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information retums 
You bave to file T4 Short, ‘i-4, T4A, and T4F information 
returns as applicable and give information slips to your 
employees, each year by the last day of February. 

An information return consists of two parts: 

n supplementary slips; and 

. the related summary form. 

A summary form alone is not an information return. 

When you send us copies of the supplementary slips, keep 
them three to a page - do not separate them. 

Information returns on magnetic 
media 
TO obtain copies of the self-mailing T4 Supplementary 
slips for 1998, send your order to the following address 
before the end of August 1998: 

Publishing Directorate 
RevenueCanada 
17th floor 
Albion Towers 
25 Nicholas Street 
Ottawa ON KIA DL5 

Regular remitter (1998) 
If you are a regular remitter, you bave to remit your 
deductions SO we receive them on or before the 15th day of 
the month following the month you made the deductions. 

Remit your payment to a Canadian financial institution or 
tax centre. 

Note 
If the 15th day of the month is a Saturday, Sunday, or 
holiday, your remittance is due on the next business day. 

Quarterly remitter (1998) 
If you are eligible for quarterly remitting, you bave to remit 
your deductions so we receive them on or before the 15th 
day of the month immediately following the end of each 
quarter. 

The quarters are: 

. January to Mach; 

n April to lune; 

n July to September; and 

n October to December. 

Remit your payment to a Canadian financial institution or 
tax centre. 

Note 
If the 15th day of the month is a Saturday, Sunday, or 
holiday, your remittance is due on the next business daj 

For more information, see “Quarterly remitter” in chapter 5 
or contact your tax services office. 

Accelerated remitter (1998) 
Threshold 1 
If your average monthly remittance in 1996 was equal to or 
more than $15,000 but less than $50,000, you bave to remit 
amounts you deduct or withhold from remuneration you 
psy by the following dates: 

n for remuneration paid before the 16th day of the month, 
by the 25th day of the same month; and 

. for remuneration paid after the 15th day of the month 
but before the first day of the following month, by the 
10th day of the following month. 

Note 
If your remittance due date is a Saturday, Sunday, or 
holiday, your remittance is due on the next business dal 

Threshold 1 employers cari make payments at a Canadian 
financial institution or tax centre. 

Threshold 2 
If your average monthly remittance in 1996 was $50,000 or 
more, you bave to remit amounts you deduct or withhold 
from remuneration you pay any time during the month by 
the third working day (net counting Saturdays, Sundays, o 
holidays) after the end of the following periods: 

. from the 1st through the 7th day of the month; 

. from the 8th through the 14th day of the month; 

. from the 15th through the ’21st day of the month; or 

. from the 22nd through the last day of the month. 

Threshold 2 employers bave to make payments at a 
Canadian financial institution. They cannot make 
payments at a tax services office or tax centre. 
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Problem Resolution Program 
Revenue Canada is always looking at ways ta make it 
casier for you ta file your information returns, deduct and 
send in your remittances, and resolve any problems you 
may bave. 

we deal with most of your payroll-related questions and 
concerns through regular channels. If you bave a problem, 
you ca* call, Write, or visit your tax services office. You ca* 
also Write or visit your tax centre. 

You cari find the telephone numbers for your tax services 
office listed under “Revenue Canada” in the Government of 
Canada section of the telephone book. As for the address of 
your tax centre, it is listed at the end of this guide. 

However, if, after this step, your problem is net resolved ta 
your satisfaction, you should get in touch with a l’roblem 
Resolution I’rogram co-ordinator. 

llY users 
If you bave a teletypewriter (TTY) attached ta your 
telephone, you cari cal1 our toll-free, bilingual enquiry 
service at l-800-665-0354 during regular heurs of service. 

Oder form 
If you want ta obtain other guides or publications, fornw, 
information circulars, or interpretation bulletins, please 

complete the order format the back of this guide. You cari 
cal1 or visit your tax services office. You ca* also visit your 
tax centre. 

Internet access 
You cari find many of Revenue Canada publications on the 
Internet at: http:/www.rc.gc.ca 

CancellatiorVreinstatement form 
TO save paper, we want ta reduce the number of guides we 
mail ta you. If you receive more than one copy of a guide 
because youhave more than one payroll deductions 
account, please complete the cancellation/reinstatement 
format the back of this guide. 

Your opinion counts! 
We review this guide each year. If you bave any comments 
or suggestions that would help us improve the information 
it contains, we would like ta hear from you. 

Please send your comments ta: 

Client Services Directorate 
RevenueCanada 
Room 8000 
400 Cumberland Street 
Ottawa ON KlA OL5 

Visually impaired persons cari get this publication in braille or 
large print, or on audio cassette or computer diskette. TO order, 
please cal1 l-800-267-1267 weekdays between 8:15 a.m. and 
5:00 p.m. (Eastern Time). 

This guide uses plain language ta explain the most common tax situations. If you need more help after you read this guide, 
please contact your Revenue Canada tax services office or tax centre. 

La version française de cette publication est intitulée Guide de l’employeur- Retenues sur In paie: Renseignements de base. 
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Tax changes announced in the 
federal bÜdget on February 18, 1997 
Form TDl , Persona/ Tax Credits Return 
Section 6 - Tuition fees and education amount 
The monthly amount you use to calculate the education 
credit is now $150 for 1997 and $200 for 1998. 

Registered education savings plan (RESP) 
Under proposed changes, starting in 1998, ii Will be 
possible to withdraw the income earned on contributions to 
a registered education swings plan (RESP). The promoter 
of the plan has to report this amount on a 
T4A Supplementary slip, and withhold a special tax at a 
rate of 20%. 

If the individu=1 withdraws the amount and asks the 
promoter to transfer it to the individual’s registered 
retirement swings plan (RRSP) or a spouse’s RRSP, the 
promoter does not bave to withhold tax on the amount 
transferred to the extent that the maximum RRSP 
deduction limits are sufficient. In such a case, the promoter 
and the individu=1 should complete Form T1171, Taw 
Withholding Waiuer on Accumulated Incorne Paymentsfrom 
RESPs. 

For more information, obtain the fact sheet called 
“Registered Education Savings Plans,” which Will be available 
in January 1998. 

This fall, we Will be providing additional information on 
RESI’s. 

New Hires Program 
l’he New Hires Program Will give small businesses relief 
from the employer share of Employment Insurance (EI) 
premiums to encourage job creation. 

The program is for small businesses that paid EI employer 
premiums of less than $60,000 in 1996, or started a business 
in 1997. 

Eligible small businesses cari get up to $10,000 in 
EI premium relief in each of the years 1997 and 1998. 

TO claim the amount of credit available to you, you bave to 
xxnplete Form RC89, Employer’s Application for a Refimd of 
Fmployment Insurance Premiums under the New Hires 
Drogram, which is included in the middle of this guide. File 
:bis form with your T4 or T4F information return. 

Note 
If you file on magnetic media, send Form RC89 to your 
tax centre. 

ro obtain additional copies of the form, contact your tax 
ervices office or tax centre. You cari also find the form on 
,he Internet at the following address: http://www.rc.gc.ca 

Quarterly remitting of payroll 
deductions for srntill ëmployers 

1 
Most employa currently bave to remit their payroll 
deductions each month. Quarterly remitting Will give smal 
employas the option of remitting these source deductions 
once every three months. 

TO qualify to remit quarterly, you bave to: 

. bave an average monthly withholding amount of less 
than $1,000 in either the first or the second preceding 
calendar year; 

. bave a Perfect compliance history for deductions, 
withholdings, and remittances on the employer and 
GST/HST accounts for the previous 12 months; and 

. bave no outstanding GST/HST returns or T4 information 
returns for the previous 12 months. 

You do net bave to apply to do this. If you are eligible, 
during the fa11 of 1997 we Will notify you by mail, that you 
bave the option to remit quarterly, and Will provide you 
with more information on quarterly remitting. However, if 
you meet the required conditions after that time, and you 
want to remit quarterly, contact your tax services office. 

The quarters are January to Ma*ch, April to June, July to 
September, and October to December. Remittances are due 
the 15th day of the month immediately following the end o 
each quarte. The first quarter for which quarterly remittin( 
Will apply is October 1 to December 31,1997, with 
remittances due the 15th day of the month of January 1998. 

Remit your payment to a Canadian financial institution or 
tax centre. 

Note 
If the 15th day of the month is a Saturday, Sunday, or 
holiday, your remittance is due on the next business day 

New employers 
If you are a new employer, you are eligible for quarterly 
remitting only after 12 months of business. At that time, if 
vou meet the conditions mentioned above and vou want to 
remit quarterly, contact your tax services office. 

For more information, sec “Quarterly remitter” in 
Chapter 5. 

Deducting Canada Pension 
Plan (CPP) contributions at 
2.925% for 1997 
Under proposed legislation, the CPP rate is increased to 
3.0% for 1997. 

However, for 1997, we asked a11 employers to continue 
deducting employee CPP contributions at the rate 
of 2.925% and to continue using the current Payroll 
Deductions Tables to determine CFP contributions. 
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TO compensate for the difference between the two CPP 
contribution rates, employees Will pay an amount when 
they file their 1997 income tax returns. As an employer, you 
Will pay your share when filing your 1997 T4 information 
return. We Will not charge you interest or penalties on the 
increased rate if you pay it when filing your information 
return, and you file your information+urn on time. 

The increased rate represents a maximum additional 
amount of about $24 for each employee and a 
corresponding amount for you. 

For information on how to complete the 1997 T4 Summary 
forms, sec the heading “T4 - Line 27 - Employer’s Cl’l’ 
contributions,” in Chapter 6 of this guide. 

Reducing tax deductions at source 
Changes bave been proposed to the Incorne Tax Regulations 
about certain amounts an employer withholds from 
remuneration paid to an employee, or pays to the 
employee. 

Under these changes, you cari deduct less income tax on the 
amount of remuneration you psy to the employee without 
having to obtain a letter of authority from a ta services 
office. For example, you cari do this when you withhold 
contributions to a retirement compensation arrangement, 
or alimony o* maintenance payments as a result of a 
document dated before May 1,1997, such as a garnishee or 
a similar order of a court which you received. 

Normally, if you paya retiring allowance to a resident of 
Canada, you bave to deduct income tax from any part you 
psy directly to the recipient. However, you do not bave to 
deduct income tax on the eligible amount of the allowance 
that you directly transfer to the recipient’s RPP or RRSP. 
You do not need to complete FormTU2, Tax Ut’duction 

Waiverfor a Direct Transfer ofan Eligible Retiring Allowance, 
or to obtain a letter of authority from a ta services office. 

Also, if you pay certain lump sum payments of Iess than 
$10,000, do not deduct income tax in respect of the part of 
the payment that you transfer to an RFI’ or RRSP. You do 
not need a letter of authority from a tax services office. 

For more information, sec “Reducing tax deductions at 
source” in Chapter 4. 

Non-taxable salary or wages paid to 
status Indians 
If you elected to provide CPP coverage to your employees, 
please note that we changed the way to complete 
T4 Supplementary slips for these employees. We now 
accept T4 Supplementary slips with only CPP or QPP 
contributions (boxes 16 and 17) and Pensionable Earnings 
(box 26). 

For more information, sec “How to complete the 
T4 Supplementary slip” in Chapter 8. 

The harmonized sales tax (HST) 
On April 1,1997, the provincial sales tax (PST) in three 
participating provinces, Newfoundland, Nova Scotia, and 
New Brunswick, was harmonized with goods and services 
ta @XT) to create HST. Please note that when we refer to 
the participating province of Newfoundland, this includes 
Labrador. HST applies to the same base of goods and 
services as GST at a rate of 15 %. Of this, 7 % represents the 
federal component and 8 % the provincial component of 
HST. For more information on HST, obtain the guide called 
General Information for GST/HST Registrants available ai any 
tax services office or tax centre. 

Year-end calculation of CPP 
contributions and El premiums 
For Canada Pension Plan (CPI’) purposes, earnings are not 
pensionable from the first dollar. Earnings become 
pensionable after they exceed an exempted amount that is 
based on the period of employment. 

of the T4 Supplementary slip. In this case, we would issue 
an unauthorized refund to the individu& 
-< . . . ,.<<.... ,a ,ne pensmnaD,e SerYIce Of mawK.luals wno recewe rerunas 
for apparent CPI’ overdeductions is adversely affected. This 
could affect their CPI’ income when they retire. In addition, 
employers who report such overdeductions receive a credit 
to which they are not entitled. We do net authorize this 

If used improperly, some payroll software programs, 
in-houx payroll programs, and bookkeeping methods cari 
calculate unauthorized refunds of CPP contributions for 
both employees and employers. Thése programs and 
methods treat a11 employment as if it were full-year 
employment, which incorrectly reduces both the 
employee’s and employer’s contributions. 

practice. 

The only year-end calculations of CPP contributions and 
EI premiums that we authorize are the ones we provide at 
the end of this guide. This calculation is also provided on 
pages 81 and 84 of the publicaiion Puyroll Deductic 
Formulas for Computer Programs, (EffectiveJanuary 1,1997). 

For example, when a part-time employee does not qualify 
for the full annual exemption, a program may indicate that 
the employer should report a CPI’ overdeduction in box 22 



Taxable benefits 
In January, we send the Employer~’ Guide to Payroll 
Deductions - Taxable Benefits to you if you provided taxable 
benefits or allowances to your employees in 1996. If you do 
not receive a copy and you are interested in receiving one, 
use the order form at the end of this guide, or contact your 
tax services office or tax centre. 

Disability benefits 
You should enter in box 16, “Pension or superannuation,” 
of the T4A Supplementary slip, the disability benefits paid 
in the form of a life annuity. 

However, disability benefits paid out of a superannuation 
or pension plan should be declared in box 28, “Other 
income,” of the T4A Supplementary slip. 

Employee benefit plan and Employee 
trust 
Payments out of an employez benefit plan and amounts 
that a trustee allocates for the taxation year to a person 
under an employee trust must be reported in box 14, 
“Employment income before deductions,” of the 
T4 Supplementary slip, and not in box 28, “Other income,” 
of the T4A Supplementary slip sine these amounts are 
employment income. 

Life Income Fund (HF) 
You should enter annuity payments from a life annuity 
bought from the proceeds of a life income fund (LIF) in 
box 24, “Annuities,” and not in box 28, “Other income,” of 
the T4A Supplementary slip. 

Non-resident employees who perform 
services in Canada 
Employees not resident in Canada who are in regular and 
continuous employment in Canada are subject to tax 
deductions in the same way as Canadian residents. For 
more information, sec Chapter 4 of this guide. 

If you pay a non-resident individual, partnership, or 
corporation for services rendered in Canada that they did 
net perform in the ordinary course of an office or 
employment, sec Information Circular 75-6, Required 
Withholdingfrom Amounts Paid to Non-Resident Persans 
Performing Services in Canada. 

Amounts subject to Part XIII of the home 
Tax Ad 
If you pay or credit an amount to a non-resident of Canada, 
such as interest, a dividend, rata1 income, a royalty, 
pension income, or other similar types of “passive” income, 
sec the guide called Non-Resident Withholding Ta. You cari 
get more information from Information Circula 77-16, 
Non-Resident Income Tax, and Information Circular 76-12, 
Applicable Rate of Part XIII on Amo~nts Paid or Credited to 
Persans in Treaty Countries, and its Special R&ase. 

Business Number (BN) 
The BN is a numbering system replacing the multiple 
numbers that businesses had to use to do business with the 
federal government. The BN is based on the simple 
principle-“one business, one number.” 

Al1 new businesses Will get a BN when they open any of the 
following business accounts with us: 

. corporate income tax; 

. import/export; 

n payroll deductions; and 

n goods and services tax /harmonized sales 
tax (GST/HST). 

The BN also includes registered charity accounts. 

Eventually, businesses Will be able to use their BN for other 
Revenue Canada accounts and other federal and provincial 
govermnent programs. 

Who should use this guide? 
You should use this guide if you are: 

. an employer; 

. a trustee; or 

. a payer of other amounts (e.g., fees for services rendered 
by residents or non-residents, commissions to 
self-employed agents, or pension or superannuation 
benefits). 

The instructions in this guide apply to employers. 
However, we also provide guidelines for estate executors 
(or liquidators), administrators, and corporate directors. 

For information on taxi and other drivers, and barbas and 
hairdressers, sec Chapter 8 of this guide. 

If you are self-employed and you would Iike information 
about your coverage under the Canada Pension Plan, sec 
the General Incorne Tax Guide, available from your Revenue 
Canada tax services office or tax centre. 

Note 
Throughout this guide, we give examples to illustrate 
information. The rates we use in the examples are net 
always current, and are only meant to show you how to 
apply this information. For current rates, sec the Puyroll 
Deductions Tables (T4032) we issue in January, and in July 
when required. 

Employer-employee relationships 
We generally consider you to be an employer if: 

. you pay salaries, wages (including advances), bonuses, 
vacation pay, or tips to your employees; or 

. you provide certain benefits, such as board and lodging, 
to your employees. 
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An employer-employee relationship exists if you are in a 
position to control and direct the person or people who 
perform the services. Although a written contract might 
indicate that an individual is self-employed, we may not 
consider the individual as such if there is evidence of an 
employer-employee relationship. 

You bave to examine th& written contract and working 
conditions to determine if an employer-employez 
relationship exists. If you bave any doubts whether an 
employee-employer relationship exists, you cari obtain a 
ruling from Revenue Collections at your tax services office. 
TO get a ruling, complete Form Cl’Tl, Request for a Ruling as 
to the Status of a Worker under the Canada Pension Plan or 
Employment Insurance Act, and send it to your tax services 
office; A worker cari get a ruling by completing Form Cl’T2, 
Request for a Ruling as to the Status of a Worker under the 
Canada Pension Plan or Employment Insurance Act, and 
sending it to his or her tax services office. 

