


Important 

How to use this update 
As part of Revenue Canada’s ongoing efforts to save money and paper, we Will not be publishing 
an annual version of the tax guide Employers’ Guide to Payroll Deductions - Basic Information. 
Instead, we Will be sending you yearly updates with new information, and the latest technical and 
legislative changes. 

As a result, you Will have to keep the guide you already have for four years (1993 to 1997). 

As you Will notice by looking through this update, all the changes are presented in the same order 
and style as the original guide. Each chapter, page number, and paragraph in the update 
corresponds to chapters, page numbers, and paragraphs in the guide. In the update, each change is 
highlighted. 

TO allow you to keep your guide and updates together in a binder, we are producing these 
publications in a three-hole-punched format with a detachable spine. Just tear off the pages in the 
update for each chapter and include them with the corresponding chapter in the guide. 

TO update the information in your guide, make sure you: 
l note a11 major highlighted changes related to each chapter; 
l replace pages 9-1 and 9-2; and 
l replace the telephone listings on pages 9-8 and 9-9 witb the listing included in the update, 

If you have any questions about the changes or about your tax obligations, or if you would like a 
new copy of the guide, contact your local income tax office. 

Note 
We are also sending you the Employer guide - How to complete the Record of Employment. You 
cari find it on the reverse side of this update. 

Printed in Canada 
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Changes to Forms PD7A-RB and PD7A(TM) Changes to Forms PD7A-RB and PD7A(TM) 
We have changed forms PD7A-RB, Remittance Booklet and PD7A(TM), Remittance Form (Twice We have changed forms PD7A-RB, Remittance Booklet and PD7A(TM), Remittance Form (Twice 
monthZy) and you Will now have to include the following information: monthZy) and you Will now have to include the following information: 
l your account number; l your account number; 
l me total amount you are remitting (employer and employee portions); l me total amount you are remitting (employer and employee portions); 
l the date (YY MM DD) you paid your employees (if two paydays occurred within the same period, l the date (YY MM DD) you paid your employees (if two paydays occurred within the same period, 

indicate the later of the two pay days); indicate the later of the two pay days); 
l the gross payroll in the remitting period; and, l the gross payroll in the remitting period; and, 
l the number of employees in the latest pay period. l the number of employees in the latest pay period. 

Group Term Life Insurance Group Term Life Insurance 
Effective July 1, 1994, there is no longer an income @ exemption for the first $25,000 of coverage Effective July 1, 1994, there is no longer an income @ exemption for the first $25,000 of coverage 
under a group term life insurance policy. This change applies to both current and former employees who under a group term life insurance policy. This change applies to both current and former employees who 
receive group term life insurance benefits from their present or former employer. receive group term life insurance benefits from their present or former employer. 

Employers are reqüied to report this benefit for employees on a T4 and for former employees on a Employers are reqüied to report this benefit for employees on a T4 and for former employees on a 
T4A. The $500 reporting threshold for T~AS described in the Employers’ Guide tu Puyroll Deductions T4A. The $500 reporting threshold for T~AS described in the Employers’ Guide tu Puyroll Deductions 
Will not apply. Will not apply. 

The employee benefit is the total of the employer paid premiums for the followirig three items, as they The employee benefit is the total of the employer paid premiums for the followirig three items, as they 
wply: wply: 
l the employee’s ter-m insurance benefit; l the employee’s ter-m insurance benefit; 
l the employee’s prepaid insurance benefit; and l the employee’s prepaid insurance benefit; and 
l sales and excise taxes that apply to the employee’s insurance coverage, minus premiums and any l sales and excise taxes that apply to the employee’s insurance coverage, minus premiums and any 

sales and excise taxes the employee paid, either directly or through reimbursements to the employer. sales and excise taxes the employee paid, either directly or through reimbursements to the employer. 

The taxable benefit ,for Croup Term Life Insurance premiums paid by the employer or former employer The taxable benefit ,for Croup Term Life Insurance premiums paid by the employer or former employer 
is not subject to UI premiums. However, this benefit is subject to CPP contributions and income tax is not subject to UI premiums. However, this benefit is subject to CPP contributions and income tax 
deductions. deductions. 

