

2]
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General Overview — Expenses

STEP 3. Recorded to 12125 (Willis Office Supplies)

Protected B when completed
—— Part 4 — Net income (loss) before adjustments
Gross business or professional income (line 8299 of Part 3C) or Gross profit (line 8519 of Part 3D). . . .. .. ... ... ... ... ...... ”8'451‘2'004’5‘
Expenses (enter only the business part)
Advertising . . . . . i P 4B
Meals and entertainment. . . . . . . 57p.05 4C
Bad debtS . . . . ...l 1 4D
INSUTANCE . . . . . . e e e e e | 4E
Interest and bank charges. . . . . . . . . | 4F
Business taxes, licences, and memberships o L o SOpAe 4G
Office expenses . . . . . ... oo 1 4H
[Offlce stationery and supplies . . S }"
Professional fees (includes legal and accountlng fees) ................................. 1 4
Management and administration fees . . . . | 4K
RONL _ . L 4L
Repairs and maintenance . . . . . . . . 1 4M
Salaries, wages, and benefits (including employer's contributions). . . . ... ... ... ... ... ..... | 4N
Property laxXes . . . . . e | 40
Travel expenses . . . o . B . o o o LET[REE 4P
UGIHES . . o oo L 4Q
Fuel costs (except for motor vehicles). . . . . . . . . I 4R
Delivery, freight, and eXpress . . . . . 1 45
Motor vehicle expenses (not including CCA) (amount 15 of Chart A) . . 1 4T
Capital cost allowance (CCA). Enter amount i of Area A minus any personal part and any
CCA for business-use-of-home exXpenses. . . . . . . . . . . . 1 4u
Other expenses (specify): 1 4v
Total expenses: Total of amounts 4B to 4V 9368 1 > |
Net income (loss) before adjustments: Amount 4A minus line 9368 . . . . . . . L. @ |

22
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General Overview — Expenses

STEP 3. Recorded to GST 34 return (Willis Office Supplies)

Total GST/HST and adjustments for period (add lines 103 and 104) 5» (RIS 15,398'?*5 ‘

Enter the GST/HST you paid or that is payable by you on qualifying expenses (input tax
credits — ITCs) for the current period and any eligible unclaimed ITCs from a previous 106 ]

Enter the total amount of adjustments to be deducted when determining the net tax tlthe 107

reporting period (for example, the GST/HST included in a bad debt).
Tetal ITQE and adjusiments (add lines 108 and 107) -)- I
Met tax (sublract line 108 from line 105)

Expense

Office supplies

Business-use-of-home

Vehicle

Computer purchase

Total ITCs

23
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Common Reasons For Potential Errors

Overlooked reporting of secondary or other sources of income

e

Revenues are not all deposited or may be deposited but not

recorded correctly ‘

Lack of bank reconciliation; discrepancy between declared

revenues and bank deposits

Claiming personal portion of expenses and ITCs (for example, motor

vehicle expenses)

24



UNCLASSIFIED

Common Reasons For Potential Errors

« Expenses are not supported with documentation or no
supporting documents to explain the business vs. personal
portion of expenses (for example, motor vehicle, tfravel

expenses)

 Noreasonable basis used to calculate shared expenses

« Lack of tax knowledge or tax rules (that is, amounts claimed
that are limited by tax legislation — meals and entertainment,

Capital cost allowance, etc.)

25
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Motor Vehicle Expenses

Travelling from home to the place of business is not an allowable expense, unless
the principal place of business is at home.

Examples of allowable motor vehicle travel Documentationrequired

+ Distance between2 differentplacesof -« Detailedlogbook: date, destination,

business purpose and number of kilometres driven
« Distance whentravellng: v" Recordof the odometerreading of
each vehicle at the start of the fiscal

v To meet with a supplier or client period.

v To make purchases for business

v" Fortraining, conventions, or trips * Allreceipts (gas, insurance, repairs, etc.).

relatedto business
v Etc.

Possibility of using the simplified logbook method

26
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Motor Vehicle Expenses

Types of vehicles (handout)

The kind of vehicle you have can affect the expenses you deduct. For tax
purposes, there are two types of vehicles:

Motor vehicles, and
Passenger vehicles

If you own or lease a passenger vehicle, there may be a limit on the amounts you
can deduct for:

Capital Cost Allowance (CCA)
Interest

Leasing costs, and
Allowable purchase ITCs for GST/HST

27



Motor Vehicle Expenses

UNCLASSIFIED

Types of vehicles

Vehicle Seating | Businessusein | Motor |Passenger
(includes| yearboughtor | vehicle | vehicle
driver) leased
Pickup truck used to transport goods or equipment 1to3 | morethan50% v
Pickup truck with extended cab used to transport goods,
equipment, or passengers 4t09 90% or more v
Sport utility used to transport goods, equipment, or
passengers 4t09 90% or more v
Van or minivan used to transport goods or equipment 1to3 [ morethan50% v
Van or minivan used to transport goods, equipment, or
passengers 4109 90% or more v
Coupe, sedan, station wagon, sports car, or luxury car 1to9 1% to 100% v
Pickup truck (other than above)* 1to3 1% to 100% v
Pickup truck with extended cab (other than above)* 4t09 1% to 100% v
Sport utility (other than above) 4to09 1% to 100% v
Van or minivan (other than above) 1to3 1% to 100% v
Van or minivan (other than above) 4to09 1% to 100% v

*A vehicle inthis category that is used more than 50% to transport goods, equipment, or passengers while earning or producing
income at a remote work location or at a special work site that is at least 30 kilometres from the nearest community with a

population of 40,000 is considered a motor vehicle.

28
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Motor Vehicle Expenses

Eligible expenses Expenses not eligible

v Licence andregistration fees x  Traffic ticket

v Gasoline and oil x  Repair costs following an accident during
v Insurance a personal trip

v Intereston money borrowed to buy a

motorvenhicle

AN

Repairs and maintenance

<

Leasing costs (if you lease the vehicle)*
v Capital Cost Allowance (CCA) (if you

own the vehicle). *

*If you own or lease a passenger vehicle, deduction limits could apply.