A ruling for Canada Pension Plan purposes cari be 
requested no later than April30 of the year following the 
year in which the employment in question took place. 

A ruling for purposes of Employment Insurance Act cari be 
requested no later than June 30 of the year following the 
year in which the employment in question took place. 

What are your responsibilities as an 
employer? 
Your responsibilities are to: 

n deduct income ta, Canada Pension Plan (CPI’) 
contributions, and Employment Insurance (EI) premiums 
from amounts you pay to your employees; 

. remit these deductions along with your share of 
CPI’ contributions and EI premiums that you bave to pay 
throughout the year on your employees’ behalf; and 

a report the employee’s income and deductions on the 
appropriate information return (sec Chapter 6) by the 
end of February of the following calendar year. 

Note 
As an employer or payer, you hold payroll deductions in 
trust for the Receiver General. Therefore. vou bave to 
keep these amounts separate from the o$rating funds of 
your business. They must net be part of an estate in 
liquidation, assignment, receivership, or bankruptcy. 

Social insurance number GIN) 
As an employer, you bave to get the correct SIN from each 
employee. If the employez does not give you his or her SIN, 
you should be able to show that you made a reasonable 
effort to get it. For example, if you contact an employez by 
mail to ask for his or her SIN, be sure to record the date of 
your request and keep a copy of any correspondence that 
relates to it. We consider this to be a reasonable effort. If 
you do not make a reasonable effort to obtain a SIN, you 
may be subject to a penalty of $100 for each failure. 
Employees also bave to give you their SINs. If an employez 
does net do this, the employee may be subject to a penalty 
of $100 for each failure. 

As the employer, you bave to tel1 your employees how to 
obtain a SIN or how to replace a SIN tard. Tell them they 
should contact the local Human Resource Centre of Canada 
within 3 days of the day they start work and provide you 
with their new SIN once they receive it. 

Make sure you always use the correct name and number as 
shown on the employee’s SIN tard. When an employee has 
an interruption in earnings, you bave to record the correct 
SIN on a Record of Employment (ROE) for EI purposes (for 
details on the ROE, sec Chapter 3 of this guide). If you 
don’t, you could be fined Up to $2,000, imprisoned for up to 
six months, or both. 

If an employee refuses to give you his or ha SIN or to 
apply for one, you still bave to make deductions. 

For more information, sec Information Circula 82-2, Social 
Insurance Number Legislation that Relates to the Preparation of 
Information Slips. 

SIN beginning with the number “9” 
A person who is net a Canadian Citizen or a permanent 
resident of Canada and who applies for a SIN Will receive a 
SIN beginning with the number “9.” That person Will be 
authorized to work only for a particular employer, and 
must bave a valid employment authorization issued by 
Citizenship and Immigration Canada. 

If you hire a person whom you know is not a Canadian 
Citizen or a permanent resident, make sure that: 

. the person’s SIN begins with the number “9;” and 

. the person has an employment authorization which 
states that he or she Will work only for you. 

Under the Immigration Act, you cannot hire a person who is 
nota Canadian Citizen or who is net a permanent resident 
unless that person is authorized to work for you. If you do, 
you may be penalized under that act. 

What are the remittance due dates? 
New employers are considered to be regular remitters for 
the first two calendar years. Regular remitters bave to send 
in deductions SO we receive them on or before the 15th of 
the month following the month that the deductions are 
made. Payments cari be made at a Canadian financial 
institution~or tax centre. 

Accelerated remitters bave to send in deductions more than 
once a month. There are two groups (also called thresholds) 
of these employers. 

For more information on remitting deductions, sec 
Chapter 5 of this guide. 

Employer Visits Program 
We offer an on-site consultative service to provide any help 
you may need with payroll deductions. As part of this 
program, we cari visit you to help with any problems you 
may bave. If you would like more information about this 
service, contact your tax services office. 
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When should a trustee deduct, report, 
and remit deductions? 
In the event of an employer’s liquidation, assignment, or 
bankruptcy, the truste in bankruptcy is the agent of the 
bankrupt employer under the Canada Pension Plan and the 
Employment Insurance Act. 

If a bankrupt employer has deducted CPI’ contributions, 
EI premiums, or income tax from amounts employees 
received before the bankruptcy, and the employer has net 
remitted these amounts tous, the truste must hold the 
amounts in trust. These amounts are not part of the estate 
in bankruptcy, and they should be kept separate. 

If a trustee carries on the bankrupt employer’s business, the 
truste has to continue to deduct and remit the necessary 
CPI’ contributions, EI premiums, and income tax according 
to the bankrupt employer’s remittance schedule. 

Estate executors (or liquidators) and 
administrators 
Fees paid to executors (or liquidators) and administrators 
are either income from office or employment, or business 
income, depending on whether the executor or 
administrator acts in this capacity in the regular course of 
business. For more information about your obligations as 
an executor or administrator, sec “Amounts subject to 
CPI’ contributions” in Chapter 2, and “Employment by a 
trustee” in Chapter 8 of this guide. Interpretation Bulletin 
IT-377, Director’s, Executor’s and Juror’s Fees, also provides 
more information. 

Director’s liability 
If a corporation (including for-profit or non-profit 
corporations) fails to deduct, withhold, remit, or pay 
amounts held in trust for the Receiver General (CFP, EI, tax, 
GST/HST), the directors of the corporation at the time of 
the failure may be held personally liable along with the 
corporation to pay the amount due. This amount includes 
penalties and interest. 

However, if the directors take action to ensure the 
corporation makes the necessary deductions or remittances, 
we Will not hold the directors personally responsible. 

For more information, sec Information Circula 89-2, 
Director’s Liability - Section 227.1 of the Incorne Tax Act and 
Section 323 of the Excise Tu Act, available at your tax 
services office or tax centre. 

Penalties and interest 
Penalties - Failure to deduct or remit tax, 
CPP, and.El amounts 
We cari assess you.a penalty of 10% of the amount you 
should bave withheld the first time that: 

. we receive the withheld amounts past the due date; 

n you withhold the amounts, but do not remit them; 

. you fail to deduct the required amount of income tax; or 

. you fail to deduct CPI’ and EI amounts as required (if 
you fail to deduct, or if you underdeduct these amounts, 
we consider this as a failure to remit). 

If you are subject to a penalty for any of the above in a 
calendar year, and a later failure occurs in the same 
calendar year, we may apply a 20% penalty if the failure 
was made knowingly or under circumstances of gross 
negligence. 

We only apply the penalty for failing to remit on amounts 
that are more than $500. However, we may apply a penalty 
on amounts less than $500 when a person is required to 
remit deductions and knowingly, or under circumstances of 
gras negligence, delays remitting the deductions or remits 
an amount less than the required amount. 

Prescribed person 
A prescribed person is: 

. a person or partnership who remits amounts on behalf of 
one or more employers and whose total average monthly 
remittance is,$50,000 or more in the second preceding 
taxation year (Threshold 2); or 

. a11 other employas who remit an average monthly 
amount of $50,000 or more in the second preceding 
taxation year (Threshold 2). 

As a prescribed person, you bave to remit payments at a 
Canadian financial institution. You cannot remit payments 
at a tax services office or tax centre. We ca* assess you a 
penalty of either 10% or 20% of an outstanding amount for 
failing to remit at a Canadian financial institution. 

For information on Threshold 2, sec the section on 
accelerated remitters in Chapter 5. 

Note 
We expect you to deduct tax, CPI’, and EI amounts as 
required. If you fail to deduct or remit these amounts, 
you are liable for the full amount you should bave 
deducted from the employee’s remuneration, plus your 
share of CPI’ contiibutions and EI premiums that you 
should bave paid on ydur employee’s behalf. 

If you fail to comply with thiz above requirements, you may 
be prosecuted. You could be fined from $1,000 up 
to $25,000, or you could be fined and imprisoned for a term 
of up to 12 months. 

Penalties - Failure to file information returns 
Information returns are T4 Short, T4, T4A, and 
T4F Supplementary slips and.the related summary fans. 
You bave to file an information return and give information 
slips to your employees by the end of February of the 
following calendar year. If you fail to do this, the penalty 
for each failure is $25 a day, with a minimum penalty 
of 5100 and a maximum of $2,500. 

11 



Interest 
We cari charge interest from the day your payment is due. 
For due dates, see “When do you remit deductions?” in 
Chapter 5 of this guide. 

Waiving penalties and interest 
The fairness provisions of the Income Tax Act give us certain 
discretion to cancel or waive a11 or a portion of interest 
charges and penalties. This flexibility allows us to consider 
extraordinary circumstances that may bave prevented 
employers from fulfilling their obligations under the Incorne 
Tax Act, Employment Insurance Act, and Canada Pension 
Plan. For more information, see Information Cire&r 92-2, 
Guidelims for the Cancellation and Waiver of Interest and 
Penalties, available at any tax services office or tax centre. 

How do you appeal an assessment? 
If you receive an assessment for CPP contributions, 
EI premiums, or income tax deductions that you do net 
agree with, you have 90 days after the date of the 
assessment to appeal. However, before you file an appeal, 
you may want to contact your tax services office or tax 
centre to discuss the matter. This could salve your problem 
and save you the time and trouble of appealing. 

TO appeal the amount of income tax that we indicate you 
owe, you ca*: 

. file Form T4OOA, Objection; or 

4 write to the Chief of Appeals at your tax services office or 
tax centre. State the reasons why you do not agree with 
the assessment, and give a11 related fa&. 

TO appeal the CPP contributions or El premiums that we 
indicate you owe, you cari:: 

. file Form CPTlOO, Application for Determination of a 
Question or Appeal under the Canada Pension Plan or 
Employment Insurance Act (you bave to complete Part II of 
the form, and attach a copy of the Notice of Assessment); or 

. write to the Chief of Appeals at your tax services office. 
Attacha copy of the assessment, state the reasons why 
you do not agree with the assessment, and give a11 
related facts. 

How do you appeal CPP and El 
rulings? 
If you do not know whether you should deduct 
Ul’contributions or EI premiums, a tax services office cari 
issue a ruling to resolve the problem. Employas, 
employees, or representatives who do not agree with the 
ruling cari appeal it by: 

. filing Form CPTlOO, Application for Determination of a 
Question or Appeal under the Canada Pension Plan or 
Employment Insurance Act, on or before April30 of the 
year that follows the year to which the question relates 
for CPI?, and within 90 days after being notified of the 
ruling for EI (they bave to complete Part 1 of the form, 
and attacha copy of the ruling); or 

4 writing to the Chief of Appeals ai their tax services office. 
They have to Mach a copy of the ruling, state the reasons 
they do not agree with the ruling, and give a11 related 
fats. 

Confidentiality 
If you want to authorize a representative to discuss your 
tax matters, complete Form RC59, Business Consent Form, or 
send us a Mer of authorization. This speeds up the process 
of getting the information to your representative without 
delay. You cari obtain Form RC59 from your tax services 
office or tax centre. 

Payroll deductions tables 
OUI payroll deductions tables contain information to help 
you calculate the amount of income tax, CPI’ contributions, 
and EI premiums that you bave to deduct for your 
employees or for retired persans. 

The tables are available in the following versions: 

. Printed - Payroll Deductions Tables (T4032) and Payroll 
Deductions Supplementay Tables (T4008). You cari use 
these tables to calcul& your employees’ payroll 
deductions, especially if you don’t bave a computer. 

. Diskette - Tables ott Diskette (TOD) (T4143). This 
electronic version of the Payroll Deductions Tables (T4032) 
and Payroll Peductions Supplementary Tables (T4008) 
contains the information you need to calculate 
deductions from your employees’ pay for a11 pay periods, 
provinces, and territories. 

Note 
TOD (T4143) is available on the Internet (Web site: 
www.rc.gc.ca) and on the Electronic Document 
Distribution System (EDDS). For more information, sec 
the Puyroll Deductions Tables (T4032) or contact your ta 
services office or tax centre. 

n Electronic - Payroll Deductions Formulas for Computer 
Programs (T4127). If you bave a computer, you may want 
to use these formulas instead of the printed tables to 
calculate your employees’ payroll deductions. This 
publication contains formulas to calculate federal and 
provincial incarne tax amounts (except Quebec provincial 
ta), CPI contributions, and EI premiums. 

Note 
If the computer formulas you want to use are different 
from the ones in the Puyroll Deductions Formulas for 
Computer Programs, you bave to submit them to your tax 
services office or tax centre for approval. 

The Payroll Deductions Tables are available for each province 
and territory, and also for employees working outside 
Canada. 

You cari obtain the Puyroll Deductions Tables in any of the 
above versions at your tax services office or tax centre. 

Which provincial tax tables should you use? 
TO know which provincial tax tables to use, you bave to 
determine your employee’s province or territory of 
employment. This depends on whether or net you require 
your employee to report for work at your place of business. 
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If the employee reports for work at your place of business, 
the province or territory of employment is the province or 
territory where your business is located. TO withhold 
payroll deductions, use the ta tables for that province or 
territory of employment. 

Example 1 
Your head office is in Ontario, but you require your 
employee ta report ta your place of business in Manitoba. 
In this case, use the Manitoba Payroll Deductions Tables. 

Example 2 
Your employez lives in Quebec, but you require your 
employez ta report ta your place of business in 
New Brunswick. In this case, use the New Brunswick Puyroll 
Deductions Tables. 

If you do net require your employee ta report for work at 
your place of business, the employee’s province or territory 
of employment is the province or territory where your 
business is Iocated, and from where you pay your 
employee’s salary. 

Example 
Your employee does not bave ta report ta any of your 
places of business, but you pay the employee from your 
office in Quebec. In this case, use the Quebec Puyroll 
Deductions Tables. The employee is net subject ta 
CPP contributions, but could be subject ta Quebec Pension 
Plan (QPP) contributions. 

Employment in Quebec 
The Quebec provincial government administers its own 
provincial pension plan, the Quebec Pension Plan (QI%‘). 
Therefore, in this guide, replace CI?’ with QPP if one of the 
following situations applies: 

. the employee has ta report ta your place of business in 
Quebec; or 

n the employee does net bave ta report ta your place of 
business, but you pay the employee from your place of 
business in Quebec. 

For more information about QI’P, contact the minis@re du 
Revenu du Québec, 3800 Marly Street, Sainte-Foy QC 
ClX 4A5. 

What should you do if an employee 
leaves? 
We suggest that you calculate the employee’s earnings for 
the year ta date, and give the employee a T4 Supplementary 
slip. If no curent-year T4 Supplementary slip is available, 
use one from the previous year. Just cross out the year at 
the top and enter the current year. Keep Revenue Canada’s 
copy of the slip and include it with your T4 Summary when 
you file it by the last day of February of the following 

year. In addition, you bave ta prepare a Record of 
Employment for each former employee. For more 
information, see Chapter 3 of this guide. 

What should you do if you do not have 
any employees for a period of time? 
Complete l’art 3 of Form PD7A, Statement of Account for 
Cuvent Source Deductions, ta let your tax centre know when 
you expect deductions ta begin again. For more 
information, see Chapter 5 of this guide. 

What should you do if your busin& 
stops operating? 
Send a11 incarne tax deductions, CPI’ contributions, and 
EI premiums ta your tax centre within seven days of the 
day your business ends. For more information on how ta 
send in deductions, see Chapter 5 of this guide. 

Complete the necessary T4 Supplementary slips and 
T4 Summary and send them to your tax services office or 
tax centre within 30 days of the day your business ends. 
You bave ta calculate the pension adjustment (PA) that 
applies ta your former employees w-ho accrued benefits for 
the year under your registered pension plan (RPF) or 
deferred profit sharing plan (DPSP). If no curent-year 
T4 Supplementary slips or T4 Summary forms are available, 
use ones from the previous year. Just cross out the year at 
the top and enter the current year. Distribute copies of the 
T4 Supplementary slips ta your former employees. For 
more information on how ta complete a T4 Supplementary 
slip and T4 Summary form, see Chapter 6 of this guide. 

Prepare and give a Record of Employment ta each former 
employee. For more information, sec Chapter 3 of this 
guide. 

Keeping records 
Employas and payers who bave ta withhold or deduct 
taxes, CFP contributions, and EI premiums bave ta keep 
books and records of what they bave done. They mut also 
allow Revenue Canada officers ta verify these books and 
records on request. 

You bave ta keep books and records for ai least six years. 
However, if you want ta destroy them before the six-year 
period is over, complete Form T137, Request for Destruction 
of Books and Records, ta ask for permission ta do SO. You cari 
obtain this format your tax services office or tax centre. If 
you need more information, see Information Circular 78-10, 
Books and Records RetentionlDestruction. 

What happens if you change your 
business status? 
If you change your business statis, we consider you as a 
new employer. Therefore, you need ta use a new account 
number when you remit and report employee deductions. 
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The following are some examples of changes to business 
status: 

Example 1 
You are the sole proprietor of a business and you decide to 
incorporate. 

Example 2 
You and a partner own a business. Your partner laves the 
business and ~11s his half interest to you, making you Û 
sole proprietor. 

Example 3 
You and your partners own part of B business. The group 
decides to incorporate. 

If you are unsure whether or not your status has changed, 
contact your tax services office or tax centre. 

Under what conditions do you deduct 
CPP’contributions? 
You bave to deduct CPPcontributions from an employee’s 
remuneration if that employee: 

. is 18 or older, but younger than 70; 

. is in pensionable employment during the year; and 

n does not receive a CPI’ or Quebec Pension Plan (QPP) 
retirement or disability pension. 

Note 
For information on the QPP, see the Guide for Employer~ 
which you cari get from the ministère du Revenu du 
Québec. 