An information update is available at your local income tax office. An information update is available at your local income tax office. 

Registered Plans Division telephone numbers Registered Plans Division telephone numbers 
In the original Employers’ Guide tu Payroll Deductions - Basic informution, the telephone numbers we In the original Employers’ Guide tu Payroll Deductions - Basic informution, the telephone numbers we 
listed in the “What’s new” section only relate to unregistered retirement plans or arrangements. For listed in the “What’s new” section only relate to unregistered retirement plans or arrangements. For 
payroll enquiries, see the new telephone listings in this update. payroll enquiries, see the new telephone listings in this update. 

Update 1994 



Page I-3 
Due dates for accelerated remitters 
Add the following sentence to the note of threshold 1: 
If the remittance day falls on a Saturday, Sunday, or holiday, your remittance is due on the next 
working day. 

Due dates for accelerated remitters 
Add the following paragraph to the note of threshold 2: 
l A prescribed person is as a person or partnership who acts on behalf of one or more employers, and 

bas an average monthly withholding amoum of $50,000 or greater in the second pmceding year. A 
prescribed person cari be assessed a penalty of either 10% or 20% for failure to remit at a Canadian 
financial institution. 

Penalties and Interest 
Replace the first and second sentences of the last paragraph with the following: 
We may apply a 20% penalty if the failure was made knowingly or under circumstances amounting to 
gross negligence. 

Page 1-4 
Under the paragraph following the top note add this heading: 
Recovering CPP contributions and UI premiums 
If you receive an assessment for fairmg to deduct CPP contributions or Ul pmmiums, you mayrecover 
the employee’s premiums and contributions from subsequent payments to the employee. The employer 
share is your responsibility. 

You cannot recover the amounts for pay periods that go back more than 12 months. 

TO recover the employee amounts, you cari deduct them from the future wages of those employees. The 
deductions cari be equal to, but not more than, the amount you should have deducted from each 
payment. See the following example. 
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Page 4-2 
Claim code E 
Replace the instructions with the following: 
If employees certify on their TDl form that their employment income for the year Will be less than the 
total tax credits claimed, do not deduct any tax. 

Page 4-3 
Reducing tax deductions at source 
Replace the second sentence of the lïrst paragraph with: 
TO make this request, employees have to Write to the Client Assistance Division at their income tax 
office. 

In the last paragraph of the same heading, add the following sentence: 
This tax office Ietter of authority is net required in situations when a court order requires that the 
alimony or maintenance payments be deducted at source from the employee’s salary. 

Page 4-4 
At the ton of this nage, renlace the example with the following: 
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Page 4-5 
Tax deductions from regular remuneration (TDl form) 
Replace the first bullet with the following: 
l Turn to the table for your pay period. For example, if you pay an employee once a month, see to the 

table “Tax Deductions Monthly” in Part D of the appropriate Payroll Deductions Tables. 

Page 4-6 
Don’t forget 
Replace the first heading with the following: 

1. TDl - Persona1 tax credit return 
Make sure you have a completed TDl form on file for each of your employees. Use claim code 1 
(or claim code 0 for non-resident employees) if an employee does not complete a TDI. You should 
deduct tax as if that person were single. 
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Page 6-5 
Additional processing information 
Change Health and Welfare Canada to Ihn%an Resources Development. 

Why do you have to report the correct social insurance number (SIN)? 
Replace the fïrst paragraph with the following: 
As mentioned in Chapter 1, you have to correctly report an employee’s SIN on the T4, T4A, and 
T4F Supplementary slips. An incorrect SIN cari affect an employee’s future CPP benefits if the correct 
Record of Eamings file is not updated. Also, if you report an incorrect SIN on a T4 that has a pension 
adjustment amount, the employee may mceive an inaccurate qmual RRSP contribution limit statement. 
In addition, the related information on the employee’s Notice of Assessment Will be inaccurate. 