Non-exhaustive lists
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Motor Vehicle Expenses
M IRl Expense | Cost | GS/HSTPaid_

Gas and ol $1,800 $234
Insurance 1,000 0
STEP 2 Licence and registration fees 300 0
Logbookinformation Repairs and maintenance 200 26
Businesskm : 12,355 Leasing cost 2,880 374
Totalkm : 20,592
Total 6,180 634

Allowable portion

12,885 = 70,5672
60%
Personal portion

40%
Non deductible

30
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Motor Vehicle Expenses
leased vehicle  STEP 1

Gas and ol $1,800 $234
Insurance 1,000 0
STEP 2 Licence and registration fees 300 0

Logbookinformation Repairs and maintenance 200 26
Businesskm : 12,355 Leasing cost 2,880 374
Totalkm : 20,592

Total 6,180 634
Allowable portion .
12,355+ 20 542 3B Allowable portion (60%) $3,708 $380
60% Business parking fees (100%) 500 65
Personal portion Supplementary business 200 0

insurance (100%)

40%

Non deductible Allowable deduction & ITC $4,408 S445

31



Motor Vehicle Expenses

UNCLASSIFIED

Recorded to T2125 form

— Chart A — Motor vehicle expenses
Kilometres you drove in the fiscal period that was part of eaming businessincome . ... ... ........... 12,355 1
Total kilometres you drove in the BSCaI PEMIO . . ... oo 20,592 2
FURIANd Ol - 1,800,00 3
Interest (see Char B) . . . |4
MSUTANCE . . . oo e 1,000,00 5
Licence and registralion . ... 300,00 6
MaINBNANCE AN TEPAITS . . . o 200,00 7
Leasing (588 ChaM C) . . .o 2,880,00 g
Other expenses (specify): |9
| 10
Total motor vehicle expenses: Add amounts 3to 10 5:180,00 11
Business use amount 1 : 12,355 )
. X amount 11 6,180,00
part: ( amount 2 : 20,592 i
BUSINESS PAMKING TBBS . . . .
Supplementary BUSINGSS INSUFANCE . )
Allowable motor vehicle expenses: Add amounts 12, 13, and 14 (enter this total on line 9281 of Partd) .. ... . ................
Mote: You can claim CCA on motor vehicles in Area A

3,708,00 43

500,00 13

200,00 44

4,408,00 ) ¢

32
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Motor Vehicle Expenses

Recorded to GST 34 return

Total GST/HST and adjustments for period (add lines 103 and 104) -} 15,398t?5 ‘
Enter the GST/HST you paid or that is payable by you on qualifying expenses (input tax '
credits = ITCs) for the current period and any eligible unclaimed ITCs from a previou

Enter the total amount of adjustments to be deducted when determining the net tax fr the
reporting period (for example, the GST/HST included in a bad debt).

106 ]

107 |

—

Total ITEs and adjustments (add lines 106 and 107) -} 108

Expense

Office supplies

Net tax (sublract line 108 from line 105) 109

Business-use-of-home

Vehicle

Computer purchase

Total ITCs

33
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Business-use-of-home Expenses

Deductible if one of the following conditions applies

Your home is your principal You use the space only to earn your
place of business business income
+

You use it on aregular and ongoing
basis fo meet your clients, customers,

or patients

Note: Cannot be used to create or increase a business 1oss (unused portion can
be deducted in a future year).
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Business-use-of-home Expenses

Allowable expenses

Electricity Home insurance

Heat Mortgage interest
Maintenance Rent

Property taxes Capital cost allowance (CCA)

Non-exhaustive list

Allowable portion

Work space area vs. the total area of home, AND
Prorata of 24 hours per day and 7 days per week if the work space is also
used for personal purposes.

Note: If expense is incurred exclusively for the home office, 100% of the amount
is deductible.




UNCLASSIFIED

Business-use-of-home Expenses

Calculation:
Dedicated area

STEP 2

Workspace usage

Business: 180 sq. ft.

Total: 1,800sq. ft.

Allowable portion
180 + 1,800
10%

Personal portion

90%
Non deductible

Electricity $2,200 $286
Insurance 650 0
Maintenance 350 45
Mortgage interest 8,000 0
Property taxes 1,800 0
Total 13,000 331

36
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Business-use-of-home Expenses

Calculation:
Dedicated area

STEP 2

Workspace usage

Business: 180 sq. ft.

Total: 1,800sq. ft.

Allowable portion
180+ 1,800
10%

Personal portion

90%
Non deductible

STEP 3

Electricity $2,200 $286
Insurance 650 0
Maintenance 350 45
Mortgage interest 8,000 0
Property taxes 1,800 0
Total 13,000 331

Allowable deductiong ITC $1.300

37
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Business-use-of-home Expenses

Calculafion:  STEP GSI/HST Paid

Shared area

STEP 2

Workspace usage

Business: 180 sq. ft.
Total: 1,800sq. ft.

Allowable portion STEP 3
180+ 1,800
10%

Personal portion

90%
Non deductible STEP 4

Electricity $2,200 $286
Insurance 650 0
Maintenance 350 45
Mortgage interest 8,000 0
Property taxes 1,800 0
Total 13,000 331

Allowable deduction & ITC $1,300

Shared area calculation

Businessrelated usage 7/24 hours

Businessrelated usage 5/7 days

Allowable deduction & ITC S271

38



Business-use-of-home Expenses

UNCLASSIFIED

Recorded to 12125 form (Dedicated areq)

— Part 7 — Calculation of business-use-of-home expenses

Heat . L_TA
Blectricly 2.20p.00 7B
T T 65p.00 7C
L T T 35p.m?ﬂ
Morigage interest 8,00p.00 TE
Property taxes . . 180p.00 TF
Other expenses (specify): TG
Subtotal: Add amounts TA to TG 13,00p.00 TH
Personal-use part of the business-use-of-home expenses ... ... ... .. ... ... .. ... .. 11,7000 71
‘Subtotal: Amount TH minus amount 71 | 1.300.00) 7J
Capital cost allowance (business part only), which means amount i of Area A minus any pnrﬂnn of
CCA that is for personal use or entered on line 9936 of Part 4 ... . e . LK
Amount carried forward from previous year . . | L
Subtotal: Add amounts 7J to TL 130p.00 T™
Net income (loss) after adjustments (amount 5C) (if negative, enter "0%) 7057j.00 TN
Business-use-of-home expenses available to carry forward: Amount TM minus amount TN
(ifnegative, @nter D) . .. e 0o 70

Allowable claim: The lesser of amount TM and TN above (enter your share of this amount on line 9945 of Part 5) . ..