Amounts subject to CPP contributions 
You generally bave to deduct CPP contributions from the 
following amounts and benefits: 

. salary, wages, or other remuneration, commissions, 
bonuses, and the value of me& and lodging (other than 
an exempt allowance paid to an employee at a special 
work site or remote work location); 

. certain rat-free and low-rent housing, interest-free and 
low-interest loans, group term life insurance premiums, 
persona1 use of an automobile that an employer owns or 
leases, holiday trips, subsidized me&, and certain gifts, 
.prizes, and awards; 

n honorariums from employment or office, a share of profit 
that an employer paid, incentive payments, director’s fee, 
fees paid to board or committee members, and executor’s 
(liquidators) or administrator’s fees earned to administer 
an estate (as long as the executor or administrator does 
net act in this capacity in the regular course of business); 

n certain tips and gratuit& received for services 
performed (for more information, see Interpretation 
Bulletin CPI, Canada Pension Plan - Tips and Gratuities); 

. remuneration received while retired, on vacation, 
furlough, sabbatical, or sick lave, or for lest-time pay 
from a union, vacation pay, payments received under a 
supplementary unemployment benefit (SUB) plan which 
does not qualify as a SUB plan under the Incorne Tax Act, 
and payments for sick-lave credits; 

. wage-loss benefits that an employee receives from a 
wage-loss replacement plan (these benefits may or may 
not be subject to CPI’ contributions-for more 
information, see Chapter 7 of this guide); 

. benefits derived from stock option plans; and 

n workers’ compensation payments you make to an 
employee for an injury. Deduct CFP from the amount 
that is more than the following: 

- the maximum dollar amount the Workers’ 
Compensation Board (WCB) pays, known as a top-up 
amount; or 

- the equivalent amount that the WCB would otherwise 
pay if you are a self-insured employer. For more 
information, sec Chapter 7 of this guide. 

Note 
If you pay any of these amounts to a former employee 
and you bave to deduct CPI’ contributions, use the rate 
in effect when you make the payment. 

Types of employment and amounts 
not subject to CPP contributions 
There are some types of employment, benefits, and 
payments from which you do not bave to deduct 
CPI’ contributions. 

Types of excluded employment 
Do not deduct CPPcontributions from payments for these 
types of employment: 

= employment by an employer in agriculture, an 
agricultural enterprise, horticulture, fishing, hunting, 
trapping, forestry, logging, lumbering, unless: 

- you paid a worker $250 or more in a year; and 

- you Will be paying the worker cash remuneration 
for 25 or more working days’ in a calendar 
year-the 25 or more days do not bave to be 
consecutive; 

. casual employment, if it is for a purpose other than your 
usual trade or business; 

. employment as a teacher on exchange from a fore@ 
country; 

I When the employee works 25 days or more, the empioyment is 
pensionable back to the firît day of work 
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n employment of a spouse, if you cannot deduct the 
remuneration paid as an expense under the 
Incorne Tax Act; 

n employment of your Child or a persan that you maintain 
if no cash remuneration is paid; 

. employment of a persan you do net regularly employ, if 
that persan helps you in a rescue operation or in 
reducing the effects of a disaster; 

. employment of a persan in connection with a circus, fair, 
parade, carnival, exposition, exhibition, or other similar 
activity, except for entertainers, if that persan: 

- is net your regular employez; and 

- works for less than seven days’ in the year; 

. employment by a govermnent body as a census taker or 
election worker, if that persan: 

- is nota regular employee of the government body; and 

- work.s for less than 25 days2 in a calendar year; and 

. employment of a member of a religious order who has 
taken a vow of perpetual poverty. This applies whether 
the remuneration is paid directly ta the order, or the 
member pays the order. 

Types of excluded benefits and payments 
Do not deduct CPI’ contributions from: 

. pension payments, lump-sum payments from a pension 
plan, death benefits, amounts that a truste allocated 
under a profit-sharing plan or that a truste paid under a 
deferred profit sharing plan, benefits received under a 
supplementary unemployment benefit (SUB) plan that 
qualifies as a SUB plan under the Incorne Tu Ad, and 
retiring allowances or severance payments received upon 
or after retirement ta recognize long service, or for loss of 
office or employment; 

. wage-loss benefits that an employee receives from a 
wage-loss replacement plan (these benefits may or may 
not be subject ta CPPcontributions; for more 
information, sec Chapter 7 of this guide); 

v payments you make after an employez dies, except for 
amounts the employee earned or was owed before the 
date of death; 

. workers’ compensation payments, if you pay your 
employee: 

- an advance equivalent ta a WCB award for an injury 
while the WCB claim is in progress; or 

- an amount equivalent ta a WCB award as a 
self-insured employer (for information on situations 
when CFP contributions are required, sec “Amounts 
subject ta CPI’ contributions” discussed earlier in this 
chapter-for more information on WCB awards, sec 
Chapter 7 of this guide); and 

n benefits for the residence of clergy members, if the clergy 
members receive a tax deduction for their residence. 

How do you deduct CPP 
contributions? 
Bath you and your employees bave ta make CPP 
contributions. You bave ta deduct CFP contributions from 
the amounts you pay your employees. In addition, as an 
employer, you bave ta contribute the same amount that 
you deduct from your employees’ remuneration. 

Example 
CFP contributions you deducted 

from your employees in the month $140.40 
Your share of Cl’l’ contributions . . . . . . . . . . . . . . . . . . . . . . . $140.40 
Total amount you send in for Cl’l’contributions....... $?J&&! 

Note 
When you calculate the contributions that you bave ta 
deduct from your employees, you should not consider 
any contributions that a former employer or any other 
employer has deducted in the same year. 

Any overpayments Will be refunded ta the employees 
when they file their incarne tax returns. Employas are 
not entitled ta a refund. 

You may bave places of business in Quebec and in another 
province. If you transfer an employez from Quebec ta 
another province, you cari take into account the QPP 
contributions you deducted from that employez throughout 
the year. The total contributions ta bath plans cannot be 
more than the maximum contribution for the year. In such a 
case, you bave ta prepare two T4 Supplementary slips: 

. one showing the QPP deducted and the remuneration 
the employez earned in Quebec; and 

n the other showing the CPI’ deducted and the 
remuneration the employez earned in the other province. 

Employees’ contributions 
You deduct employees’ CFP contributions from salary, 
wages, or other remuneration. This includes any taxable 
benefits you pay or provide. Each year, we determine: 

. a maximum amount of pensionable earnings from which 
you deduct CPI’ (for 1997, it was $35,800); 

n a basic yearly exemption, which is a base amount from 
which you do net deduct,CPP contributions (for 1997, it 
was!$3,500); and 

. a rate you use ta calculate the amount ta deduct from 
your employees (for 1997, it was 2.925%). 

1 When the employee works seven days or more, the employment is 
pensionable back to the fint day of work. 

2 When the employee warks 25 days or more, the employment is 
pensiomble back to the first day of work 
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Note 

Under proposed legislation, the CPP rate is increased to 
3.0% for 1997. 

However, for 1997, we asked a11 employers to continue 
deducting employee CPP contributions at the rate 
of 2.925% and to continue using the current Payroll 
Deductions Tables to determine CPl’ contributions. 

TO compensate for the difference between the two CFP 
contribution rates, employees Will pay an amount when 
they file their 1997 income tax returns. As an employer, 
yo” Will pay your share when filing your 
1997 T4 information return. VIe Will not charge yo” 
interest or penalties on the increased rate if yo” pay it 
when filing your information return and yo” file your 
information return on time. 

The increased rate represents a maximum additional 
amount of about $24 for each employee and a 
corresponding amount for yo”. 

The pensionable and insurable earnings review @‘IER) 
has ben modified not to identify this as a discrepancy 
for 1997. 

For information on how to complete the 1997 
T4 Summary forms, sec the heading “T4 - Line 27 - 
Employer’s Cl’l’contributions”, in Chapter 6 of this 
guide. 

Methods for deducting CPP 
contributions 
You cari determine the CPP contributions you bave to 
deduct by using either of the following two methods: 

. the table method; or 

. the manual calculation method. 

Table method 
Use the Puyroll Deductions Tables (T4032) for the current tax 
year to determine the amount yo” should deduct from your 
employees’ remuneration. You Will find the CPP tables in 
Part B of that publication. The amounts indicated in the 
tables already include the basic yearly exemption. Use the 
tables in the following way: 

n Find the page that corresponds to your pay period. For 
example, if yo” pay the employee weekly, go to the 
“Weekly (52 pay periodsl” table. 

. Look down the “Pay” #unn for the bracket that 
includes the employee’s gross pay (this includes any 
taxable benefits). 

. Beside this amount, you Will find a corresponding 
amount in the “CPP” column. This is the amount of 
contributions to withhold from the employee’s psy. As 
an employer, yo” bave to pay the same amount as your 
employez 

Note 
The Puyroll Deductions Tables (T4032) include the amount 
of CPI’ contributions, EI premiums, and income tax to 
deduct for weekly, bi-weekly, semi-monthly, and 

monthly pay periods. Use the Puyroll Deductions 
Supplementay Tables (T4008) if yo” bave 10,13, or 22 pay 
periods. When there is a year with an additional pay 
period (53 or 27), you must “se the manual method (sec 
bel& to determine the CFP contributions. Tables on 
Disk& (TOD), which is an electronic version of the 
Puyroll Deductions Tables and the Payroll Deductions 
Supplementary Tables, contains the information you need 
to calculate deductions from your employee’s pay for a11 
pay periods. 

Manual calculation method 
TO “se the manual calculation method, follow these steps: 

Step 1: Calculate the basic pay-period exemption that 
applies. TO do this, divide the basic yearly 
exemption (for 1997, it was 53,500) by the number 
of pay periods in the year. 

Step 2: Subtract the result of Step 1 from the employee’s 
gross pay for each pay period. 

Step 3: Multiply the result of Step 2 by the current year’s 
CFP contribution rate. Make sure yo” do not 
exceed the maximum for the year. The result is the 
amount of contributions yo” should withhold from 
the employee. As an employer, yo” bave to pay the 
same amount as your employee. 

Example 
Weekly salary . . . . . .._..................................................... $500.00 
Taxable benefit __...,.,_......,.............................................. $5o.o0 
Total ..<.............................................................. w 

Step 1: $3,500 + 52 = $67.30 (do not round off) 

Step 2: $550 - 567.30= $482.70 

Step 3: $482.70 x 2.925% = 514.12 

In this case, you would bave to send in CPP contributions of: 
Employee’s contribution _.__,_.,_.,_,._.._.......,...................... $14.12 
Employer’s contribution . . . . . . . . . . . . . . . . . . . . . . . . . . $14.12 
Total ._._.._..........<................................................................ $m 

Prorating the maximum contribution 
for the year 
When to prorate 
You Will bave to prorate the maximum contribution for the 
year when: 

n an employee turns 18 in the year (use the number of 
months after the month the employee turns 18); 

. an employee turns 70 in the year (use the number of 
months “p to and including the month the employez 
turns 70); 

m a retirement pension is payable to an employee under the 
CPP or the QPP (use the number of months before the 
month the pension is payable - for more information, sec 
“Employees who are between 60 and 70 years old,” later 
in this chapter); 
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. a person is considered to be disabled under the CPP or 
the QPP (use the number of months up to and including 
the month the person was considered to be disabled and 
the number of months following the month the person 
ceased to be disabled); and 

n an employee dies in the year (use the number of months 
up to and including the month of death). 

How to prorate 
TO prorate the maximum contribution for the year, follow 
these steps: 

Step 1: Deduct the year’s basic exemption (53,500 for 1997) 
from the year’s maximum pensionable earnings 
($35,800 for 1997). 

Step 2: Multiply the result of Step 1 by the nurnber of 
pensionable months. 

Step 3: Divide the result of Step 2 by 12 (months). 

Step 4: Multiply the result of Step 3 by the CFP rate that 
applies for the year (2.925% for 1997). 

Example 1 
Brent turned 18 on May 15,1997. He receives 52,000 a 
month ($24,000 a year). This amount is las than the 
maximum pensionable earnings (535,800) that are subject to 
Cl’l’ contributions. 

January to May 1997: 
No Cl? contributions 

June to December 1997: 
. Psy period: monthly 

. Earnings: $2,000 

. Basic yearly CPI’ exemption: $3,500 

. l’rorate basic yearly exemption per month: 
53,500 + 12 = $291.66 (do not round off) 

. Monthly deduction: 52,000 - 5291.66 = 51,708.34; 
51,708.34 x 2.925% = 549.97 

Maximum contribution for 1997: 
7/12 ($35,800- 53,500) x 2.925% =5551.12 

Brent’s Cl?’ contributions for 1997 should not be more 
than 5551.12. 

Example 2 
Maria turned 70 on February 15,1997. She receives 5800 per 
week ($41,600 per year). This amount is more than the 
maximum pensionable earnings ($35,800) that are subject to 
Cl’l’ contributions. 

January to February 1997: 
. Pay period: weekly 

n Earnings: 5800 

n Basic yearly Cl’l’ exemption: 53,500 

n Prorate basic exemption peti week: 53,500 + 52 = 567.30 
(do not round off) 

n Weekly deduction: 5800 - $67.30 = 5732.70; 
5732.70 x 2.925% = 521.43 

March to December 1997: 
No CPP contributions 

Maximum contribution for 1997: 
2/12 ($35,800-53,500) x 2.925% = 5157.46 

Maria’s CPP contributions for 1997 should not be more 
than 5157.46. Her employer should not deduct more than 
this amount. 

Commissions paid at irregular intervals 
If an employee always works for a commission and is paid 
only after selling something (which does not occur 
regularly), you bave to prorate the maximum contribution 
for each day of work. 

Example 
Sylvie, your employee, always works on commission. You 
pay her only when she sells something. However, this does 
not occur regularly. On June 3,1997, you paid her an 5800 
commission. The last time you paid ha a commission was 
Mach 20,1997. There are 74 days between these two 
payments. 

Calcul& the required contribution for 1997 as follows: 

. Prorate the basic annual exemption: 
74 + 365 (days) x 53,500 = $709.59 

. You bave to deduct CPP contributions of: 
($EOO-$709.59) = 590.41;$90.41 x 2.925% = $2.64 

. The amount you bave to send in is: 
Employee’s contribution . . . . . . . . . . . . . . . . . . . . . . . . . . . . 52.64 
Employer’s contribution $2.64 
Total . . . . . . . . ..<............................................................... $L28 

Employees who are between 60 and 
70 years old 
These employees cari apply to receive a CPP retirement 
pension. You bave to deduct CPP contributions from their 
remuneration until the end of the month before the month 
that the pension becomes payable. 

Human Resources Development Canada sends an award 
letter to employees who get a pension. The letter indicates 
the date the pension becomes pêyable. An employee has to 
show you this letter to prove that contributions are no 
longer required. 

An employee may work after the age of 60 and not apply 
for a Cl?’ retirement pension. As a result, you bave to 
deduct contributions until the end of the month: 

. before the employee receives the retirement pension; or 

. in which the employee turns 70; 

whichever occurs first. 

For more information on eh@bdlty for a CPP retirement 
pension, contact Human Resources Development Canada. 
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CPP overpayment 
If you bave overdeducted CPI’ contributions from your 
employee and you cannot refund the overpayment, show 
the full deduction and the adjusted pensionable earnings 
on the T4 Supplementary slip. If you cannot recover your 
share of the contributions from any future payment for that 
year, you cari ask for a refund by completing Form PD24, 
Statement of Overpayment and Application for Refmd - 
Employer’s Contributions Under the Canada Pension Plan 
and/or Premiums Under the Employment Insurance Act. Your 
request must be made no later than four years from the end 
of the year in which the overpayment occurred. You cari 
obtain Form PD24 and any information you need from your 
tax services office or tax centre. 

Recovering CPP contributions 
If you receive an assessment for failing to deduct CPI’ 
contributions, we Will send you a notice asking you to pay 
the contributions. You cari recover the employee’s 
contributions from later payments to the employee. 

The deductions cari be equal to, but net more than, the 
amount you should bave deducted from each payment. 

However, you cannot recover a contribution amount that 
bas been outstanding for more than 12 months. 

The employer’s share is your responsibility. 

If you should bave made a deduction in a previous year, 
and you recover it through a deduction in the current year, 
do not report the recovered amount on the current year’s 
T4 Supplementary slip. Instead, amend the previous yeais T4. 

The recovered amount does net affect the current 
year-to-date CPI’ contributions. 

Example 
a) You did net deduct or remit CPI’ contributions that 

should bave been deducted as follows: 
Month CPP 
September 1997 $3.40 
October 1997 $3.40 
November 1997 $4.10 
December 1997 -$$& 
Total 

b) After auditing the records, we issue a Notice of 
Assessment as follows: 

Employee Employer Total 

CPI contributions $15.60 515.60 531.20’ 

1 plus penalties and interest 

c) You cm recover $15.60 for CPI’ from the employee as 
follows: 

Current Employer’s 
deduction recovery 

January 1998 $4.70 $3.40 (for September 1997) 

February 1998 $4.70 53.40 (for October 1997) 

March 1998 55.10 $4.10 (for November 1997) 

Aprill998 55.10 $4.70 (for December 1997) 

Total $15.60 

CPP coverage by foreign employers 
If you are a foreign employer who does not bave a place of 
business in Canada, you cari apply to bave employment 
that you provide in Canada covered under the CPI’. This 
coverage is optional. Even if your country does net bave a 
social security agreement with Canada, you cari apply for 
coverage by completing Form CpT13, Application for 
Coverage of Employment in Canada under the Canada Pension 
Plan by an Employer Resident Outside Canada. 