Page 6-6 
Common reporting errors and how to avoid them 
Replace the second bullet with the following: 
l box 26, “Pensionable eamings”; and 

CPP contributions 
Replace the fïrst bullet of “Question 2” with the following: 
l started to calculate the contributions and pensionable eamings the first of the month after the month 

the employee tumed 18; or 

Replace the second sentence in “Question 3” with the following: 
If no, leave box 26, “Pensionable eamings” blank. 

Page 6-8 
Box 10 - Province of employment 
Add the following abbreviation at the end of the list: 
ZZ - Other 

Box 16 - Employee’s pension contributions (CPPKJPP) 
Replace the fïrst paragraph and the heading with the following: 
Box 16 and 17 1 Em&yee’s pension contributions (CPhQPP) 
Enter the amount you deducted from:the.,empIoyee for.,cont@.$ions to ,the Canada orQuebec Pension 
Plan. Make your entry under %&&?%” box 16 or “Quebec Plan” box 17,,de~nding on the 
province of’employment. Leave bath areas blank if the employee did not contrrbute’to either plan. ‘Do 
not report your share .of CPP contributions on the T4 Stipplementary. 

c 
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Page 6-10 
Box 26 - CPP pensionable earnings 
Replace ail the information with the following: 

Box 26 - Pensionable earn$ngs 
In most cases, you should leave this box blank. You will have to complete this box in situatious that, 
relate to the Canada Pension Plan and the Quebec Pension Plan. ‘. 

1) Canada Pension Plan 
Complete the box if you included any of the following types of kmuieration in box 14, 
“Employment income before deductions”: 
a) remuneration paid to the employee: 

l before and during the month the employee tumed 18; 
l after the month the employee tumed 70; 
l during the months the employee received a disability pension under the Canada or Quebec 

Pension Plan; or 
l after a retirement pension becomes payable under either the Canada or Quebec Pension Plan; 

b) remuneration paid to the employee while the employee was engaged in excepted employment 
(see “Amounts not subject to CPP contributions” in Chapter 2); 

c) amounts for a clergy member’s residence from which you did not deduct CPP contributions (if 
the clergy member gets a tax deduction for the residence, do not deduct CPP contributions); and 

d) remuneration paid to a Status Indian located on a reserve before an election was made to caver 
the employee under the Canada Pension Plan. Subtract any of the amounts in a) to d) from the 
amount in box 14. Enter the difference in box 26. Do not change the amount in box 14. 

Subtract any of the amounts in a) to d) from the amount in box 14. Enter the difference in box 26. Do 
not change the amount in box 14. 

If the situation described in a) applies, prorate the pensionable eamings for the period. For more 
information, see “When do you prorate the basic yearly exemption?” in Chapter 2. 

2) Quebec Pension, Plan 
Complete the box if, for Quebec employees, the pensionable eaming is greater than the employment 
eaming in box 14 “Employment income before deductions”. 

Page 6-11 
Box 28 - Exempt (CPP/QPP and UI) 
Replace the second paragraph with the following: 

Do not complete the “UI” part of this box if you entered an amount in box 18 or box 24. Enter an “x” 
under “UI” only if the eamings were exempt, or if they were not eligible for the entire reporting period 
of employment. 

Boxes 30 to 40 - Taxable allowances and benefits 
Replace tbe fïrst paragraph with the following: 

The instructions for boxes 30 to 40 briefly outline what you should enter in each box. Since some of 
these calculations need long explanations, we explain these benefits in greater detail in Chapters 1 and 2 
of the EmployerS Guide to Payroll Deductions - Taxable Benefits and Non-Resident Information. 
Where applicable, thé amounts shown in these boxes include a taxable goods and services tax (GST) 
component equal to 7% of the value of the benefit. The value of the benefit, for purpose of calculating 
the (GST) benefit, does not include provincial sales tax paid to purchase or provide the benefit. In 
addition, if the employer pays sales tax on a benefït, the sales tax is also treated as a taxable benefit to 
the employees. The amount of taxable benefits you report may be affected if the employee is: 