1,300.007P

39



UNCLASSIFIED

Business-use-of-home Expenses

Recorded to GST 34 return (Dedicated areaq)

Total GST/HST and adjusiments for period (add lines 103 and 104) J» [IRIE3 15.39&t?5 ‘

Enter the GST/HST you paid or that is payable by you on qualifying expenses (input tax
credits - ITCs) for the current period and any eligible unclaimed ITCs from a pminuqmﬂl[ 106 | ]
Enter the total amount of adjustments to be deducted when determining the net tax fgr the
reporting period (for example, the GST/HST included in a bad debt).

107 |

Total ITs and adjustments (add lines 105 and 107) < BRI |
Net tax (sublract line 108 from line 105) 109

1

GST/HST paid eligible for ITCs

Office supplies ( 551.66 )
Business-use-of-home | 0 |
Vehicle [ ? )
Computer purchase [ ? ]

Total ITCs

40



Capital Cost Allowance (CCA)

UNCLASSIFIED

« Your business might acquire a depreciable
property such as a building, furniture, or
equipment to use in the business activities.

« These properties wear out or become obsolete
overtime.You can deduct theircost overa period
of several years.This yearly deductionis calleda
capital cost allowance (CCA).
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UNCLASSIFIED

Capital Cost Allowance (CCA)

Rate (%) Brief description

Most buildings you bought after 1987.

Property that you use in your business that is not includedin

8 20 anotherclass.
10 30 Motorvehicles and some passengervehicles.
10.1 30 A passengervehicle notincludedin Class 10.
Tools, medical and dentalinstruments and kitchen utensils,
12 100 acquired forless than $500. (If $500 or more, include the costin
Class 8)
General-purpose electronic data-processing equipment
50 55 (commonly called computerhardware) and systemssoftware

for that equipment.
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UNCLASSIFIED

Capital Cost Allowance (CCA)

Cost: $2,000
Class: 50

PURCHASE OF A COMPUTER IN 2018 CCA Rate: 55%

Business usage: 75%

Maximum deduction for 2018: Maximum deduction for 2019:
$1,500 X 55% X 2*=$413 ($1,500 — $413) X 55% = $598

v
Only the business portionis deductible.
In this case, the computeris used 75% of the time for business, resulting in an undepreciated
capital cost (UCC) at the start of the yearof $1,500.

*Half-yearrule: claim half of the allowable deductioninthe yearof purchase.

Rule for GST/HST: Capital personal property
If business usage is greaterthan 50% then the ITCis 100% of the GST/HST paid




Capital Cost Allowance (CCA)

UNCLASSIFIED

T2125 for 2018

Area A - Calculation of capital cost allowance (CCA) claim
1 2 ) i [ 3 ! ' ) " 1" 2 [T
Class ey Cost of 309%0m C::’m'w Procees of UCE ster 309%0m Procewds of VCC adatmert b | Aguaset tr Bawe amout & CCAfrme | UCC = twendof
fumber | caplal cout (LCC) n e yo » Spontom and Sspoutiony | SNPOMICOS Jxalabie | cumenl-yex adition a0 f CCA fcal. 10 multiphend by | e your
AP RPN | o amaBangC | AT POWORONT | e e | gy cor |0 200R0MS Of | OF AR (col & MRS lnrnctio e oty | (oo pament s | N | coltoraiome | oo o mem et 12)
on Rt D Seataten Y | Acwa D and £ Soow) mines ¢l 5) ARP (col S minus 0o | ool T) multipied by ) eapeng ot
e tefore 2024) i oot &) | e relewand oy ¥ 72 mumged 5y
NG, orier T | e, ete T | e ool 4
Swe note 1 wion s o §)
Seence 10N0N | ¢t T’
s o) \sem o b0 tae 0% o ) ) S I
| | 1 ] 1 | | . 1 1 1
| | | 1 1 | | 1 L 1
1 1 1 | 1 | 1 L) | 1 ]
1 1 1 1 1 | 1 1 1 1 1
| | | | | | | |
Yot e e o o T ook T e W S S T BN P e
Area B - Eﬂlﬂpl‘ﬂlﬂt additions in the year
1 2 K 4 -]
Class Propery Totad cost Fersonal T
e desr i [ﬁq:pbaﬂl jookumn 3 mines
columin 4 )
50 Computer :.m,m mlm 1.IN|HI
| | |
| |
Total equipment additions in the year: Total of column & 1.|¢ﬂ|ﬂ°
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Capital Cost Allowance (CCA)

UNCLASSIFIED

T2125 for 2019

amount | minugs any personal part and any CCA for business use-of home expenses ')

Area A - Caiculation of capital cost allowance (CCA) claim
{ 2 ) ‘ $ v ! . ' » " Q 0
Cam Urdesrecawd Contof saeny | Cont of siiorn Som Proceean of UCT ster addtons Proceess of UCC mtprtmert o Agatment b Raee oot CCA | CCAmrmepwr | UCCHPeendof
number | capil cont (UXCC) -t o ok 3 which e Tapcacoma -l shaice | et pew BASUM | oumert yoar 3008CRS o CCA Rae (ot 10 atiplied by ey
oD 0t of D e (o0 Amma B and C AP o 200 4mmiin | 1 e yoar (aee ol 2 phwn ¢ol ) 0 000ute D000 of | OTARS 3 TEV  [outuact o e eyl o . ol 110 niownr | fcol & mines g3l 1)
fordd) Vel (ZEV) 00w | foea D ant £ betow) s ool $) ANP and ZEV et 8 | foot & s 0ol T) . wa ¢l §) ot
property must be s ool PN | saliplied by B 12 maphed by
Searatee W use N coumad) Woopmhve | elecantiocr B | oy oy
e o) oter T I i Y mis 0ol 81
ote 1 Note 2 Yie ) Tt wiw 0°
% 1,087 00 0,00 0.69 000 1.087,00 000 0,00 0,60 108700 | 55.00 00 489,00
! | 1 1 | | | 1 | | |
1 1 | | 1 | 1 1 | |
1 | 1 L | 1 | | 1 | | =2
| | 1 | 1 1 l 1 | 1 — |
1 | 1 | | | | 1 | 1
Total CCA clam for the year: Otal of colume 17 (enter the amount on ne F3X, of Part 4 » |
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Capital Cost Allowance (CCA)