You cari get more information on extended coverage from a 
CPI’/EI rulings office* at any of our tax services offices. 

International agreements with foreign 
governments 
Canada has reciprocal social security agreements with other 
countries. These agreements ensure that only one plan 
covers an empI*yee-CPP or a foreign social security plan. 
If you would like information about the agreement between 
Canada and the United States, get Information 
Circular 846, Canada-United Stntes Social Security Agreement, 
from any of ou* tax services offices or tax centres. 

Canada bas agreements with the following countries: 

Cou*@ 

Antigua and 
Barbuda 

Australia 
Austria 
Barbados 
Belgium 
Cyprus 
Denmark 
Dominica 
Finland 
France 
Germany 
Greece 
Guernsey 
Iceland 
Ireland 
1ta1y 
Jamaica 
Jersey 
Luxembourg 
Malta 
Mexico 
Netherlands 
New Zealand 
Norway 
Philippines 
Portugal 
St. Kitts & Nevis 
Saint Lucia 
Spain 
Sweden 
Switzerland 
United States 

Date in force 

January 1,1994 
September 1,1989 
November 1,1987 
January 1,1986 
January 1,1987 
May 1,199l 
January 1,1986 
January 1,1989 
February 1,1988 
March 1,1981 
April 1,1988 
May 1,1983 
January 1,1994 
October 1,1989 
January 1,1992 
January 1,1979 
January 1,1984 
January 1,1994 
April 1, 1990 
Mach 1,1992 
May 1,1996 
October 1,199O 
May 1,1997 
January 1,1987 
March 1, i997 
May 1,198l 
January 1,1994 
January 1,1988 
January 1,1988 
January 1,1986 
October 1,1995 
August 1,1984 

CPT form 
number 

none 
none 
112 
none 
121 
none 
nom 
none 
128 
52/53 
130 
54 
none 
nom 
nom 
51 
nom 
none 
none 
none 
none 
nom 
none 
127 
nom 
55 
none 
nom 
125 
129 
none 
56 

You cari obtain application forms for coverage or extension 
of coverage under the CPI’ from any of our tax services 
offices or tax centres. 
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You cari obtain application forms for coverage or extension 
of coverage under the CPI from any of ouï tax services 
offices or tax centres. 

Note 
If you bave questions about coverage under the Quebec 
Pension Plan in other countries. contact the Direction de 
l’administration des ententes dé s&urité sociale du RRQ, 
6th floor, 355 Sainte-Catherine Street West, 
Montréal QC H3B lA4. 

Y ou bave to withhold Employment Insurance (EI) 
premmms from each dollar of insurable earnings up to 

the yearly maximum. Once you bave deducted the 
maximum for the year, you should net deduct any more 
premiums. For 1997, the annual maximum is $39,000. 

What is insurable employment? 
You and your employee bave to pay EI premiums on 
remuneration from insurable employment. Insurable 
employment includes most employment in Canada under a 
contract of service (employee-employer relationship). 
There is no age limit for deducting EI premiums. Some 
employment outside Canada is also insurable (sec 
Chapter 8). 

Certain workers who are not employees might be 
considered to be in insurable employment. Examples of 
such workers are taxi and other passenger-vehicle drivers, 
barbas and hairdressers, and fishermen. For more 
information, sec Chapter 8 of this guide. 

Which amounts are insurable? 
Most earnings you pay in cash or partly in kind are 
insurable. Although, the unpaid portion of any earnings 
from insurable employment which you did not pay because 
of your bankruptcy, receivership, impending receiversbip, 
or non-payment of remuneration for which the employee 
has filed a complaint with the provincial labour authorities 
is also insurable, do not report the amount in box 24 “EI 
insurable earnings,” of the T4 Supplementary slip. 

For information about Workers’ Compensation Board 
award payments, sec Chapter 7 of this guide. 

Wage-loss benefits that an employee receives from a 
wage-loss replacement plan may or may net be subject to 
EI premiums. For more information, sec Chapter 7 of this 
guide. 

Which employment and payments are 
not subject to El premiums? 
Some types of employment are not included in insurable 
employment. Also, some types of payments are not subject 
to EI premiums. 

Types of employment for which you do not 
deduct El premiums 
Even if there is a contract of service, employment is not 
insurable and is net subject to EI premiums in the 
following situations: 

n casual employment, if it is net for your usual trade or 
business; 

. employment when you and your employee do not deal 
with each other at arm’s length. Tbis includes individu& 
connected by blood relationship, mariage, or adoption. 
However, an employee who does not dal with you at 
arm’s length cari be in insurable employment if you 
would bave negotiated a similar contract with a person 
that you deal with at arm’s length. This decision is based 
on the terms and conditions of employment, and the 
remuneration paid for the work done. 

Note 
The definition of spouse in the Incorne Tax Act includes a 
common-law spouse. 

. when a corporation employs a person who controls more 
than 40% of the corporation’s voting shares; 

. employment that is an exchange of work or services; 

. employment by an employer in agriculture, in an 
‘agncultur+ enterprise, or in horticulture, when: 

- the person receives no cash remuneration; or 

- works less than seven days’ with the same employer 
during the yelr; 

. employment of a person connected with a ciras, fair, 
parade, carnival, exposition, exhibition, or other similar 
activity, except for entertainers, if that person: 

- is not your regular employee; and 

- works for less than seven days’ in the year; 

. employment of a person in a rescue operation, as long as 
you do net regularly employ that person for that 
purpose; 

. when a government employs a person as a census taker 
or election worker, if that person: 

- is not the government body’s regular employee; and 

- works for less than 25 days2; 

. employment in Canada under an exchange program, if 
the employer paying the remuneration is net resident in 
Canada: 

’ If the emplo 
hsurable mm the first day o Y 

ee wàrks seven da 
Y 

s or more, the employment is 
work. 

2 If the employee works 25 days or more, the employment is 
insurable fram the first day of work. 
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n employment of a member of a religious order who has 
taken a vow of poverty (this applies whether the 
remuneration is paid directly to the order, or the member 
pays it to the order); 

. any employment when premiums bave to be paid 
according to the unemployment insurance laws of any 
siate of the United States, ihe District of Columbia, 
Puerto Rico, or the Virgin Islands, or according to the 
Railroad Unenrployment Insurance Act of the United States; 

n employment in Canada of a non-resident person, if the 
unemployment insurance laws of any foreign country 
require someone to pay premiums for that employment; 

m employment in Canada by a fore@ government or an 
international organization, except when the foreign 
government or international organization agrees to caver 
its Canadian employees under Canada’s EI legislation (in 
this case, the employment is incurable if Human 
Resources Development Canada agrees); and 

. employment under the Self-employment assistance and Job 
creation partnerships employment benefits established by 
the Canada Employment and Immigration Commission 
under section 59 of the Employment Insurance Act, or 
under a similar benefit that a provincial govermnent or 
other organization provides and is the subject of an 
agreement under section 63 of the Employment Insurance 
Act. 

Types of payments for which you do not 
deduct El premiums 
Do net deduct EI premiums from the following types of 
payments: 

. a supplementary unemployment benefit (SUE) payment, 
except for other types of benefits paid under a SUB, such 
as short-week benefits; 

. any benefit in kind, except the value of board and 
lodging enjoyed in a period if you pay cash for the pay 
period; 

Note 
“Pay period” means the period for which you pay 
earnings or other remuneration to an employee 
employed in insurable employment. 

. a retiring allowance (for information on the make-up of 
a retiring allowance, sec Chapter 7); 

. a supplement for any part of an unemployment 
insurance maternity or parental-benefit period; 

. a worker’s compensation supplement paid by the 
employer (sec Chapter 8); 

. top-ups to wage loss replacement plans that are net 
subject to EI premiums according to the information 
found in Chapter 7 of this guide. 

El premiums 
Both you and your employee bave to pay EI premiums on 
insurable earnings. 

You bave to deduct and remit the employee’s premiums, 
and pay and remit the employer’s premiums. 
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You bave to withhold EI premiums only until the annual 
maximum is reached. For the years 1997 to 2000, the annual 
maximum Will be $39,000. You cari find the employee’s rate 
in the 1998 Puyroll Deductions Tables. Your premiums are 1.4 
times the amount of the employee’s premiums. 

The annual maximum for insurable earnings applies to 
each job the employee holds with different employers. If an 
employee leaves one employer during the year to start 
work with another employer, thhe new employer also has to 
deduct EI premiums without taking into account what was 
paid by the previous employer. This is the case even if the 
employez bas paid the maximum premium amount during 
the previous employment. 

We Will refund any overpayments to employees when they 
file their persona1 income tax returns. Employer~ are net 
entitled to a refund. 

If you bave a wage-loss replacement plan, you cm ask for 
a reduction in your premiums. 

How cari you reduce the rate of your 
El premiums? 
Some employas bave employees covered by a wage-loss 
replacement plan for short-tan disability. If the plan me& 
certain standards established by the El Regulations, their 
employer’s share of the EI premiums could be paid at a 
reduced rate (les than 1.4). 

TO benefit from a reduced employer premium rate, you 
must register with the EI Premium Reduction Program by 
submitting: 

n an application and the appropriate schedules, which you 
cari find in the Application guide for the Employment 
Insurance Premium Reduction Program (IN-121A-Ol-97E); 
and 

. a copy of the plan. 

The Application guide for the Employmenf Insurance Premium 
Reduction Program cari be obtained from your local Human 
Resource Centre of Canada or by contacting the: 

Premium Reduction Program 
Human Resources Development Canada 
Nicolas Denys Building 
P.O. Box 11000 
Bathurst NB E2A 4T5 

Telephone: l-800-561-7923 
Fax: (506) 5487473 

The employer’s share of the EI premiums is only reduced 
on behalf of employees covercd by the approved plan (this 
includes employees serving an eligibility period under the 
plan of three months or les). These employees Will 
continue to be reported under the current account which 
Will be set at a reduced rate. The employer Will be asked 
by an office* of the EI Premium Reduction Program to 
obtain an additional payroll deductions account to make 
a separate remittance for employees not covered by the 
plan. 
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You must file a separate T4 retirn (T4 Summary form and 
related T4 Supplementary slips) for each account number. 
Report your employees covered by the plan (this includes 
employees serving an eligibility period under the plan of 
three months or les) using your payroll deductions 
account at the reduced EI premium rate. Report your 
employees not covered by the plan using your other payroll 
deductions account at the standard rate of 1.4. Where an 
employee was reported under both accounts in the same 
calendar year, file a separate T4 Supplementary slip for 
each period. 

How do you determine the amount of 
El premiums to deduct? 
There are two ways to determine the amount of premiums 
to deduct: the table method, and the manual calculation 
method. 

Table method 
Use Part C of the Puyroll Deductions Tables to determine the 
amount of EI premiums to deduct from your employees’ 
remuneration. 

TO use these tables: 

. Look down the “Insurable Earnings” column for the 
bracket that lists the employee’s insurable earnings. 

w Beside this bracket, you Will find a corresponding 
amount in the “EI premium” column. Deduct this 
amount from the yearly maximum. You Will find the 
yearly maximum in the 1998 Payroll Deductions Tables. 
As an employer, you bave to pay 1.4 times this amount 
as your employer premium (unless you qualify for a 
premium reduction). 

Manual calculation method 
Use this method to determine the amount of EI premiums 
to deduct from your employees’ remuneration if you psy 
them more than the maximum amount that appears in the 
1998 Payroll Deductions Tables 

TO calculate the amount using this method, follow these 
steps: 

1. Enter the employee’s insurable earnings . . . . . . . . . $- 

2. Multiply the amount in item 1 by the 
employeés EI premium rate, which you 
cari find in the 1998 Puyroll Deductions 
Tables. .,..,..................,............................................... x-% 

3. EI premium to be deducted’ . . . . . . . . . . . . . . . . . . . . . . . . $- 

*Note 
The employee’s maximum EI premium amount cannot 
be more than the maximum EI premium amount for 
the year. The yearly maximum appears in the 1998 
Payroll Deductions Tables. Stop deducting when you 
reach the maximum EI premium amount. 

As an employer, your EI premium payable is 1.4 (unless a 
reduced rate applies) times the EI premium payable by 
each employee. 

El overpayment 
If you bave overdeducted EI contributions from your 
employee and you cannot refund the overpayment, show 
the full deduction and the adjusted insurable eamings on 
the T4 Supplementary slip. If you cannot recover your 
share of the premium from any future payment for that 
year,you an ask us for a refund by completing Form 
PD24, Statement of Overpayment and Application for Refund - 
Employer’s Contributions Under the Canada Pension Plan 
and/or Premiums Under the Employment Insurance Act. Your 
request must be made no later than three years from the 
end of the year in which the overpayment occurred. You 
cari get this Form PD24 and any information you need from 
your tax services office or tax centre. 

Recovering El premiums 
If you receive an assessment for failing to deduct 
EI premiums, we Will send you a notice asking you to pay 
the contributions. You cari recover the employee’s 
premiums from future payments you make to the 
employee. 

The deductions cari be equal to but not more than the 
amount you should bave deducted from each payment. 

However, you cannot recover a contribution amount that 
bas been outstanding for more than 12 months. 

You are responsible for the employer’s share. 

If you should bave made a deduction in a previous year 
and you recover it through a deduction in the current year, 
do not report the recovered amount on the current year’s 
T4 Supplementary slip. Instead, amend the previous year’s 
T4. 

The recovered amount does net affect the current 
year-to-date EI premiums. 

Example 
a) You did not deduct or remit EI premiums that you 

should bave deducted as follows: 

Month 
September 1997 $200 
October 1997 $14.00 
November 1997 $18.00 
December 1997 
Total % : 

b) After auditing the records, we issue a 
Notice ojrlssessment as follows: 

Employee Employer 

EI premiums $71.00 $99.40’ 

‘1.4 x employee premiums 

*plus penalty and interest 

Total 

$170.402 
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c) You cari recover $71.00 for EI premiums from the 
employee as follows: 

Cur*ent Employer’s 
deduction recovery 

January 1998 $14.00 $14.00 (for September 1997) 
February 1998 $18.00 $14.00 (faroctober 1997) 
March 1998 $14.00 $18.00 (for November 1997) 
April1998 $30.00 f25$ (for December 1997) 
Total 

New Hires Program 
;mall businesses with employer premiums of less than 
$60,000 in 1996 are eligible to receive benefits under tbis 
new program. New businesses starting in 1997 may also be 
-1igible. Depending on wage rates, firms with up to about 
100 full-time employees are eligible (the number could be 
larger in firms with mostly part-time employees). 

Eligible small businesses cari get up to $10,000 in premiums 
relief in each of the years 1997 and 1998. The program is 
designed to be as flexible as possible to recognize the 
differing circumstances businesses face. Therefore, small 
businesses bave the option of adjusting their premium 
payments during the year or claiming a benefit at the end 
of the year when they file their T4 or T4F information 
returns. 

Also, the program gives relief to small businesses with 
part-time employees if these businesses are paying EI 
employer premiums for the first time as a result of moving 
to an hours-based EI system. 

You are eligible for the program if you operated a small 
business and employed people in 1996 or started a business 
in 1997, and meet the following two conditions: 

. Your share of 1996 EI premiums, including the premiums 
for a11 employers with whom you were associated on 
December 31,1996, was less than $60,000. 

. Your share of 1997 EI premiums, including the premiums 
for a11 employers with whom you were associated at any 
time in 1997, was at least $250 more than the amount of 
1996 EI premiums for you and a11 associated employas. 

We also offer this program to small businesses that operate 
as a proprietorship, partnership, trust, corporation, or any 
other type of organization. 

If you were part of an associated group of employers, you 
calculate the premium relief on a group hasis. 

An associated employer means an employer that is 
associated with another employer for the purpose of the 
Incarne Tax Act. 

If an employer acquires a business or part of a business 
from another employer by purchase, sale, amalgamation, 
merger, or by another means, those employas are 
considered to be associated with each other. 

TO determine if you were associated with another employer ’ 
for the purpose of the New Hires Program apply the 
following rule: 

n employas that are corporations which are associated 
with each other at any time are considered to be 
associated. 

ince employas cari also be individu& or partnerships, the 
11e is expanded for the purposes of determining 
;sociation: 

If an employer is a partnership, the employer is 
considered to be a corporation, where a11 the shares with 
full voting rights are owned by the members in the same 
proportion as the member’s share of the income or loss of 
the partnership; 

If the employer is an individual, the employer is 
considered to be a corporation, where the individual 
owns a11 the shares with full voting rights of the capital 
stock. 

two or more employers are associated with each other 
nd are eligible for an EI employer premium refund under 
rew Hires Program, the total premium refund for a11 such 
mployers is not more than the total maximum premium 
?fund benefit available to any of the associated employers. 

he benefit is calculated by completing Form RC89, 
mployer’s Application for a Refund of Employment Insurance 
remiums under the New Hires Program. The allocation of the 
enefit is determined as follow: 

Where a written agreement exists, the allocation of the 
benefit Will be determined by the terms of this 
agreement, provided that it is signed by a11 the associated 
employa and filed with the Minister no later thon 
February 28 following the year in which the employer EI 
premiums were paid. 

Where a written agreement does not exist, the allocation 
of the benefit Will be determined by the following 
formula: 

AxB 
C 

A: the premium refund benefit; 

B: the amount paid in employer EI premiums by the 
associated employer in the year: 

C: the total amount paid in employer premiums by 
the associated employas in the year. 

or more information about associated employers, sec 
>terpretation Bulletin IT-64, Corporations: Association and 
‘ontrol - After 1988. 