‘- 
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Page 642 
Box 38 - Stock option benefits 

i/ Replace the second paragraph with the following: 
In the box marked ‘Yootnotes,i’ enter the amount that the employee is entitled to deduct under 
paragraph 110(l)(d) or paragraph 1 lO(l)(d.l) of the Zncome Tux Act. This amount Will be different from 
the amount in box 38 because the deduction for the employee is one-quarter of the benefit that you 
include in box 38. The footnotes should read: 
“Stock option 1 lO( l)(d) $ ” 

or 
“Stock option 1 lO(l)(d.l) $ ” 

Box 40 - Other taxable allowances and benefits 
Add the following sentence before the note: 
If you ar~i’eporting a benefit fro& employer-provided group term life insurance, please enter in the box 
marked “Footnotes” “Gioup Term Life Insurance $J’ 

Page 6-15 
How to complete the T4A Supplementary 
Insert a second bullet at “You have to complete a T4A if:” 
l there is a Group Term Life Insurance taxable benefit for a former employee; or, 

‘v Page 6-19 
Box 28 - Other income 
Add the following income category 

l6, Any benefit (regardless of amount) in respect of employer-provided group term life instqautie where 
the benefit is conferred by a former employer or reported by another party on behalf of the 
employer or former employer. 

Box 38 - Footnotes and footnote codes 
Code explanation and use 

Replace code 13 with: 
13 Other footnotes or multiple footnotes. Use this code if you entered a written footnote that does not 

correspond to codes 02 to 12, 14 to 19, or if more than one code applies. 

Add this code: 
19 Group term life insurance benefit - Box 28 only 
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Page 9-I 

1+1 
Revenua canada Revenu Canada STATEMENT OF ACCOUNT PD7A(E) 
Cuatom., Excise and Taxation Aedse, Douanes et lmpbt RN.83 

1 
Aaounl n”mi,.r Employer nnnl 

Sblmls”lo‘acco”nl PI OI Amounl psid for l Ass4lwd amo”nl wmg Vo” ca” maka your pqmrntwhwe 
yo” bsnk orIo: 

TranrscUoru prmrwd Merthls date Fi, .nq”ihas con@cl: Taxation Centre 
will appwr on iha na4 rh*m*ni 

. IMPORTAM - SEE REVERSE l EXPLANATION OF CRAROES 

Indic&e ranitkmcc tifmmatioa in MS MB for yow records 
CPP wnWbYtions UI pnmlums Tax amidu*ions C”rr.nl wymsnt Or011 mmthly payroll NO. M smp,. - lilsi PlIea 

____--____-----_---_~--~~~~~---~~----~~-~~~~----------~~~----~~~~~~~~~~~~~. 

2 PD7A{E) Rw.83 
Accwnt numbsr Employer name 

PlBRRE GRAVELLE, QC 
DEPUTY MINISTER DEPARTMEW OF NATIONAL REVENUE, TAXATION 

____________________------------------------------------------------ 
31+1 FI-- hUW- RMITTARCE FORH FOR CURRENT SOURCE DEDUCTIONS PD7A(E) 

clnmls.ExdrmdT- rsa*Dc4mn*mpa Rev.93 
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Page 9-2 

STATEMENT OF ACCOUNT PD7AtTM)tE) 
Rw.93 

l IMPORTANT - SEE REVERSE l 

***~S*KI smowIt Wl”Q 

Amour1 

PU%RE GRAVELLE, QC 
DEPUTV MINISTER DEPARTMENT OF NATIONAL REVENUE, TAXATION 

___-----_---_~~~___-~~~-~~~~-~~~~~-~~~---~~~-~~~~~~~~-~~~---------~~ 
Rem* -  R-- 
CutrmEx~mdT- kdssDuu.¶nœm~ REMITTANCE FORH FOR CURRENT SOURCE DEDUCTIONS PDIA(TM)tE) 

RGv.93 

Total tax, C.P.P.. U.I. (smpluye3 and mptoyer 
rmtlionr) b3in3 nmittsd. 
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