UNCLASSIFIED

Recorded to GST 34 return

Total GST/HST and adjustments for penod (add lines 103 and 104) ) ﬂ

credits - ITCs) for the current period and any eligible unclaimed ITCs from a previous

Enter the GST/HST you paid or that is payable by you on qualifying expenses (input tax (]

106

13,1871
|

reporting period (for example, the GSTHST included in a bad debt)

Enter the total amount of adjustments to be deducted when determining the net tax foIthe

107

Total ITCY and adjustments (add lines 106 and 107)

15,39!'?5 |

13.13?'51

[Neuax subt

ract

ra 108 frewm bine 10E

2,211|25

GST/HST paid eligible for ITCs

Office supplies

Business-use-of-home

V ehicle

Computerpurchase (75% business usage)
...Allthe othertaxed expenses

551.66

)

445.40

260.00

[
[
[
[
[

11,930.45

)
]
)
]

Total ITCs 13 187,51
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UNCLASSIFIED

Capital Cost Allowance (CCA) New Rules

Appliesto eligible property acquired after November 20, 2018 and must
be available foruse before 2028 in order to qualify.

Accelerated Investment Incentive
«  Provides an enhanced first-year allowance for certain eligible property
subject to CCA
«  Apply the prescribed CCA rate for a class up to one-and-a-half times the
net addition to the class for the year

«  Suspend the existing CCA half-yearrule

Full Expensing for Manufacturers and Processors

« Immediately write-off the full cost of machinery and equipment used for
the manufacturing or processing of goods (Class 53)

Full Expensing for Clean Energy Investments

* Immediately write-off the full cost of specified clean energy equipment
(classes 43.1 and 43.2)
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UNCLASSIFIED

Meals And Entertainment

Meal expenses must be incurred to earn business income
« Includes beverages, taxes and tips
v Example:to meet with a client or supplier, attend a convention, etc.

Entertainment expenses can include

« The cost of tickets for a theatre, concert, athletic event or other
performance

« The cost of private boxes at sports facilities

Note: Annual dues for recreational or dining clubs (e.g.: golf club) are not
allowable.
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UNCLASSIFIED

Meals And Entertainment

Maximum allowable for food, beverages and entertainment is
limited to 50% of the lesser of:

« Actual amount incurred; or
« Amount that is reasonable in the circumstances.

Few exceptions to the 50% rule. For example:

« Your business regularly provides food, beverages, or entertainment to
customers for compensation

* You incur meal and entertainment expenses for an office party or similar

event, and you invite all your employees from a particular location. The
limit is six such events peryear.

Note: Keep all receipts/invoices, including the name of the client(s)
. entertained, purpose, and contact number.
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UNCLASSIFIED

Telephone and Uftilities

Telephone/Cell Phone/Internet

« Only the portion used to earn business income is deductible

« Areasonable basis must be used when calculating the expense for the

usage of a telephone, cell phone, or Internet that is used for both
personal and business purposes

Utilities (other than home office utilities)

« Gas

« OIll and heating
« Electricity

« Water
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UNCLASSIFIED

General Expenses

m Deductible Non-Deductible

1. Clothing Safety gear and uniforms (and Clothing in general that
and related cleaning costs) can be used personally
uniforms (i.e. suits, ties, etc.) and

related cleaning costs.

2. Conventions Limit of 2 conventions per calendar Personal portion (i.e.

year: spouse, children,
vacation vs. business
« Related to your business or portfion, etc.).

professional activity; and

* Be held by business or
organization within the
geographical area where the
organization usually conducts its
business.
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General Expenses

UNCLASSIFIED

m Deductible Non-Deductible

3. Travel

4. Salaries

You can deduct travel expenses
you incur to earn business and
professional income. These include:

* Transportation fares

* Hotel
*  Meals (in most cases, the 50%
limit applies)

Reasonable expense (Fair Market
Value - FMV) for job performed -
appliesin non-arm’s length
situations.

Personal portion (i.e.
spouse, children,
vacation vs. business
portion, etc.)

N/A
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UNCLASSIFIED

GST/HST

Generally, you must register for GST/HST if your total gross revenue from your
worldwide taxable supplies of property and services is more than $30,000 in a
single calendar quarter or overfour consecutive calendar quarters.

Taxable supplies are property and services that are made in the course of a
commercial activity and are subject to the GST/HST.

If your gross revenue from taxable supplies is equal to or less than $30,000,
you do not have to register as you are considered to be a small supplier.
However, you can do so if you want tfo claim input tax credits.

Taxi operator or commercial ride-sharing driver must register regardless of
revenue.

Input tax credits (ITCs) allow you recover the GST/HST paid or payable on
purchases and expenses related to your commercial activities.
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UNCLASSIFIED

Differences In Tax Status

Tax

status

Taxable
supplies

Lero-
rated
supplies

Exempt
supplies

What this means

Most supplies made/providedin
Canada orimported in are subject
to GST/HST.

Some supplies are zero-rated.
GST/HST applies to these supplies at

the rate of 0%.

+ Basic groceries
* Prescription drugs
* Exports

Some supplies are exempt. GST/HST
does not apply to these supplies.

* Mosthealth/medical services
* Many education services
« Child care services

If you are a GST/HST registrant then

* You charge the GST/HST on these supplies
+ You may be eligible to claim ITCs to recover the

GST/HST paid on purchases made to provide these
supplies.

GST/HST of 0% is charged. You do not collect the
GST/HST on these supplies.

You may be eligible to claim ITCs to recover the
GST/HST paid on property and services acquired to
provide these supplies

You do not charge the GST/HST.

Generally you cannot claim ITCs to recoverthe
GST/HST paid or payable on property and services
acquired to provide these supplies.
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UNCLASSIFIED

GST/HST — Small Supplier?

Example 1
What happens if you exceed the $30,000 limit in four consecutive quarters?

Second quarter (April 1 to June 30, 2018) $2,000
Third quarter (July 1 to September 30, 2018) $10,000
Fourth quarter (October 1 to December31,2018) $12,000
First uarter (January 1 to March 31, 2019) $8.000

Totalrevenuesfor 4 consecutive quarters $32,000

In this case, you cease to be a small supplier at the end of the month following the first quarter (end of April
2019), as you exceeded the $30,000 limit in the last four consecutive calendar quarters.

Start collecting GST/HST

v" InMay 2019, even if you are not yet registered.