Yhat amount of benefit is available? 
te base the amount of benefit a small business cari receive 
n the conditions that follow: 

A small business may bave EI employer premiums in 
1997 that are $250 more than those it paid in 1996. If SO, 
the business may be eligible for a maximum benefit of up 
to $10,000. 
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m For 1997, an eligible small business cari get a benefit of 
100% of the difference (premiums paid in 1997 minus 
cl996 premiums paid + $2501). 

n For 1998, an eligible small business cari get a maximum 
benefit of 25% of the difference (premiums paid in 1998 
minusU996 premiums paid + $2501). 

Note 
For firms whose EI employer premiums were between 
$50,000 and $60,000 in 1996, the benefits Will be phased 
down based on each dollar paid. If your share of the 
1996 employer EI premiums is $60,000 or more, you 
cannot claim the benefit. 

For more information on how to calculate the amount of 
benefit available, read the pamphlet called The New Hires 
Program which is available at your tax services office or tax 
centre. 

How to get a benefit 
There are three methods of receiving a benefit under the 
New Hires I’rogram. If you are eligible, you cari choose the 
method that is most advantageous to you: 

. Method 1 - Year end; 

n Method 2 - After paying the equivalent of your 1996 
employer premiums, plus $250; or 

n Method 3 - Monthly comparisons. 

Whatever method you choose for 1997, you bave to 
complete Form RC89, Employer’s Application for a Refund of 
Employment Insurance Premiums under the New Hires 
Program, attached in the middle of this guide, to claim the 
amount of credit available to you. File this form with the T4 
or T4F information returns for 1997 and 1998. 

Note 
If you file on magnetic media, send Form RC89 to your 
tax centre. 

TO obtain additional copies of the form, contact your tax 
services office or tax centre. You cari also find the form on 
the Internet at the following address: http//www.rc.gc.ca 

For more information on each method, read the pamphlet 
called The New Hires Program which is available at your tax 
services office or tax centre. 

Establishing the number of insurable 
hours for record of employment 
purposes 
Heurs of work are used to determine if workers are entitled 
to benefits and for how long. Employas bave to keep 
records of and report total heurs of insurable employment 
for the last 52 weeks. 

The number of insurable heurs is determined as follows: 

For an employez who is paid hourly - The number of 
insurable heurs is the number of heurs actually worked 
and paid. 

For an employee who is not paid hourly - If the employer 
knows the number of heurs that the employee actually 
worked and for which he or she was paid, we consider the 

employee to bave that number of incurable heurs. For 
example, an employez who is paid on an annual bais but 
whose employment contract specifies 32 heurs as the usual 
heurs of work per week would be credited with 
32 insurable hours. 

If the employer does not know the actual number of heurs 
worked, the employer and the employez cari agree on the 
number of insurable heurs of work for which he or she is 
paid. Take piecework as an example. If the employer does 
net know the actual number of heurs worked, the 
employee and the employer cari agree on the value of the 
piecework in heurs, and this would be the number of 
incurable heurs. 

If the employer does net know the actual number of,hours 
worked and no contract or agreement on heurs exists or cari 
be reached, we determine the number of insurable heurs by 
dividing the insurable earnings by the minimum wage. The 
result cannot be more than 7 heurs per day or 35 heurs per 
week. 

Heurs Iimited by federal or provincial statutes - We 
consider full-time employees limited by law to less than 
35 heurs per week to bave 35 insurable heurs per week. 
Part-time employees in these circumstances are credited 
with a proportion& number of hours. 

Military and police - We consider full-time members of the 
Armed Forces or a police force to bave 35 insurable heurs 
per week, unless the employer keeps and provides the 
actual number of heurs worked on the Record of 
Employment. 

Overtime - We consider one hour of work to be one hour of 
insurable employment, even if the rate of pay is higher. 

Worker called in to work - The number of insurable heurs 
equals the number of heurs paid. 

Stand-by hours - Stand-by hours are not considered as 
“heurs worked” and therefore do not generate any 
insurable heurs. 

Statutmy holiday - We consider one J~our of work during a 
statutory holiday to be one hour of insurable employment, 
even if the rate of pay is higher. 

Paid lave - We consider one hour of vacation time taken, 
paid sick lave, or compensatory time off to be one 
insurable heur. 

Remuneration paid with no heurs attached -An employee 
who receives vacation pay without actually taking any 
leave does net generate any insurable heurs. This also 
applies to such remuneration as bonuses, gratuities, 
lieu-of-notice payments, severance pay, and retiring 
aIlowances. 

El and the Record of Employment 
You bave to complete Form INS 2106, Record of Employment 
(ROE), when an employez stops working for you (this is 
considered an interruption of eamings). This happens 
when the employment ends or an employez leaves because 
of pregnancy, injury, illness, adoption leave, layoff, leave 
without pay, or dismissal. 
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For full details on the ROE, sec the guide How to Complete 
the Record of Employment (ROE) form, which is available 
from the nearest Human Resource Centre of Canada, or 
your tax services office or tax centre. The guide gives you 
general information on the ROE, and step-by-step help on 
how to complete it. 

of their total world income to calculate the amount of 
taxable income they earned in Canada. 

Claim codes 1 to 10 
The total tax credits an employez claims on Form TDl Will 
determine which code you should use. Match the total 
claim amount with the appropriate code and report it in 

Employer’s responsibility Claim code X 

As an employer, you are responsible for deducting income 
tax from the remuneration you pay to your employees. We 
bave four forms to help you determine how much income 
tax to deduct: 

When a person’s credits fa11 into category X, you bave to m s creaits fa11 into category X, you bave to 
calculate the amount of tax to deduct. TO do this, sec Part A amount of tax to deduct. TO do this, sec Part A 
of “Step-by-step calculation of ta deductions” in the tep calculation of ta deductions” in the 
Payroll Deductions Tables for the appropriate province. tiens Tables for the appropriate province. 

n Most employees use Form TDl, Persona1 Tax Credits Claim code E 
Return. 

. Employees paid commissions use Form TDIX, Statement 
of Remuneration and Expenses. 

If employees certify on Form TDl that their total income for 
the year Will be less than the total tax credits they claim, do 
not deduct any tax. 

. Individu& who receive income other than employment 
income use Form TD?, Request for Income Tax Deduction on 
Non-Employmenf Income. 

You should advise employees who are employed by or 
expect to be employed by more than one employer within 
the year that they should consider income from a11 those 
employas when estimating their total annual income. 

n Fishermen use Form TD3F, Fisherman’s Election to Have 
Tax Deduckd ut Source. 

Form TD 1, Persona/ Tax Credifs Refum 

Request for more tax deductions from 
employment income 

This form outlines the credits that employees cari claim 
when filing their income tax returns. Individu& who 
receive employment income bave to complete Form TDl 
and give it to their employer. 

Employez~ cari choose to bave more tax deducted from the 
remuneration they receive in a year. TO do this, they bave 
to file a new Form TDl (we also accept Form TD3) that 
shows how much more tax they want deducted. This 
amount stays the same until they file a new TDl. 

Employees should complete new TDl forms within seven 
days of any changes to a situation that Will affect their 
Tl returns. Employees who do not complete new forms 
may be subject to a penalty of $25 for each day the form is 
late. The minimum penalty is $100; the maximum is 52,500. 

Employees do not bave to complete new TDl forms if there 
bave not been any changes that Will affect the Tl returns. 

It is a serious offence ta knowingly accepta Form TDl that 
contains false or deceptive statements. If you think a 
Form TDl contains incorrect information, contact your tax 
services office or ta centre. 

You should advise part-time employees that it could be 
beneficial to bave more income tax deducted from the 
remuneration they receive by completing Form TDl. In this 
way, they cari avoid having to paya large amount of tax 
when they file their income tax returns, especially if they 
bave worked part-time for different employas during the 
year. 

Make sure you bave a completed Form TDl on file for each 
of your employees. We may ask to sec it. 

Deduction for living in a prescribed zone 
A person who Iives in a prescribed zone during a 
continuous period of at least six months (that begins or 
ends in the taxation year) may be entitled to claim this 
deduction when filing a ta return. 

Individu& who are eligible to claim this deduction cari 
claim it on Form TDl. 

Explanation of claim codes 
Form TDl h&s different claim codes. The code you should 
use depends on the credits an employee claims. 

For more information, sec the Employer~’ Guide to Housing 
and Travel Assistance Benefik Paid in Prescribed Zones, 
available at your tax services office or tax centre. 

Claim code 0 
Tbis represents no claim amount allowed. Non-resident Form TD 1 X, Sfafemenf of 
employees must use this when they include less than 90% Remunerafion and Expenses 

Employa who are paid in whole or in part by commission 
cari choose to complete this form. They cari estimate their 

24 



income and expenses by using one of the following two 
figures: 

. their previous year’s figures, if they were paid by 
commission in that year; or 

. the current year’s estimated figures. 

Employees who elect to complete Form TDlX bave to give 
it to you by one of the following dates: 

. on or before January 31; 

. within one month of the date their employment starts; 

w within one month of the date their persona1 situation 
changes; or 

n within one month of the date any change occurs that Will 
substantially change the amounts previously reported. 

Form TD3, Reqoesf for Income Tax 
Deducfion on Non-Employmenf 
Income 
Individu& must use this form to increase the amount of 
tax deducted at source from income other than 
employment income (we also accept Form TDI). This 
income includes such amounts as pensions, lump-sum 
payments, and retiring allowances, but does not include 
interest or dividends. 

Note 
An employee cari also use Form TD3 to request more 
income tax be deducted at source from employment 
income. 

The amount of tax deducted remains the same until the 
individual files a new Form TD3. 

Form TD3F, Fisherman’s Election fo 
Have Tax Deducfed af Source 
When a fisherman 41s a catch, the fisherman cari elect to 
bave the buyer, also known as the designated employer, 
deduct tax from the proceeds of the sale. TO do this, the 
fisherman should complete Form TD3F with the designated 
employer. The designated employer deducts 20% of the 
amount of sale. The designated employer has to follow’the 
rules in this guide to deduct, remit, and report tax. In 
addition, the designated employer has to send one copy of 
Form TWF to a tax centre. 

Reducing tax deductions at source 
Certain amounts that you withhold from remuneration you 
pay to an employee reduce the amount of income tax you 
bave to deduct. In such situations, you do not need a letter 
of authority from a tax services office before you deduct 
less tax. 

Determining taxable income 
TO determine tax deductions from your employee 
remuneration, you bave to deduct the following amounts 
from his or her gross remuneration: 

. contributions to a registered pension plan (RI’P); 

. annual union or professional dues; 

. contributions to a retirement compensation arrangement 
0X.4); 

. contributions to a registered retirement swing plan 
(RRSP) (amounts deducted at source); and 

m alimony or maintenance payments required by a 
garnishee or a similar order of a court or competent 
tribunal that you received and which is dated before 
May 1,1997. 

For more information, sec the section called “Step-by-step 
calculation of tax deductions” in Part A of the 1997 Puyroll 
Deductions Tables. 

Transfer of funds 
Normally, if you paya retiring allowance to a resident of 
Canada, you bave to deduct income tax from any part you 
psy directly to the recipient. However, you do net bave to 
deduct income tax on the eligible amount of the allowance 
that you directly transfer to the recipient’s RFI’ or RRSI’. 

The amount that is eligible for transfer is limited ta 

. $2,000 for each year or part of a year before 1996 that the 
retire worked for you (or a person relate-d to you); 

PI”S 

. $1,500 for each year or part of a year before 1989 of that 
employment in which none of your contributions to 
the RPP or DPSP had vested in the employee’s name 
when you paid the retiring allowance. Determine the 
equivalent number of years of vesting by referring to the 
terms of the particular plan. The number cari be a 
fraction. 

If you pay a lump sum payment of less than $10,000, do 
net deduct income tax in respect of the part of the payment 
that you transfer to an RFI’ or RRSP, and the payment is 
from: 

. a bonus or retroactive payment; 

w a superannuation or pension plan; 

n an employez profit-sharing plan (EI’SP); 

m a death benefit; 

m a deferred profit-sharing plan (Dl’Sl?); 

a a registered retirement swings plan (RRSP); 

m an excess amount from a registered retirement income 
fund (RRIF); or 

. an income-averaging annuity contract UAAC). 

Letter of authority 
TO reduce withholding tax in situations other thon the ones 
we bave just described, you need a lette of authority from 
a tax services office. This would be the case if, for example, 
the employee makes regular spousal support payments or 
contributions to RRSPs during the year. 
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TO get a letter of authority, an employee has to write to the 
Client Services Division of his or her tax services office and 
explain why he or she wants less tax deducted. The 
employee should provide documents to support his or her 
position. 

For example, if the employee makes regular spousal 
support payments, he or she should provide a complete 
copy of the decree, order, or agreement under which he or 
she makes payments. If the employee regularly contributes 
to RRSI’s during the year, he or she should provide 
documents to show the amounts he or she contributes. An 
employez who lives in one province but works in another 
one may be subject to excessive ta deductions. If SO, he or 
she cari ask for a reduction in tax deductions. Keep a11 

~ letters of authority with your payroll records SO our officers 
~ cari examine them. 

~ We Will usually issue a letter of authority for a specific tax 
~ year. It takes us about four to six weeks to process such a 
lette*. If an employee has a balance owing to us or has not 
filed outstanding income tax returns, we Will not usually 
issue a lette of authoritv. 

Note 
Effective May 1,1997, periodic Child support payments 
made axa-ding to a written agreement or a court order 
dated (or amended to vary the amounts payable) 
May 1,1997, or later, Will no longer be taxable for the 
recipient or deductible by the payer. 

However, the new tax rules Will net apply to court 
orders or written agreements dated before 
May 1,1997, unless: 

. the order or agreement specifies that the Child support 
payments made on or after a particular date 
(May 1,1997, or later) Will not be taxable or 
deductible; or 

. the recipient and the payer jointly elect that the new 
tax rules Will apply after a particular date 
(May 1,1997, or later). 

Spousal support payments continue to be taxable for the 
recipient and deductible by the payer. 

For more information, contact your tax services office or 
tax centre. 

Amounts subject to tax deductions 
You bave to deduct income tax from the following 
amounts: 

. salary, wages or other remuneration; 

. bonuses, vacation pay, and gratuities; 

. pensions, wages in lie” of termination notice, retiring 
allowances (also called severance psy), and death 
benefits; 

n benefits under a supplementary unemployment benefit 
plan; 

. fees and commissions; and 

n additional amounts that an employer pays while 
participating in a job creation project that Human 
Resources Development Canada bas approved. 

Note 
Salary or wages include an advance against future 
earnines. the value of free board and Iod&e. and anv 
other taxable allowances or benefits that yogshould ’ 
prorate to your pay period. 

After you bave determined the gross remuneration 
(including taxable benefits) for the pay period, subtract the 
following amounts before you determine the amount of tax 
to deduct: 

n employees’ contributions to a registered pension plan 
(RPF)-for details on how to determine the exact amount 
of these contributions, sec the next section called 
“Contributions to a registered pension plan (RPP)“; 

n union dues; 

. a deduction for living in a prescribed zone (from 
Form TDl)-prorate this amount for the pay period. For 
more information, sec “Deduction for living in a 
prescribed zone” discussed earlier in this chapter; and 

. deductions that we authorize, such as an RCA 
contribution, an RRSP contribution deducted at source, 
or spousal support payments-(sec the previous section 
“Reducing tax deductions at source”). 

Do not subtract CPI’ contributions and EI premiums from 
the total salary to determine the amount subject to tax 
deductions. 

Example 
David is paid weekly (52 pay periods per year) and receives 
taxable benefits. He contributes to a reeistered tension 
plan (RPF), pays union dues, and live.s?n a prescribed zone. 
TO determine how much income tax to deduct from the 
amounts David receives weekly, his employer has to 
calculate as follows: 

Basic salary (weekly) 5500 
Plus taxable benefits . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $50 
Total salary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $550 

Minus weekly deductions for: 

n RPF contributions $25.00 

4 union dues 5 5.50 

. living in a prescribed zone 
($7.50 per day x 7 days) . . . . . . . . . . . . . 552.50 $ 

Amo”nt subject to tax deductions at source . . . . . .._.._.. a 

Contributions to a registered pension 
plan (RPP) 
You bave to determine the amount of contributions to an 
RPF that employees cari deduct on their income tax returns. 
You bave to do this before you cari calculate the amount of 
tax to withhold. In addition to contributions for current 
service, make sure you consider any contributions for past 
service. 

For more information on contributions to an RPP for 
current or past service, sec Interpretation Bulletin IT-167, 
Registered Pension Plans - Employee’s Contributions, 
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and the guide called RRSPs and Other Registered Plans for 
Retirement, which is available at your tax services office or 
tax centre. 

You bave to report these contributions on a 
T4 Supplementary slip. For information on how to report 
RPP contributions on a T4 Supplementary slip, sec “T4 - 
Box 20 - Registered pension plan contributions” under 
“T4 Supplementary slip” in Chapter 6 of this guide. 

How do you calculate tax deductions 
using the tables? 
The tax deductions tables in the Payroll Deductions Tables 
(T4032) are for weekly, bi-weekly, semi-monthly, and 
monthly pay periods, and for commission earnings. If your 
pay periods are daily, or you bave 10,13, or 22 pay periods 
per year, use the Payroll Deductions Supplementay Tables 
(T4008), available at your tax services office or tax centre. 

Tax deductions from regular remuneration 
(Form TD 1) 
When you bave determined the amount that is subject to 
tax deductions, do the following: 

n Turn to the appropriate table for your pay period. For 
example, if you pay an employee once a month, go ta the 
“Monthly” table in Part D, “Federal and Provincial Tax 
Deductions” of the Payroll Deductions Tables. 