Register for a GST/HST account

| v" Within 29 days after you make your first sale other than as a small supplier.
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UNCLASSIFIED

GST/HST — Small Supplier?

Example 2
What happens if you exceed the $30,000 limit in two consecutive quarters?

First uarter (January 1 to March 31, 2018) $25,000
Second quarter (April 1 to June 30, 2018) $25,000

Totalrevenuesfor2 consecutive quarters $50,000

In this example, you exceeded the $30,000 limit by the end of the second consecutive calendar
guarter but notin one quarter. You will be a small supplier for the following month (July 2018)
provided you don’t go over $30,000 in that one month.

Start collecting GST/HST
v in August 2018 after you cease to be a small supplier.
Register for a GST/HST account

v" Within 29 days after you make your first sale other than as a small supplier.
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UNCLASSIFIED

GST/HST — Small Supplier?

Example 3
What happens if you exceed the $30,000 limit in one particular quarter?

First uarter (January 1 to March 31, 2018) $2,000
Second quarter (April 1 to June 30, 2018) $10,000

Third quarter (July 1 to September 30, 2018) $38,000

In this example, a sale that exceeded the small supplier limit was made on September 23.

Therefore, in the third quarter, you cease immediately to be a small supplier as you exceeded
the limit.

Start collecting GST/HST

v" On the September 23 sale that made you exceed the $30,000 limit, even if you are not yet
registered.

Register for a GST/HST account

v By October 22, which is 29 days after you cease to be a small supplier.
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UNCLASSIFIED

GST/HST — Reporting Periods

Usually, the assigned reporting period is based on your annual total
revenue. This will generally determine how many times a year you
~haveto file GST/HSTreturns.

Annualtaxable supplies Assignedreporting period Optionalreporting periods
$1,500,000 or less Annual Monthly or quarterly
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UNCLASSIFIED

Payroll - Common Errors Made by
Small Businesses

1. Employers don’tremit their source deductions by the due date.

2. The deduction amounts on T4 do not equal the amountsremitted to
the CRA throughout the year.

3. Employers fail to report orincorrectly report taxable benefits such as
bonuses, commissions, vehicle allowances or personal living
expenses.

% T4130 Employers' Guide -Taxable Benefits and Allowances

% T4001 Employers' Guide - Payroll Deductions and Remittances
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UNCLASSIFIED

Payroll - Employee Or Self-employed?

It is important to determine whether people who work for you are
employees or self-employed individuals.

The facts of the working relationship as a whole decide the
employment status (e.g. the carrying out the work, relationship of
subordination and degree of control orindependence).

Note: If you are not sure of a worker's employment status, request a ruling. Find
out how at canada.ca/payroll.

% RC4110 - Employee or Self-employed?
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UNCLASSIFIED

Benchmarking

What is Benchmarking?

Benchmarking involves using Financial Performance Data to help
both new and existing businesses to better understand how
competing firms operate in their chosen industry.

It can:

« provide insight on the operations of similar small businessesin your
industry;

« identify areasin which yourbusiness deviatesfrom the relevantindustry
average; and

« identify opportunities to make changesthat may help you to grow
your business.

For example, if other businesses in your revenue quartile spend 8% of their
revenue on advertising and promotion and your business spends 4%, you may
. consider boosting spending for your business in this area.
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UNCLASSIFIED

Benchmarking

Benchmark Tool Bl e o SRR |

Jobs v Immigration Travel v Business + Benefits v Health + Taxes v More Senvices v

With Financial Peformance
Data you can:

Home = Business and industry = Research and business infelligence = Financial performance data

Financial Performance Data
¢ V IeW fln O n CIO | d O TCI Update: 2016 data for the revenue range of $5,000,000 to $20,000,000 is now available.
based on industry

averaages Create a report to view financial performance data by industry REVENUES AND EXPENSES
g Total revenue 1000
Create a report Cost of sales| PROFITABLE vs NON-PROFITABLE
BUSINESSES
Wages and |
* Includ .
n C U e O U r With Financial Performance Data you can view financial data based on industry averages, with an purch fruibably
urchases, 1
option to include your own income statement and balance sheet information in the report T Percent of | FINANCIAL RATIOS

incorporated business
income statement and
balance sheet
information in the I’epOrT Contractors Food services and accommodations

_ .. | Interestcaverage ratio

Popular reports Qverview Related sites and Information

Residential buildings Full service restaurants
Plumbing and heating Fast food

Electrical Caterers

Carpentry Drinking places
Painting Hotels and motels

\/

% Gotoic.gc.ca/eic/site/pp-pp.nsf/eng/home
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Benchmarking — Used Car Dealers

UNCLASSIFIED

Number of businesses
Revenue range:
Low Value ($000)
High Value ($000)
Revenues and expenses
Total revenue
Sales of goods and services
All other revenues
Cost of sales (direct expenses)
Wages and benefits
Purchases, materials and sub-contracts
Opening inventory
Closing inventory

Operating expenses (indirect expenses)

Labour and commissions

Amortization and depletion
Repairs and maintenance
Utilities and telephone/telecommunication

Rent

Interest and bank charges

Professional and business fees

Advertising and promotion

Delivery. shipping and warehouse expenses

Insurance
Other expenses
Total expenses
Net profitiloss

Whole

industry
{reliability)

5,539

30
5,000

T30.65
MNA
MNA

591._58

8.0°

593.08

142 58

152.08

119.8%

38.9°
5.5
6.45
5.8%

1328
3.7C
5.7E
8.1

5.48
25.8<
711.38

28.3°

Bottom Lower Upper
quartile middle middle
(25%) (25%) (25%)
30 100 304
100 304 o183

Top
quartile
{25%)

o918
5,000

{thousands of dollars) — Averages

599
LA
LA

32.0
03

321

2839

293

21.7
2.7

1.4
1.4
1.5
21
1.0
1.5
0.5
02
1.8
T5

53.8

6.1

184 .4
NFA
NFA

1212
1.8

121.9
59.8

62.3
54.0
117
33
35
N
6.4
20
29
2.3
0.6
3.3
143

1752
9.2

543.9
LA
LA

417.5
82

415.0

120.3

126.0

109.5

320
6.0
6.5
6.1
1326
4.0
56
57
o7
6.0
23 3
527.0
21.9

2,165.4
MNFA
MNFA

1,795.3

21.9
1,803.0
361.0
390.6
2940
109.2
11.3
141
12.1
a0.a
2.0
12.8
240
29
107
581
2,089.3
761

Percentage of
businesses

reporting

100.0
NSA
NSA
283
11.4
ar7.9
T30
736
a7 6
50.8
592
57.4
az28
563
63.0
241
720
13.4
785
a5.8
a7 .9
99 8
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CRA's Online Services

UNCLASSIFIED

My Account for Individuals

My Account is a secure portal that lets you view your personal income tax and benefit
information and manage your tax affairs online.

Choose from one of two ways to access My Account:

Option 1 - Using one of our Sign-In Partners

Log in or register with the same sign-in information you use for other online services
(for example, online banking).

Sign-In Partner Login / Register

» View list of Sign-In Partners

Option 2 - Using a CRA user ID and password

Log in with your CRA user ID and password, or register.

|

Video: How to
register for My

Account
-..,! #
Q p|
(‘#ﬁﬁﬁ S\

Help and FAQs

CRA user ID and
password

Sign-in Partners

% Go tocanada.ca/my-cra-account
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UNCLASSIFIED

CRA's Online Services

My Business Account

Employees and representatives can access an account on behalf of their employer or Help and FAQs

business clients. See Represent a Client.

CRA user ID and
password

Business owners (including partners, directors, and officers) can access their GST/HST,
payroll, corporation income taxes, excise taxes, excise duties and other levies accounts

i i ?
online. What can I do on My Business Account? Sign-in Partners

Choose from one of two ways to access My Business Account:

Option 1 - Using one of our Sign-In Partners

Log in or register with the same sign-in information you use for other online services

(for example, online banking).

Sign-In Partner Login / Register

» View list of Sign-In Partners

Option 2 - Using a CRA user ID and password

Log in with your CRA user ID and password, or register.

< Go tocanada.ca/my-cra-business-account
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UNCLASSIFIED

CRA's Online Services

* Manage GST/HST account:

« View status of tax return and notice of

assessment/reassessment + change my return

View RRSP, Tax-Free Savings Account (TFSA),
Home Buyer's Plan and Lifelong Learning Plan

View and update address and telephone
numbers, change marital status

View proof of income statement, account
balance, statement of account and installments

View and authorize representatives

Arrange direct deposit and pay by pre-
authorized debit

View Canada Child Benefit, GST/HST and
Universal Child Care Benefit payments, account
balance and statement of account

View tax information slips (T4, T4A, TAA(P),
TAA(OAS), T4E, T4ARSP, T4RIF, T5007, T3, 15, 15008
and RRSP Contribution Receipt)

v" File or adjust areturn
v File or view elections
v" Account balance and activities
v Installment payment calculator
v" Enquiries service etc.

Manage Payroll account:

v" File a return or view return status

v View account balance, remitting
requirements and account transactions

v Request arefund

v" Request a CPP/EIl ruling etc.

Manage all other accounts (Corporation, Excise,
Contract payments (T5018), etc.)

Manage representatives, addresses, direct
deposit and online mail

Preauthorized debit

View direct deposit fransactions




UNCLASSIFIED

CRA's Online Services

My Payment

My Payment is an electronic service that lets you make payments directly to the Canada Revenue Agency (CRA) using
your bank access card. You cannot use credit cards with My Payment. For credit card payment options, go to Pay by

credit card or PayPal.

You need a card with one or more of the following logos:

« Visa® ' 1 Debit
» Debit MasterCard® 2
» Interac® 3

If your bank card has:

- an Interac Online logo only, pay with the Interac option.
+ both a Visa Debit logo and an Interac logo, pay with the Visa Debit option.
+ both a Debit MasterCard logo and an Interac logo, pay with the Debit MasterCard option.

Start My Payment
‘ Pay now

% Go tocanada.ca/payments
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CRA's Online Services

Mobile Apps

glz_,. CRA BizApp

I Web

CRA BizApp is a mobile web
application for small business owners
and sole proprietors. The application
offers secure access to make
payments, view accounting
transactions, and more.

@ MyCRA

I web

My CRA is a mobile web app for
individuals that lets you securely
access key portions of your tax
information and pay your tax balance
owing.

CRA Business Tax
Reminders

IAndrnid I BlackBerry

Business Tax Reminders is a tool for
businesses to create custom
reminders and alerts for key due
dates related to instalment
payments, tax returns, and
remittances.

UNCLASSIFIED

@ MyBenefits CRA

I Web

MyBenefits CRA is a mobile web app
for individual benefit recipients that
lets you quickly view your benefit and
credit payment details and eligibility
information.

J

% Go tocanada.ca/cra-mobile-apps
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UNCLASSIFIED

CRA's online services — Multimedia

CRA Multimedia library

The Canada Revenue Agency (CRA) offers a number of

videos and audio products about our services and
programs.

Follow:n’mu. ) W

Services and information

Most requested

Businesses video gallery Individuals video gallery - How to register for My
Videos and recorded webinars for Videos and recorded webinars for Account
businesses. individuals and families. - Series: Tax measures for
persons with disabilities

Charities video gallery Podcasts

- Filing online—fast, easy, and
Videos and recorded webinars for Audio podcasts that you can ceciie
charities and donors. subscribe to.

- Series: Gifting and receipting
Photos for use by media Tax-filing season media kit
Photos of the Minister of National Includes sharable infographics and
Revenue and CRA senior officials, and audio clips for the current year's tax-
other stock photos for media use. filing season.