. Look down the “l’ay” column on the left. Find the 
incarne bracket that includes the employee’s 
remuneration from which you Will deduct ta. 

n Follow the line across to the “Employee’s claim code” 
column on the employee’s Form TDl (e.g., code 1) to find 
the amount of tax you bave to deduct from your 
employee’s pay. 

Tax deductions from commission 
remuneration (Form TDlX) 
If you pay an employee by commission or by salary plus 
commission, you cari deduct tax in one of the following 
ways: 

n Employees who earn commission without expenses 
If you pay commission to an employee at the same time 
you pay salary, add the amount of the commission to the 
salary, then use the regular tax table method. 

If you pay commission periodically, you may want ta use 
the bonus method ta determine the ta to deduct from 
the commission payment. Sec the section “Bonuses and 
retroactive pay increases” in Chapter 7 of this guide to 
find out how to do this. 

n Employees who earn commission with expenses 
Employees who incur expenses to earn commission 
income cari choose to complete Form TDIX. TO calcul& 
the amount of tax to deduct, do the following: 

- Use the total remuneration amount (commissions and 
salary) and the total revised expense amount (on 
Form TDIX). 

- Go to the “Tax Deductions from Commission Pay” 
table in Part E of the Payroll Deductions Tables to get the 
decimal fraction (percentage figure) that you should 
use. If the employee receives straight commission, 
apply the decimal fraction to each gross amount of 
commission you,pay the employez If the employee 
receives a salary with a commission, apply the 
percentage to both. 

- Apply the decimal fraction ta any commission or 
salary that the employee is entitled ta receive, 
including taxable benefits.~ 

If an employee does not file Form TDIX, calcul& the tax to 
deduct as if the employee had no expenses. 

Tax deductions on other types of income 
For tax deductions on other types of income, such as 
bonuses, director’s fees, lump-sum payments, and retiring 
allowances, sec Chapter 7 of this guide. 

How do you calculate tax deductions 
when you cannot use 
the tables? 
There are times when ymi cannot use the tax deductions 
tables to determine the amount of tax to deduct (e.g., an 
employee earns more than the maximum shown in the 
tables). In these cases, you bave to calculate the tax to 
deduct. For instructions, sec “Step-by-step calculation of tax 
deductions” in Part A of the Pnyroll Deductions Tables. 

Non-resident employees who perform 
services in Canada 
Employees not resident in Canada who are in regular and 
continuous employment in Canada are subject to tax 
deductions in the same way as Canadian residents. This 
applies whether or not the employer is a resident of 
Canada. 

Are you a new remitter? 
If you bave never before remitted income tax deductions, 
Canada Pension Plan (CPI’) contributions, or Employment 
Insurance (EI) premiums, contact your tax services office or 
tax centre. We Will give you a Business Number and tel1 
you how to remit your deductions. 

When you make your first payment, send a cheque or 
money order ta your tax centre. Make the cheque or money 
order payable to the Receiver General, and include a letter 
that states: 

. that you are a new remitter; 

. the period your remittance covers; 

. your complete employer name, address, and business 
telephone number; and 
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n your Business Number, if you bave one. 

After you make your first remittance, we Will send you a 
remittance form in the mail each month. If you do not 
receive a form in time for your next payment, send in the 
payment as described above. In your letter, please make 
sure vou indicate that vou did not receive vour remittance 

The quarters are January to March; April to June; July to 
September; and October to December. Remittances are due 
the 15th day of the month immediately following the end of 
each quarter. The first quarter for which quarterly remitting 
will apply is October 1 to December 31, 1997, with 
remittances due the 15th day of the month of January 1998. 

form: Note 
The Department Will conduct an annual review to I 

When do you remit deductions? 
Regular remitter 

identifý employers who qualify to be quarterly remitters. 
However, employers cari apply to remit quarterly by 
contacting their tax services offices, at any time during 

If you are a regular remitter, you bave to remit your the year, if they bave met the conditions mentioned 

deductions SO we receive them on or before the 15th day of above. 
the month following the month you made the deductioks. 
Remit your payment to a Canadian financial institution or 
tax centre. 

An employer who fails to comply Will lose the quarterly 
remitting privilege. TO regain the privilege, the employer 
Will bave to reestablish a 1%month history of 

We consider a remittance. that was due on January 15 of the compliance. Also, an employer with multiple payroll 
curent year (for deductions you made in December of the deductions accounts must meet the compliance 
previous year) to be late if you pay it when you file the requirements for a11 accounts. If one payroll deductions 
previous year’s T4 information return after January 15. As a account is ineligible, the employer Will lose the quarterly 

result, we Will apply a late-remitting penalty. remitting privilege for a11 accounts. 

In addition, we consider an NSF cheque to be a failure to Payments cari be remitted to a Canadian financial 
remit. We Will automatically apply a penalty. institution or tax centre. 

Note 
If the 15th day of the month is a Saturday, Sunday, or 
holiday, your remittance is due on the next business day. 

Note 
If the 15th day of the month is a Saturday, Sunday, or 
holiday, your remittance is due on the next business day. 

Quarterly remitter 
Most employer6 currently bave to remit their payroll 
deductions each month. Quarterly remitting Will give small 
employers the option of remitting these source deductions 
once every three months. 

TO qualify for quarterly remitting, an employer has to: 

n bave an average monthly withholding amount of less 
than $1,000 in either the first or the second preceding 
calendar year; 

. bave a perfect compliance history in the previous 
12 months; and 

n bave no outstanding GST/HST returns or T4 information 
returns for the previous 12 months. 

Note 
We consider a Perfect compliance history if a11 
deductions, withholdings, and remittances of income 
tax. GST/HST. Canada Pension Plan contributions and 
EipÏoykent I&urance I’remiums bave been made on 
time, and T4 information returns and GST/HST returns 
are also filed on time. 

You do not bave to apply to remit quarterly. During the fa11 
of 1997, we Will notify eligible employers by mail that they 
bave the option to remit quarterly, and Will provide more 
information on quarterly remitting. However, if you meet 
the required conditions after that time, and you want to 
remit quarterly, contact your tax services office. 

New employers 
If you are a new employer, you are eligible for quarterly 
remitting only after 12 months of business. At that time, if 
you meet the conditions mentioned above and you want to 
remit quarterly, contact your tax services office. 

For more information on quarterly remitter, contact your 
tax services office. 

Accelerated remitter 
We determine if you are an accelerated remitter by adding 
up a11 the tax, CPI’, and EI amounts you had to send us for 
your payroll accounts in the second preceding calendar 
year before the current calendar year. We divide the total 
by the number of months (maximum 12) that you had to 
make payments in that year. This Will be your average 
monthly withholding amount. Each December, we Will 
advise you in writing when we bave to receive your 
deductions for the following year. 

There are two groups of accelerated remitters (also called 
thresholds): 

Threshold 1 
n This group includes employas with an average monthly 

withhoIding amount of $15,000 to $49,999.99 in the 
second preceding calendar year (1996) before the current 
calendar year (1998). 

n Amounts you deduct or withhold from remuneration 
you pay in the first 15 days of the month are due by the 
25th of the same month. Amounts you withhold from the 
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16th ta the end of the month are due by the 10th day of 
the following month. If your remittance due date is a 
Saturday, Sunday, or holiday, your remittance is due on 
the next business day. 

. Threshold 1 employas cari make payments at a 
Canadian financial institution or tax centre. 

Threshold 2 
n This includes employas with an average monthly 

withholding amount of $50,000 or more in the second 
preceding calendar year (1996) before the current 
calendar year (1998). 

. Amounts you deduct or withhold from remuneration 
you pay any iime during the month are due by the third 
working day (net counting Satordays, Sundays, or 
holidays) after the end of the following periods: 

- from the 1st through the 7th day of the month; 

- from the 8th through the 14th day of the month; 

- from the 15th through the 21st day of the month; 

- from the 22nd through the last day of the month. 

n Threshold 2 employas bave ta make payments at a 
Canadian financial institution. They cannot make 
payments at a tax services office or tax centre. 

Note 
If you use an automated teller machine (ATM) ta send a 
payment ta us at Revenue Canada, please allow time for 
the financial institution ta process the payment. The 
institution Will debit your account when you use the 
ATM. However, you should allow time for us ta rec&e 
the payment. An ATM receipt is net proof of payment 
by the due date. 

If a corporation is associated with one or more corporations 
in the current year, and the total average monthly 
withholding amount in the second preceding calendar year 
before the current calendar year of a11 the associated 
corporations was $15,000 or more, we consider a11 the 
associated corporations ta be accelerated remitters. The 
definition of associated corporations in the Income Tax Act 
applies in this situation. 

Note 
Under the Income Tax Act, employers bave the option of 
changing their remitting frequency based on their 
averwe monthlv withholdine amount in the mevious 
year. ïf you wa& ta use this option, contact yLu* tax 
services office or tax centre. VIe Will review your account 
and let you know in writing when we bave ta receive 
your deductions. 

Which remiffance form should 
you use? 
TO make your remittance, you bave ta use one of the 
following forms: 

. Form PD7A, Statement of Account for Current Source 
Deductions, for regular and quarterly remitters; or 

. Form l’D7A(TM), Statement ofrlccountfor Current Source 
Deductions, or Form I’D7A-RB, Remittance Formfor 
Current Source Deductions, for accelerated remitters. 

It is important that you complete your remittance voucher 
correctly SO we ca* apply your remittance ta your account. 

The following information Will help you determine which 
form ta use. 

Form PD7A 
Sec the back of this guide for a sample Form PD7A. 

We Will issue Form PD7A ta each regular and quarterly 
remitter ta use ta remit payments. 

Form PD7A has three parts: 
Paft 1 - This part is a statement of account from us. It 
shows: 

. amounts paid for, which is the balance we received for 
your deductions for the year indicated; and 

. assessed amount owing, which is your balance owing on 
assessments of deductions, including penalties and 
inter&. 

For more information about accounting entries and 
remitting procedures, see the back of Form’PD7A. 

Part 2 - This part is your remittance voucher for current 
remittances. 

When you complete Part 2, ensure that the following 
information is correct: 

. your account number (Business Number); 

. the amount of your payment (employer and employee 
portions); 

. the month and year for which you are remitting (for 
regular remitters) or the last month and the year of the 
quarter for which you are remitting (for quarterly 
remittas); 

n the gross payroll for the month; 

- This represents a11 remuneration that you pay before 
you make any deductions, such as incarne tax. It 
includes regolar wages, commissions, overtime pay, 
paid leave, taxable benefits and allowances, piecework 
payments, and special payments. It is the same as the 
monthly total of a11 amounts that would appear in 
box 14, “Employment incarne before deductions,” on 
your employees’ T4 Supplementary slips. 

Note 
For quarterly remitters this related ta the last month of 
the quarter. 

. the number of employees in the last pay period. 

- Include any employee for whom you Will prepare a 
T4 Supplementary slip, such as part-time and 
temporay employees, and employees absent with pay. 
Do net include people for whom you Will net complete 
a T4 Supplementary slip, such as occasional employees 
who are net part of your payroll. Do not include those 
you did net pay in the last pay period in the month or 
quarter, such as employees on unpaid leave. 
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Pari 3 -If you Will net be making a remittance during the 
month or quarter, complete Part 3. Be sure to indicate on 
the form when you expect your employees to be subject to 
deductions. 

Note 
If you make your payment at a financial institution, or 
tax centre, complete Parts 1 and 2 of the remittance form 
and present them along with your payment. The 
recipient Will date-stamp Part 2 and return Part 1 to you 
as a receipt. 

If you mail your cheque or money order payable to the 
Receiver General, send Part 2 of this form to the tax 
centre listed in the upper right corner of Part 1. Keep 
Part 1 as a record of your payment. 

I’lease do net send cash in the mail. 

If you need more information about Form PD7A, contact 
your tax services office or tax centre. 

Form PD7A(TM) 
See the back of this guide for a sample Form PD’IACTM). 

Each month, we send Form PD7A(TM), Statement of Account 
for Current Source Deductions, to a11 accelerated remitters, 
except monthly accelerated remitters. We send the form as 
soon as we receive the payment. 

Form PD7ACTM) has two parts: 
Part 1 - This part is a statement of account from us. It shows: 

w amounts paid for, which are payments we received for 
your deductions for the year indicated; and 

. assessed amount owing, which is your balance owing on 
assessments of deductions, including penalties and 
interest. 

Part 2 -Thés part is your remittance voucher for curent 
remittances. For information about accounting entries and 
remitting procedures, see the back of Form PD7ACTM). 

When you complete Part 2, ensure that the following 
information is correct: 

. your account number (Business Number); 

. the amount of your payment (employer and employee 
portions); 

. the end of remitting period (YY MM DD); 

- Threshold 1 accelerated remitters bave two remitting 
periods per month. Therefore, they should enter either 
“15th” or “month-end” as their “end of remitting 
period” on the remittance form. 

- Threshold 2 accelerated remitters bave four remitting 
periods per month. Therefore, they should enter either 
“7th, ” “14th,” “21st,” or “month-end” as their “end of 
remitting period,” whichever applies. 

n the gross payroll in the remitting period; 

- This means a11 remuneration that you pay before you 
make any deductions, such as income tax. It includes 
regular wages, commissions, overtime pay, paid leave, 
taxable benefits and allowances, piecework payments, 
and special payments. It is the same as the total of a11 
amounts for the remitting period that would appear in 
box 14, “Employment income before deductions,” on 
your employees’ T4 Supplementary slips. 

. the number of employees in the last pay period. 

- Include any employee for whom you Will prepare a 
T4 Supplementary slip, such as part-time and 
temporary employees, and employees absent with pay. 
Do not include people for whom you Will not complete 
a T4 Supplementary slip, such as occasional employees 
who are not part of your payroll. Do net include those 
you did not pay in the last pay period of the remitting 
period, such as employees on unpaid leave. If you bave 
various pay groups (e.g., executive, hourly, and 
salaried), include a11 employees paid in each group’s 
last pay period, but do not Count any person twice. 

When you make your payment at a financial institution, or 
tax centre, complete Parts 1 and 2 of Form PD7ACTM) and 
present them with your payment. The recipient Will 
date-stamp Part 2 and return Part 1 to you as a receipt. 

Note 
Threshold 2 remitters and certain payroll service 
companies bave to make payments at a financial 
institution. They cannot make their payments at a tax 
services office o* tax centre. 

Please do net send cash in the mail. 

Form PD7A-RB 
See the back of this guide for a sample Form I’D7A-RB. 

Accelerated remitters (except monthly accelerated 
remitters) bave to use Form PD7A-RB, Remittance Form for 
Current Source Deductions, copies of which the Department 
provides in a booklet each December. If you do not receive 
your booklet or if you would like more booklets, contact 
your tax services office or tax centre. 

Form PD7A-RB has hvo parts: 
n Use the right-hand part (remittance voucher) to make 

your payment. TO complete this part, see “Part 2” under 
the heading “Form PD7A(TM)” earlier in this chapter. 

. You Will receive the left-hand part as a receipt. 

Note 
Please do not send cash in the mail. 

Missing or lest remittance forms 
If you are a regular or quarterly remitter and do not receive 
your remittance form for the month or quarter, or if you 
lose one, send your cheque or money order made payable 
to the Receiver General to your tax centre. Include a short 
note that states your Business Number and the month or 
quarter for which you withheld the deductions. 
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If you are an accelerated remitter and you did not receive 
your remittance forms or you lost them, contact your tax 
services office or tax centre. 

Note 
Even if you do not bave a remittance form, you still bave 
to send us your remittance by the due date. 

Do you have more than one account? 
If you remit deductions for more than one account, make 
sure you give a breakdown of the amounts intended for 
each account. By doing this, we cari credit the proper 
amounts to the correct account. 

Notice of Assessment - Payroll 
deductions 
If you receive a Notice of Assessment, use only the remittance 
voucher attached to the notice to make your payment. 

Use only Forms I’D7A, I’D7A(TM), and l’D7A-RB for 
current remittances of income ta, CPP, and EL 

Service bureaus 
Service bureau OI similar institutions that take are of 
payroll deductions for clients cari remit a lump-sum 
payment for the amounts they deduct for their clients. They 
bave to provide the following information for each client: 

4 the Business Number; 

. the amount remitted; 

n the gras payroll; and 

. the number of employees in the last pay period. 

If you use a service bureau or similar institution to remit 
your deductions, it is still your responsibility to make sure 
that the institution withholds your deductions and sends 
them to us on time. 
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Which forms should you use? 
Use the appropriate supplementary slip and its related summary form to report income amounts you paid and deductions 
you withheld during the year. 

Type of supplemenfary slip 

T4 Supplementary 

Use lhis slip fo report: 

. salary, wages. and employment commissions you paid to employees for s?rvIces they 
rendered during the year 

n taxable benefits or allowances 

. deductions you withheld during the year 

n pension adjustment (PA) amounts for employees who accrued CI benefit for the yeor 
under your registered pension plan (RPP) or deferred profit sharing plan (DPSP) 

T4 Short n salon/, wages. and employment commissions you paid to employees for servIces they 
rendered during the year 

n deductions you withheld during the yeor 

. pension adjustment (PA) amounts for employees who accrued a benefit for the yeor 
under your regisrered pension plan (RPP) or deferred profit sharing plan (DPSP) 

Note 
You cannot use the T4 Short if you provide taxable benefits or allowanCt?s to your 
employees. You bave to report these benefits or allowonces on the regular 
T4 Supplementary slip. 

T4A Supplementory . other amounts (e.g.. pensions. annuities) 

m PA omounts that pension plan administrators report 

T4F Supplementary . the cross and insurable earnings of each self-employed fisherman and the 
El premiums that a designated employer’ has deducted 

n remuneration and tax withheld when CI self-employed fisherman bas asked that these 
omounts be withheld (by providing the payer with CI completed Form TD3F. 
Fisherman’s Election to Have Tax Deducted ai Source) 

‘TO find out if you are a designated employer, see the pamphlet Fishers ond 
Employment Insurance. 