J

% Go tocanada.ca/cra-video-gallery
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UNCLASSIFIED

Covid-19 relief measures: Support tor
Individuals administered by CRA

 CanadaRecovery Benefit (CRB)

Canada Recovery Sickness Benefit (CRSB)
CanadaRecovery Caregiving Benefit (CRCB)
Canada Emergency Response Benefit (CERB )l ende
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UNCLASSIFIED

New Recovery Benefits

New Canada Recovery Benefits - What to Expect

CERB from CRA — how it worked: New Canada Recovery Benefits — how they will work:
Canada Recovery Benefit (CRB) Canada Recovery Sickness Benefit (CRSE) Canada Recovery Caregiving Benefit (CRCB)

4 week periods/ 52000 -upto a 2 week periods 51000

maximum of 28 weeks (900 after tax) s+ Uptoa maximum of 26 weeks
inni i Upt i f 2 week }

Applyat‘m_e beglnnlngn‘fth.e p_en{:d Up to a maximum of 26 weeks ' PID & MEImUm OF £ weeks per household

Payments issued at the beginning of

the 4-week period . ) . . '
Praspective (apply at start of period) + Retroactive (apply after period has ended, payments issued after the period)

Apply retroactively until Dec_ 2, 2020 « Must apply within 60 days after period has ended

i &e r
+  1week periods 5500 (5450 after tax) * 1 week periods 5500 (3450 after tax)

Mo taxes withheld on payments + CRA will withhold 10% of benefit payment amount in taxes

Yfou had stopped working because You had a 50% reduction in your
of COVID-19 average weekly income compared to

last year due to COVID-19
You could earn up to 51000 per + You must have worked less than 50% * You must have worked less than 50%

i i e & .
period and still keep benefit You will have to reimburse 50.50 of of your scheduled work week of your scheduled work week
the CRE for every dollar of net income

you earned above 538,000 for the
calendar year

You were not eligible if you eamed
mare than $1000 during the period

My Account « My Account
Automated Phone Line + Automated Phone Line

CRA service standards: CRA service standards:

+ 3-5 business days by direct deposit « 3-5 business days by direct deposit
R e » 10-12 business days by mail
+ Many people received payments in 2

. . s Payments will be made within these service standards
days by direct deposit v

Mote: In some cases, we may need to ask applicants for more information to verify their applications. it may take us up to 4 weeks to process the applicant's daim from the date we receive their complete response.
Individuals who make intentionally fraudulent claims for the Canada Recovery Benefits may face consequences, such as penalties or possible jail time.

For more on these benefits and the application process

a
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Answers to your questions on paying
back the CERB

Why you would send the CERB back?

You must repay the CERBIif you nolonger meet the eligibility requirements forany 4-week period
youreceivedit. Your situation may have changedsince you first applied, or you may have
made an honest mistake when applying. This could happen if:

*  Youapplied forthe CERB but laterrealize you're not eligible.

*  Youapplied forand got a CERB payment from both the CRA and El/Service Canadafor the
same eligibility period.

* Youreceive socialassistance benefits andrealize the CERB will affect your otherbenefits.
*  Youapplied forthe CERB twice in one period.

* Youearned more employment or self-employmentincome than expectedin the period(s)
you applied for.

Before yourepaythe CERB

Make sure you knowwhich departmentyou got your CERB from.

+ Ifyougotthe CERBfromthe CRA, youmustrepay it tothe CRA.

* Ifyougotthe CERBfromService Canada (El), you must repay it to Service Canada.

Still not sure if you need to repaythe CERB? Not sure whetheryou got your CERB paymentfrom
the CRA or Service Canada?

Go toreturnorrepay a payment canada.ca/repay-cerb orcall 1-833-266-2099.
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Covid-19 relief measures: Support tor
businesses administered by CRA

« CanadaEmergency Wage Subsidy (CEWS)
« CanadaEmergency Rent Subsidy (CERS)

« 10% Temporary Wage Subsidy for Employers
(TWS)

/3
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CEWS Can Work for You

The CEWS canfit your situation
Get the support youneedto keep youremployees onyourpayrollor bring them back to work.

You can get a base subsidy foreach of youreligible employees. The amountyou get per
employee is based on yourrevenue drop.*

E Revenue drop 50% or more Revenue drop 0-499%
@

'E Your revenue drop % x 1.2
How much DEEU:E'E:;::';SS??' H0iweek (eg. 20% x 1.2 = 24% base rate
can you or $270.96/week per employee)
qualify for?

Subsidy rates apply to remuneration of up to $1,129 per week per eligible employee. The rates shown here are
in effect for Period 5 (July 5 — August 1) and Period 6 (August 2 — August 29). The maximum base subsidy rate
willbe gradually reduced from 60% in Periods 5-6 to 40% in Period 9 (October 25 — November 21).

Were you especially hard-hit?

If you've been especially hard-hit by the COVID-19 crisis, you may qualify foran additional top-
up subsidy, based on youraverage revenue drop for the previous 3 months.*

Revenue drop Revenue drop Revenue drop
1 F0% or more between 50-70% between 0-50%

1.25 x [your 3-month average

Do you = 25% up to revenue dro
) p % - 50%) )
qualify for |5 5252'25'"”‘39“ (eg. 1.25 x (60% - 50%) = 12.5% No top-up
a top-up? Per employ or $141.13/week per employee)

NOTE: The Safe Harbour rule provides certainty to employers that have already made business decisions for July and August. If your
revenue dropped by 30% or more in any of periods 4, 5, or 6, under the Safe Harbour rule your subsidy rate will be at least 75% (and
possibly more) for periods 5 or é (or both).

* You-can-calculate you evenue-arop-lin-aierent\Ways, ana-use




UNCLASSIFIED

Canada Emergency Rent Subsidy (CERS)

Canadian businesses, non-profit organizations, or charities who haveseen a drop in
revenue due to the COVID-19 pandemic may be eligible for a subsidy to cov er part of
their commercial rent or property expenses, starting on September 27, 2020, until June
2021.

This subsidy will provide payments directly to qualifying renters and property owners,
without requiring the participation of landlords.

If you are eligible for the base subsidy, you may also be eligible for lockdown support if

your business location is significantly affected by a public health order for a week or
more.

Calculating your base rent subsidy rate Calculating your top-up (lockdown
How to calculate yourrate CERS top-up (lockdown support)
Revenue drop > 70% The maximum subsidy rate 25% (fixed top-up rate)
of 65%
X days the location was locked down due to Covid-19
pandemic
Revenue drop of 50-70% (Your revenue drop - 50%) x
1.25 + 40%
+ 28 (the days in the CERS period)
Revenue drop < 50% 0.8 x your revenue drop

= Your top-up (lockdown support) rate
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10% Temporary Wage Subsidy for

Employers (TWS)

The 10% Temporary Wage Subsidy forEmployers (TWS) was a 3-month measure that allowed
eligible employerstoreduce the amount of payrolldeductions they neededtoremit to the
Canada Revenue Agency (CRA). This only applied to the federal, provincial, or teritorial

income tax portion of the remittance.

The subsidy was equalto 10% of the remunerationyou payed from March 18 to June 19,
2020, up to $1,375for each eligible employee. The maximum total was $25,000 for each

eligible employer.