Type of summaw form Use this form lo report: 

T4. T4A. and T4F n the totals of a11 amounts you record on the related supplementary slips 

Note 
. The forms Med above, except for the T4F Supplementary slip and T4F Summary form, apply to resident and 

non-resident payers. 

. For instructions on how to complete the T4A-NR Return, sec the new publication called Non-Resident Withholding Tax 
Guide available at any tax services office or tax centre. 
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Types of T4 and T4A slips available 
slip 

T4 Supplementary 
Statement of remuneration pald 

T4 Short 
Statement of remuneration paid 

Description 

4-p&, carbon-loaded for impact 
printer 

single-page style for laser printers 
(3 per sheet) 

3.part. continuou self-mailer 

4-part, carbon-loaded for 
typewriter or for completion by 
hand 

Type of filing 

PoPeT 

paper or magnetic media 

magnetic media only 

puer 

T4A Supplementary 
Stotement of pension, retirement, annuity, and 
other income 

4-part, carbon-loaded for Impact 
prlnter 

slngle-page s@le for laser printers 
(3 per sheet) 

3-pari continuous 

ww 

paper or magnetic media 

magnetic media only 

T4 Short 
See the back of this guide for a sample T4 Short. 

The T4 Short is a joint effort between the business 

How to file information returns 
An information return consists of two things: 

community and the federal government to reduce the papa 
. supplementary slips; and 

burden for small employers. . the related summary forms. 

You cari use this shortened version of the 
T4 Supplementary slip if you pay your employez a basic 
salary, wage or commission, and the employee does not 
receive any taxable benefits or allowances, such as 
automobile benefits, gifts, and housing, board and lodging 
benefits. 

We use the information return to compare the deductions 
you reported on each supplementary slip with the amounts 
you sent in throughout the year. A summary form alone is 
not an information return. 

The slips are for typewriter or for completion by hand. 

If you need additional T4 Short slips, contact your tax 
services office or tax centre. 

You bave to file T4, T4 Short, T4A, and T4F information 
returns each year by the last day of February. After you 
complete your returns, mail them to your ta centre at the 
address listed on the back of copy 3 of the summary forms. 
Each summary form tells you how to distribute the copies. 

Note 

T4 Supplementary slips for laser printers 
If you use ouï T4 Supplementary slips for laser printers, sec 
the instructions on the back of the slip. 

When you send us copies of the supplementary slips, 
keep them three to a page-do not separate them. This 
Will allow us to process your information return faster. 

If you need additional copies, contact your tax services Distribution of T4 slips’ copies 
office or tax centre. COPY 1 

How to order more blank T4 and 
T4A Supplementary slips 
TO order blank copies of T4 and T4A Supplementary slips, 
contact your ta services office. You cari find the telephone 
numbers of your tax services office listed under “Revenue 
Canada” in the Government of Canada section of the 
telephone book. You cari also write or visit your tax centre. 
The addresses of your tax centres are listed at the end of 
this guide. 

Copy 1 of each T4 slip must be attached with the related 
~ummary form. If you file on magnetic media (cartridge or 
diskette), you do not bave to submit a paper copy of the 
slips or summary form. 

Copies 2 and 3 
Copies 2 and 3 must be delivered or mailed to the 
employees by the last day of February 1998. 

COPY 4 

You cari request other forms and publications by contacting 
your tax services office or tax centre. 

You must keep copy 4 of the slips for your files. Keep them 
with copy 3 of the Summary form. 
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Custom forms 
TO reduce the workload of those who complete large 
numbers of forms, we Will accept forms other than our 
own. If you use your own computer-printed forms, you 
bave to get written approval from us before you cari issue 
them. 

Send your proposed samples to: 

Forms Management Division 
Publishing Directorate 
RevenueCanada 
17th floor 
Albion Towers 
25 Nicholas Street 
Ottawa ON KlA OL5 

You Will receive either ouï written approval or a request to 
make changes to the forms before we approve them. 

For more information about custom forms, sec Information 
Circula 93-4, Custom and Facsimile Tax FO~IS. 

Do you file information returns on 
magnetic media? 
Filing on magnetic media means filing your T4 and T4A 
information returns on computer tape, diskette, or cartridge 
instead of papa. 

Our magnetic-media program saves time, paper, and 
money. Also, we cari process your retirn more quickly. 

TO encourage you to file information returns on magnetic 
media, we are offering employas free copies of 
self-mailing T4 Supplementary slips or three-part 
T4A Supplementary slips. By using self-mailing 
T4 Supplementary slips, you do not bave to buy envelopes, 
and you cari avoid the messy and time-consuming job of 
manually separating slips from carbons and distributing 
them. TO obtain copies of the self-mailing 
T4 Supplementary slips for 1998, send your order to the 
following address before the end of August 1998: 

Publishing Directorate 
Revenue Canada 
17th floor 
Albion Towers 
25 Nicholas Street 
Ottawa ON KlA OL5 

If you or your service bureau send us your information 
returns on tape or diskette, do not send us pape copies of 
your summary form or supplementary slips. Only attach 
paper copies of any supplementary slips that are net 
included on the magnetic-media submission. 

Simply attach the T619 transmittal sheet to the magnetic 
media, and drop off the package at your tax services office 
or tax centre, or mail it to: 

Magnetic-Media Processing Team 
Ottawa Tax Centre 
Revenue Canada 
875 Heron Road 
Ottawa ON KlA lA2 

Note 
If you are eligible to receive benefits under the New 
Hires Program, you bave to complete Form RC89, 
Employer’s Application for a Refund of Employment 
Insurance Premiums under the New Hires Program, attached 
in the middle of this guide, to claim the amount of credit 
available to you. Send the form to your tax centre. 

You may need to correct original data submitted on 
magnetic media. If you do, make these corrections on 
papa. For information on correcting supplementary slips, 
sec the section later in this chapter called “How cari you 
amend, replace or cancel supplementary slips?” 

If a service bureau is filing an information return for you, 
you are still responsible for the accuracy of the information 
and for any balance owing. 

If you bave overpaid, include a letter explaining how you 
want us to apply the overpayment. If you owe an amount, 
indicate on the cheque which account and tax year the 
payment is for. 

For more information, sec the guide, Computer Specificutions 
for Data Filed on Mqnetic Media - T4, T4A, and T4A-NR, 
available from youI ta services office or tax centre, or cal1 
l-800-665-5164. 

This publication is also available on the Internet at 
http://www.rc.gc.ca/m/magmedia 

Branch offices filing information returns 
If the branch office of a company has sent in income tax 
deductions, CPI’ contributions, and EI premiums under a 
separate account which only that branch uses, file the 
information return (supplementary slips and related 
summary form) of that branch as a separate return. 

What should you do with large 
returns? 
If you bave a retirn that contains more than 
300 supplementary slips, split the return into bundles of 
300 slips or les. Make sure you attacha segment form to 
the top of each bundle. The total of a11 amounts shown on 
each segment~fonn has to agree with the corresponding 
totals on the summary form. 

If you would like to order segment forms, or if you need 
more instructions, contact your tax services office or tax 
centre. 

How cari you amend, replace or 
cancel supplementary slips? 
You may notice that you made an errer when preparing 
the T4 Short, T4, T4A, or T4F Supplementary slips, after 
you file your information return. If so, you Will bave to 
prepare amended supplementary slips to correct the 
information. Clearly identify the new slips as amended 
supplementary slips by writing “amended” at the top. 
When you amend a supplementary slip, make sure you 
complete a11 the necessary boxes, including the information 
that was correct on the original slip. Distribute the 
amended supplementary slips to your employees the same 
way as the original% Send copy 1 of the supplementary 
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slips to your tax services office or tax centre with a letter 
explaining the reason for the amendment. 

Note 
You do net bave to file an amended summary form 
when you send in amended supplementary slips. 

If you are cancelling a supplementary slip, send us a copy 
of the original clearly marked “cancelled.” 

If you notice errors on the supplementary slips before you 
file them with us, you cari correct them by preparing new 
slips and removing any incorrect copies from the return. If 
you do not prepare a new supplementary slip, initial any 
changes you make on the slip. Ensure you also correct the 
summary form. 

If you issue supplementary slips to replace copies that 
employees lost or destroyed, do not send these copies tous. 
Clearly identify them as duplicate copies, and keep them 
with your records. 

If you bave to amend, replace, or cancel a 
T4F Supplementary slip, the same procedures apply. Write 
“amended,” ” cancelled,” or “duplicate” in the area above 
box 24. 

Pension adjustment (PA) and past service 
pension adjustment (PSPA) 
You bave to report either a redetermined pension 
adjustment (PA) or a past service pension adjustment 
@‘SPA) when: 

. an employee returns from a leave of absence, or from a 
period of reduced services; and 

n the employee Will be credited with pensionable service 
for the completed leave period. 

For information on whether a redetermined PA or PSPA 
applies for these situations, sec the Employer~’ Pension 
Adjustment Calculation Guide. 

If a redetermined PA applies, you bave to report an 
amended PA for the employee for each year after 1989 
which is affected by the leave. You bave to file the 
amendment(s) within 60 days of the date the decision is 
made to credit the employee with the pensionable service 
for the leave of absence. 

If you need to amend a T4 Short, T4, or T4A Supplementary 
slip to either correct a previously reported PA or to report a 
redetermined PA, you bave to do two things: 

. copy a11 the other data you reported on the original 
information slip on the amended slip; and 

n change the previously reported PA to the amount that 
applies for the year. 

You do not bave to report an amended PA when the 
difference between the previously reported PA and the 
amended PA is less than $50. This rule does not apply if an 
employee asks you to accurately report the PA, or if we ask 
you to report the amended PA. 

For the years in which you had net previously reported a 
PA for the employee, you bave to file a T4 Short, T4, or 
T4A Supplementary slip showing the correct PA. If you 
previously reported a PA for the employez in a particular 

year, you bave to show the total PA that applies for that 
year on an amended T4 Short, T4, or T4A Supplementary 
slip. 

What happens after you send in your 
completed information return? 
When we receive your information return, we check it to 
sec if anything is missing and if you bave prepared it 
correctly. If anything is missing or incorrect, we Will contact 
you and ask for the appropriate information. After this 
initial review, we Will make any necessary corrections and 
send the~return to OUI Informaiion Declaration System 
(INFODEC). 

INFODEC records the information found on both the 
supplementary slips and the summary form. It performs 
various validity and balancing checks. If there are any 
problems or discrepancies, we Will contact you. 

Additional processing information 
Other federal government departments use our 
T4 information. Most importantly, Human Resources 
Development Canada (Cl?’ Branch) uses the information 
on the T4 Supplementary slip to update a person’s record 
of earnings file. The information on CPI’ contributions that 
we send to HRDC determines the CFP benefits that a 
person Will receive. 

Repotiing the correct social insurance 
number GIN) 
As mentioned in Chapter 1, you bave to correctly report an 
employee’s SIN on the T4 Short, T4, T4A, and 
T4F Supplementary slips. An incorrect SIN cari affect an 
employee’s future CPP benefits if the record of earnings file 
is not accurate. Also, if you report an incorrect SIN on 
a T4 that has a PA amount, the employee may receive an 
inaccurate annual RRSP deduction limit statement. In 
addition, the related information on the employee’s 
Notice of Assessment Will be inaccurate. 

Even if you cannot obtain a SIN from your employee, file 
your information returns no later than the last day of 
February. If you do net, you may be subject to a penalty for 
late filing. 

Pensionable and insurable earnings 
review (PIER) 
Each year, we review the T4 Supplementary slips that you 
send in with your T4 rehxn to check your calculations. We 
do this to make sure that the CFP-pensionable and 
ELinsurable earnings you reported agree with the 
deductions you bave sent in. 

We check the calculations by matching the pensionable and 
insurable earnings you reported with the required 
CPI’ contributions or EI premiums indicated in the 
Payroll Deductions Tables. We then compare these required 
amounts with the CPP contributions and EI premiums on 
the T4 Supplementary slips. 
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If you file on magnetic media and report an employee 
number on your T4 slips, we Will display the employee 
number on the FIER. 

If there is a difference between the contributions or 
premiums required and the ones you reported, we print the 
figures on a FIER listing. The listing shows the name of the 
affected employee and the figures we used in the 
calculations. 

Why is a review important? 
We verify these calculations SO that your employees or their 
beneficiaries Will receive the proper: 

. EI benefits if the employees become unemployed, or take 
maternity leave; and 

. CFP benefits if the employees retire, become disabled, or 
die. 

Note 
If you report incorrect amounts, it could reduce a 
person’s benefits. 

TO verify the employee’s EI premiums before you file the 
T4 Supplementary slip, you cari complete the Year-end 
calculation ofdeductionsfor employee Employment hurance 
premiums provided on page 73 of this guide. 

Note 
If there is an “X” in box 28 (CI’I’/QPP or EI exempt) of 
the T4 Supplementary slip and you reported amounts in 
boxes 16 or 17, and 26 for CPP/QPP, or in boxes 18 
and 24 for EI, the system ignores the ‘Y. 

Common reporiing errors and how to 
avoid them 
The most common reporting erra occur when you do net 
report amounts correctly in the following boxes on the 
T4 Supplementary slip: 

. box 24, “EI insurable earnings”; 

. box 26, “CI’P/QPP pensionable earnings”; and 

n box 28, “Exempt” (Cl’l’/QPP or EI). 

CPP deficiency calculations 
If your employee has 52 pensionable weeks during the 
year, you usually calculate the required CPP contributions 
as follows: 

Questions and answers 
The following questions and answers may help you avoid 
these reporting errors, and cari serve as a checklist before 
you send in your information returns. 

Step 1: Subtract the CPI’basic exemption for the year 
($3,500 for 1997) from the Cl?? pensionable 
earnings, shown in box 26 on the employee’s 
T4 Supplementary slip. 

Step 2: Multiply the result of Step 1 by the current year’s 
CPP contribution rate (2.925% for 1997). 

The result is the employee’s yearly CPP contributions, 
which you report in box 16 of the T4 Supplementary slip. 

If you did not report pensionable earnings in box 26 of the 
T4 Supplementary slip, we base the calculation on the 
amount in box 14, “Employment earnings before 
deductions,” up to the maximum allowable amount. 

There may be cases when you bave to prorate the CPI’ basic 
exemption for the year (sec Chapter 2). In these cases, to 
verify the employee’s CPI’ contributions before you file the 
T4 Supplementary slip, you cari complete the Year-end 
calculation ofdeductions for employee Canada Pension Plan 
contributions provided on page 72 of this guide. 

El deficiency calculations 
Calculate the required EI premiums as follows: 

Multiply the EI insurable earnings, shown in box 24 of the 
employee’s T4 Supplementary slip, by the current year’s 
EI premium rate (2.9% for 1997). 

The result is the employee’s yearly EI premiums, which you 
report in box 18 of the T4 Supplementary slip. 

If you did not report insurable earnings in box 24 of the 
T4 Supplementary slip, we base the calculation on box 14, 
“Employment earnings before deductions,” up to the 
maximum allowable amount. 

CPP/QPP 
Question 1: Was the employee exempt for the entire 
reporting period? 

If yes, put an “X” in box 28. Lave boxes 16 or 17 and 26 
blank. 

If no, go to Question 2. 

Question 2: Did the employez turn 18 or 70 years old 
during the reporting period? 

If yes, make sure that you: 

n started to calculate the contributions and pensionable 
earnings on the first of the month after the 
employee’s 18th birthday; or 

n stopped calculating the contributions and pensionable 
earnings on the first of the month after the employee’s 
70th birthday. 

If no, go to Question 3. 

Question 3: Did the employee receive CPP or Ql’l’ pension 
benefits during the reporting period? 

If yes, make sure that you calculated the contributions and 
pensionable earnings based on the number of months 
before the pension became payable. 

If no, lave box 26, “CPI’/QI’I’ pensionable earnings,” 
blank. 

Make sure you did not interchange numbers or make 
addition errors. 

Question 4: Did you deduct contributions from an 
employee’s vacation pay, bonuses, director’s fees, or other 
taxable benefits? 
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If yes, see Chapter 7 of this guide to verify the required 
contributions for vacation pay, bonuses, and director’s fees. 
For taxable benefits, see the Employer~’ Guide to Payroll 
Deductions - Taxable Benejits. 

If no, make sure that you deducted contributions for each 
type of remuneration that is subject to CI’l’/QPP. 

El 
Question 1: Was the employee exempt for the entire 
reporting period? 

If yes, put an “X” in box 28. Leave boxes 18 and 24 blank. 

If no, make sure that you deducted contributions for each 
type of remuneration that is subject to EL 

General guidelines for completing 
supplementary slips 
Before you start to enter information on the supplementary 
slips, please keep the following points in min& 

n Complete the slips clearly and in alphabetical order. 

n Use a standard 10 or 12 characters per inch (CPI) font if 
typed or computer generated. 

m If you had an employee who worked in more than one 
province during the year, prepare a separate 
T4 Supplementary slip for earnings and deductions that 
apply to each province or territory. 

. Report, in Canadian dollars, a11 amounts you paid to 
employees during the year. 

. Report a11 amounts in Canadian dollars and cents, even 
when the cents area is shaded in a box. However, report 
the pension adjustment (PA) in box 52 in Canadian 
dollars only. 

. Do not show negative dollar amounts on supplementary 
slips. TO make changes to previous years, send us an 
amended supplementary slip for the years in question. 

n Do not change the headings of any of the boxes. 