PD27 Self-identification Form for Employers
If you were eligible toreceive the TWS, you

may needtofill out and submit Form PD27,

10% Temporary Wage Subsidy

Self-Identification Form for Employers,

foreach of your payrollprogram (RP) accounts.
The CRA will use the information fromyour

Form PD27 toreconcile the TWS on your

payroll program (RP) accounts.

For more information on the Temporary Wage Subsidy
please go to: canada.ca/temporary-wage-subsidy

10% Temporary Wage Subsidy Self-identification Form for Employers

Part A _ Identification (please print]

Employers legal name Fayrot program acooun rumber

L1 =L
Employer's mading address: Apt. No — Street No. Street name, and City | Frovd Tew| Postal code.
[

Part B — Eligibility (tick the box below to indicate which type of eligible employer you are)

[[individual - sole proprietorship (exchuging Tusts)
[Etigile parnership

[INon-profit erganzation

[Registersd charity

[[Jesgile Canadian-cantrolled private corporation {CCPC)

Part C — Multiple accounts

Do you have multiple payrol program (RF) accounts under this business number? [ | ves  [] No
Did you or will you claim temporary wage subsidy {TWS) under any of your other payroll program (RP) accounts? [ ] Yes [_| Mo
Input the total TWS amount claimed or to be claimed on other accounts:

Part D — Calculated wage subsidy (complete the following steps to calculate the total eligible wage subsidy)

(1) Enter the total number of eligible employees employed during the three-month elighility period

(2) Enter the eligble pay period.

(3) List gross remuneration paid per pay period. not just the totals for each manth.

(4) The income tax deducted is the total federal and/or provincial or termitorial income tax (exciuding Quebec provingial income tax).

(5) The CPP and El informsati

(8) Enter the dollar amount
the bottom of this column

lude both the employee and emplayer share.

sy you are cisming for each period. Enter the total ameunt of the wage subsidy claimed at
more than $1,375 per eigible employee and §25,000 per employer. I the wage subsidy you
ance for the pay period, see the note below. Please tell us how you reduced your remitfances in the

(7) Enter the wage subsidy percentage (%] you are claiming for each pay period. This % must be 10% or less of the gross remuneration paid
“You may elect to claim a reduced %.

Total number of ligible empioyees employed from March18to June 19,2020 |

Pay Period Deductions and Contributions

Gross
5 Income tax | Canada Pensio
remuneration per ensi
; deducted  [Plan contributions|  [=aNee

Wage subsidy
claimed (%)

Wage subsidy

subsi
From To claimed (§)

ns,
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New T4 reporfing requirements

For the 2020 tax year, the Canada Revenue Agency (CRA) will be introducing additional reporting for the T4
slip, Statement of Remuneration Paid.

Additional reporting requirements will apply to all employers, and willhelp the CRA v alidate payments under
the Canada Emergency Wage Subsidy (CEWS), the Canada Emergency Response Benefit (CERB), and the
Canada Emergency Student Benefit (CESB).

Please note that employers who hav e already filed their T4 slips and summary for 2020 will not need to refile.
How to report employmentincome during COVID-19 pay periods

For the tax year 2020, in addition to reporting employment income in Box 14 or Code 71, use new other
information codes whenreporting employment income and retroactive paymentsin the following periods:

*Code 57: Employment income — March 15 to May 9

*Code 58: Employment income — May 10 to July 4

*Code 59: Employment income — July 5 to August 29

*Code 60: Employment income — August 30 to September 26

Eligibility criteria for the CERB, CEWS, and CESB is based on employment income for a defined period. The new
requirement means employers should reportincome and any retroactive payments made during these periods.

Example:
If you are reporting employment income for the period of April 25 to May 8, payable on May 14, use code 58.

77



UNCLASSIFIED

Find COVID-19 support and other
programs and services

Financial support is available to Canadians during the COVID-19
pandemic, including new benefits and credits and changes to
existing ones at: canada.ca/coronavirus

It includes a COVID-19 benefit finder for individuals and also one
for businesses.

Find financial help during COVID-19

Here, you'll be asked 7 to 10 questions, one at a time.

Then we'll show you a list of benefits that may help in your situation. It will also have links for more information.

Please answer the questions as an individual, not a household.

Own a business? Find support for your business.

/8
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For more informartion

CRA web addresses and phone numbers

Canada’s COVID-19 Economic Response
Plan

My Account

E-services

Q & A on CERB and Recov ery benefits

Q & A on CEWS

10% TWS n temporary-w - i
Repay CERB n r -cer

CRB, CRSB, CRCB + CEWS 1-833-966-2

CERB (El) 1-800-206-721

Individual enquiries (and to get forms) 1-800-959-8281

Business enquiries & TWS & CERS -800-959-
Apply CRB, CRSB, CRCB -800-959- or 1-800-959-
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https://www.cmhc-schl.gc.ca/en/finance-and-investing/covid19-cecra-small-business
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-individuals/account-individuals.html?utm_campaign=not-applicable&utm_medium=vanity-url&utm_source=canada-ca_my-cra-account
https://www.canada.ca/en/revenue-agency/services/e-services.html?utm_campaign=not-applicable&utm_medium=vanity-url&utm_source=canada-ca_cra-electronic-services
https://www.canada.ca/en/services/benefits/ei/cerb-application/questions.html#self-employed-independent-workers
https://www.cmhc-schl.gc.ca/en/finance-and-investing/covid19-cecra-small-business
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Are you interested in talking to a Liaison
Officere

To request a virfual one on one Visit,
register online af
canada.ca/cra-liaison-officer
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Questions
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Your feedback is important to us!

Please remember to complete our online survey at
canada.ca/liaison-officer-service-survey

” Thank you!


https://www.canada.ca/en/revenue-agency/programs/about-canada-revenue-agency-cra/compliance/liaison-officer-initiative-loi/liaison-officer-service-survey.html?utm_campaign=not-applicable&utm_medium=vanity-url&utm_source=canada-ca_liaison-officer-service-survey
https://www.canada.ca/en/revenue-agency/programs/about-canada-revenue-agency-cra/compliance/liaison-officer-initiative-loi/liaison-officer-service-survey.html?utm_campaign=not-applicable&utm_medium=vanity-url&utm_source=canada-ca_liaison-officer-service-survey