. If you give employees multiple supplementary slips, 
either because they were employed in more than one 
province or on different payrolls, you should report the 
PA proportionately on each T4 Supplementary slip. If 
you are unable to apportion the PA this way, you cari 
report it on one slip. 

General guidelines for completing 
summary forms 
Use summary forms to report the totals of the amounts that 
you reported on the related supplementary slips. 

Before you start to enter information on the summary form, 
please keep the following points in min& 

. Make sure you use a separate summary for each type of 
supplementary slip. 

v If you did not receive a personalized T4 or T4A Summary 
form, obtain a blank one from your tax services office or 
tax centre. Enter your Business Number, operating name, 
and address. 

n Report amounts in Canadian dollars and cents on a11 
T4 Summary forms. 

n If you file a summary fox-m for a taxation year other than 
the one printed on the form, cross out the year in the 
upper left corner, and enter the correct year directly 
below it. 

. Comptete a separate summary form for each one of your 
payroll deductions accounts. Attach each form to the 
front of the related supplementary slips. 

n The totals you report on your summary form bave to 
agree with the totals you report on your supplementary 
slips. Errors or omissions cari cause unnecessary 
processing delays. 

n Copy 3 of the summary form is your working copy. 
When you complete the working copy, transfer the data 
to copy 1 of the summary form. Keep the working copy 
for your records. Send copies 1 and 2 of the summary 
form, and copy 1 of the supplementary slips, to your tax 
centre. The addresses of the tax centres are on the back of 
the working copy of the summary form. 

T4 Supplementary slip 
Sec the back of this guide for a sample T4 Supplementary 
slip. 

When to complete the TO Supplementary slip 
You bave to complete T4 Supplementary slips for a11 
individu& who received remuneration from you during 
the year if: 

. you had to deduct income tax, CPP contributions, or 
EI premiums from the remuneration; or 

. the remuneration was $500 or more. 

Note 
If you provide employees with group term life 
insurance taxable benefits, you always bave to prepare a 
T4 Supplementary slip, even if the total remuneration is 
less than 5500. 

TO know which type of income to report on a 
T4 Supplementary slip, see “T4 - Box 14 - Employment 
income before deductions” in the next section. 

How to complete the T4 Supplementary slip 
Employee’s name and address 
In the area next to the arrow, print or type the employee’s 
surname in capital letters, followed by the first name and 
initials. Directly below the name, enter the employee’s 
address, including the provincé, territory, or US. state, 
Canadian postal or American zip code, and country. 

Note 
. Complete the T4 Supplementary slip using the 

employee’s surname, not the company name. If you 
pay an amount to a proprietor or partner of an 
unincorporated business, do not issue a 
T4 Supplementary slip. Instead, issue a 
T4A Supplementary slip. For more information, see 
“T4A Supplementary slip” later in this chapter. 
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. For information on completing the 
T4 Supplementary slip for special situations (for 
example, barbas and hairdressers, or taxi drivers), 
read Chapter 8. 

Employer3 name 
Enter your operating or trade name in the space provided 
on each slip. 

T4 - Box 10 - Province of employment 
Enter one of the following abbreviations to indicate where 
the employee reported to work: 

NF - Newfoundland 
LB - Labrador 
PE - Prince Edward Island 
NS - NovaScotia 
NB - New Brunswick 
QC - Quebec 
ON - Ontario 
MB - Manitoba 
SK - Saskatchewan 
AB - Alberta 
BC - British Columbia 
NT - Northwest Territories 
YT - YukonTerritory 
US - UnitedStates 
ZZ - Other 

The province of employment you enter depends on 
whether or not an employee bas to report for work at your 
place of business (sec “Which provincial tax table should 
you use?” in Chapter 1 for more details). 

If an employee worked in a country other than Canada or 
the USA, or worked in Canada beyond the limits of a 
province or territory (e.g., on an offshore oil ri& 
enter “ZZ.” 

Note 
For any employee who worked in or whose employment 
was located in more than one province, territory, or 
country in the year, complete separate 
T4 Supplementary slips for each location. 

T4 - Box 12 -Social insurance number 
Enter the employee’s social insurance number (SIN) as it 
appears on the employee’s SIN tard. For more information 
on reporting this number, sec “Reporting the correct social 
insurance number (SIN)” above in this chapter and “Social 
insurance number (SIN)” in Chapter 1. 

T4 - Box 14 - Employment income before deductions 
Report the total income before deductions. Include a11 
salary, wages, bonuses, vacation pay, tips and gratuit&, 
honorariums, director’s fees, executor’s and administrator’s 
fees received to administer an estate (as long as the 
administrator or executor does not act in this capacity in the 
regular course of business). Include commissions, taxable 
allowances, the value of taxable benefits (including any 
GST/HST), and any other payments for services the 
employee performed during the year. Include these in 
box 14, even if they appear separately in other boxes. Also 
include payment out of an employee benefit plan (EBI’) and 
amounts that a truste? allocated under an employee trust. 

If the truste allocates the income, but you do net pay it 
immediately, include it in the income of the employee. Do 
not report it when you make the payment (for more 
information, sec Interpretation Bulletin IT-502, Employa 
Benefit Plans and Employa Trusts, and its Special R&ase). 

Note 
In the following cases, sec Chapter 8 for instructions on 
how to complete box 14 on the T4 Supplementary slip: 

. if you are an employer paying salary or wages to a 
status Indian; and 

. if you bave an employee who is a Canadian resident 
and who works for you outside Canada for more than 
six months in a row (the employee may be entitled to 
an overseas employment tax credit). 

T4 - Boxes 16 and 17 - Employee’s pension 
contributions (CPP/QPP) 
Enter the amount you deducted from the employee for 
contributions to the Canada Pension Plan (CPI’) or Quebec 
Pension Plan (QPI’). Make your entry under “CPP” (box 16) 
or “QPP” (box 17), depending on the province of 
employment. Do net report the employer’s share of 
CPP/QPP contributions on the T4 Supplementary slip. 

If an employee contributed to both plans, the total 
contribution should not be more than the maximum 
contribution for the year. In such a case, you bave to 
prepare two T4 Supplementary slips, as follows: 

n one showing the QI’I’ you deducted, and the 
remuneration the employee earned in the province of 
Quebec; and 

. the other show@ the CPP you deducted, and the 
remuneration the employee earned in the other province. 

Leave both areas blank if the employee did not contribute 
to either plan. 

If you overdeducted contributions from the employee, do 
not adjust the amounts you report on the 
T4 Supplementary slip. We Will credit the excess 
CPI’ contributions to employees when they file an income 
ta return. Complete Form PDZ.4, Statement of Overpayment 
and Application for Refind - Employer’s Contributions Under 
the Canada Pension Plan and/or Dremiums Under the 
Employment Insurance Act, to apply for a refund of your 
Cl’l’overpayment. Send it to us with your T4 information 
return. However, if you choose to request your refund at a 
later date, your request mut be made no later than four 
years from the end of the year in which the overpayment 
occurred. You cari obtain Form l’D24 at your tax services 
office or tax centre. 

T4 - Box 18 - Employee’s El premiums 
Enter the amount of EI premiums you deducted from the 
employee’s earnings. Lave this box blank if you did not 
deduct premiums. Do not report the employer’s share of 
EI premiums on the T4 Supplementary slip. 

If you overdeducted premiums from an employez, do not 
adjust the amounts you report on the T4 Supplementary 
slip. We Will credit excess EI premiums to employees when 
they file an income tax return. Complete Fofm PD24, 
Statement of Overpayment and Application for Refund - 
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1+1 Canada” l%a;: EMPLOYER’S APPLICATION FOR A REFUND OF EMPLOYMENT 
INSURANCE PREMIUMS UNDER THE NEW HIRES PROGRAM 

lf you are a small business or you bave statied a new business, you may be eligible to receive a refund under the New Hires PrOgram. TO 
find OUI il you are entitled to Ibis refund, get the pamphlet called the New Hires Program and the Employers’ Guide t0 Payroll Deducflons - 
Basic In/ormation. 

Were you associated with any other employer at any time during the year? 

0 No - complete Part 1 0 Yes - COmplete Pari 2 

Part 1 - Non-Associated Employers 

Employer3 name Business Number 

Which year is your claim for? 

c] 1997 q 1998 

1996 El Premiums 1997 El Premiums 1996 El Premiums 

A 8 C 

Part 2 - Associated employers If you need more space, use an attachmenl. - - 

Employer’S name Business Number 1996 El Premiums 1997 El Premiums 
..__-_ -----.------- 

TO,& 
A E 

.- 

: 3 

1998 El Premiums ------l 

If the total El premiums for 1996 in Box A is greater or equal to $60.000, 
you are net eligible to receive benefits under this program. 

If the total El premiums for 1996 in Box A is lesser or equal to $50,000, 
you may be eligble to receive a benefit of up to $10,000. Il this is the 
case. complele Part 4 for 1997 and /or Part 5 for 1998. 

If the total El premiums for 1996 in Box A is more than $50,000 but less 
Ihan $60.000. the benelit Will start to phase out on every dollar of 
premiums paid over $50,000. If this is the case, complete Part 3 before 
you complete Part 4 for ,997 and ,or Part 5 for 1998. 

Part 4- Refund for 1997 

Enter amount B from Part 1 or Pari 2 (whichever 

applies) 

Enfer amount A from Part lor Part 2 (whichever 

applies) $ - + $250 

Line 4 minus line 5 

4 

5 

6 

Line 3, line 6 or $10,000, whichever amount is 

,esser 7 

Part 3 _ Threshold calculation 
(II ,he El premiums kJ‘ ,996 are more ,h~50.000 but tess tha” $60.000.~ Part 5 _ Refund for 1998 

Enter amounf A from Part 1 or Part 2 (whichever Enter amount C from Par? 1 or Pari 2 (whichever 
app,iesj 1 applies) 8 

Less: threshold amount - $50,000 
Enter amount A from Part 1 or Par! 2 (whichever 

applies) $-....-- + $250 9 

Amount of reduction 
2 

3 

Line 8 minus line 9 

t 

10 

Line 10 x25% 11 

1. <’ Lme 3 kne Il or $10.000, whichever amount is 1 I 

Election to allocate benefits for assoclated employers - If you need more space. use an attachment. ~- 
Employer’s name Business Number 1997 1998 

I I I 

Certification 

I; 

1 contactperson 
P,i”kd in Canada 
RC89 

certily that the information given on Ibis form is. 10 the best of my knowledge. correct and complete. 

Authorized person’s signature 

(Français BU “BISO) 

Date Telephone number 

3927 Canada 





1M i%eadr F%%i EMPLOYER5 APPLICATION FOR A REFUND OF EMPLOYMENT 
INSURANCE PREMIUMS UNDER THE NEW HIRES PROGRAM 

II you are a small business or you bave starled a new business, you may be eligible to receive a refund under the New Hires PrOV3.m. TO 
find out if you are entitled to this refund, get the pamphlet called the New Hires Program and the Employers’ Guide fo Payroll Deductlons 
Basic Information. 

Were you associated with any other employer at any lime during the year? 

0 No complete Part 1 c] Yes complete Part 2 

Part 1 - Non-Associated Employers 

Employer’s name Business Number 

Which year is your claim for? 

0 1997 0 1998 

1996 El Premiums 1997 El Premiums 1998 El Premiums 

Pari 2 - Assoolated employers 

A 1997 El Pr emiumsE 1998 El Pr e#ums’ 

- If you need more space, use an attachment. 

r-Y ~mployer’s name Business Number 1996 El Premiums _ 

Totals 
A B C 

If the total El premiums for 1996 in BOX A is greater or equal to $60,000, 
you are net eligible to receive benefits under this pmgram. 

II the total El premiums for 1996 in Box A is fesser or equal to $50.000, 
you may be eligble to receive a benelit OI up lo $10.000. Il this is the 
case, coniplete Pari 4 for 1997 and /or Part 5 for 1998. 

Il Ihe total El premiums lor 1996 in Box Ais more than $50,000 but less 
than $60,000, the benefit Will start to phase out on every dollar of 
premiums paid over $50,000. Il this is the case, complete Pari 3 before 
you complete Part 4 for 1997 and /or Part 5 lor 1998. 

Part 4- Refund for 1997 

Enter amount B from Part 1 or Par? 2 (whichever 

applies) - 
Enter amount A lrom Part lor Pari 2 (whichever 

applies) $- + $250 

Line 4 minus line 5 

Line 3, fine 6 or $10,000, whichever amOunt is 

,esser 

Part 3 - Threshold calculation 
JII the El premi”msfor6 are more tha” $50,000 but ISSS tha” .wuJoo., 

Enter amount A from Part 1 or Part 2 (whichever 
applies) 1 

Less: threshold amount - $50,000 

Amounf of reduction 

Part 5 - Refund for 1998 

Enter amount C from Par? 1 or Part 2 (whichever 

applies) 

Enter amount A lrom Part lor Part 2 (whichever 

applies) $- + $250 

Line 8 mfnus line 9 

8 

9 

rn 

Maximum benefit 
$10.000 minus lin* 2 

Line 10 x25% 
3 11 

Line 3. line Il or $10,000, whichever amOun1 is 

Election to allocate benefits for associaled employers - Il you need more space. use an attachment. 

c 
Employer’s name Business Number 1997 I 1998 

I 

Certification 

r-- 

certify that the information given on this lorm is, to the best of my knowledge, correct and COmplete. 

contact person 
P,i”W in Canada 
RC89 

Authorized person’s signature 

(Français a” verso, 

Date Telephone number 

3927 CanadTi 





Employer’s Confributions Under the Canada Pension Plan 
and/or Premiums Under the Employment Insurance Act, to 
apply for a refond of your overpayment. Send it with the 
T4 information return. However, if you choose to request 
your refund at a later date, your request must be made no 
later than three years from the end of the year in which the 
overpayment occurred. You cari obtain Form PD24 at your 
tax services office or tax centre. 

T4 - Box 20 - Registered pension plan 
contributions 
Enter the total amount the employee contributed to a 
registered pension plan. Leave this box blank if the 
employee did not contribute to a plan. 

If the amount you report is a combination of contributions 
for curent and past services, identify the amount that 
relates to ~~-1990 past service in the footnotes area of the 
T4 Supplementary slip. Indicate whether the employee 
made past-service contributions while a contributor, while 
nota contributor, or both. 

TO determine if the employee made pas&service 
contributions before 1990 while a contributor, or while not a 
contributor, see Interpretation Bulletin IT-167R6, Registered 
Pension Plans - Employee’s Contributions, which is available 
at your tax services office or tax centre. 

Include instalment interest in box 20. Instalment interest 
includes interest charged to buy back pensionable service. 

Note 
Do not use box 20 to show what you contributed to an 
employee’s RRSP. Th 
taxable benefit. Report it in boxes 14 and 40 on the 
employee’s T4 Supplementary slip. 

If you bave a group RRSP for your employees, the trustez 
Will send you officia1 receipts for income tax purposes. The 
receipts show the employee and employer contribution 
amounts. Provide a copy of these receipts to the employee. 
Do not report these amounts in box 20. 

Do not use box 20 to report lump-sum payments directly 
transferred from one registered pension plan to another. 
For mqre information, contact your tax services office or tax 
centre. 

T4 - Box 22 - Income tax deducted 
Enter the total income tax you deducted from the 
employee’s remuneration. This includes the federal, 
provincial (except Quebec), and territorial taxes that apply. 
Leave the box blank if you did not deduct tax. 

Do not include any amount you withheld under the 
authority of a garnishee or a requirement to pay that 
applies to the employee’s previously assessed tax arrears. 

T4 - Box 24 -El insurable eamings 
Enter the total amount you used to calcul& the employee’s 
EI premiums. Do not include the unpaid portion of any 
earnings from insurable employment which you did not 
pay because of your bankruptcy, or receivership, or 
non-payment of remuneration for which the employez has 
filed a complaint with the provincial labour authorities. 

Leave the box blank if there are no insurable earnings, or if 
they are the same as in box 14. See box 28 later in this 
chapter for details. 

A retiring allowance is not inwrable. Do not deduct EI 
premiums from this amount. Report the amount on a 
T4A Supplementary slip. 

Do not include in box 24 of the T4 Supplementary slip any 
benefits for a clergy member’s residence that were exempt 
from insurable earnings. However, if the clergy member 
received a cash allowance for the value of the residence’s 
use, the cash amount is part of thé insurable earnings. 
Include this amount in box 24. 

T4 - Box 26 - CPP/QPP pensionable earnings 
In most cases, you Will Ieave the box blank. However, you 
bave to complete the box in the following situations: 

CPP - Complete the box if you included any of the 
following types of remuneration in box 14, “Employment 
income before deductions”: 

b) 

C) 

d) 

remuneration paid to the employez 

- before and during the month the employee turned 18; 

- after the month the employee turned 70; 

- during the months the employee was considered to 
be disabled under the CFP or QN’; or 

- after a retirement pension became payable under 
either the CPI? or QPP. 

remuneration paid to the employee while the employez 
worked in excluded employment (sec “Amounts not 
subject to CPI’contributions” in Chapter 2). 

amounts for a clergy mernber’s residence from which 
you did not deduct CFP contributions (if the clergy 
member gets a tax deduction for the residence, do not 
deduct CPI’ contributions). 

remuneration paid to a status Indian on a reserve before 
an election was made to caver the employee under the 
CPI’ (for more information, see “Status Indian 
employees” in Chapter 8). 

Subtract any of the amounts noted above from the amount 
in box 14. Enter the difference in box 26. Do not change the 
amount in box 14. 

If the situation descnbed in a) applies, see “Prorating the 
maximum contribution for the year” in Chapter 2 of tbis 
guide. 

QPP - Regardless of the employee’s province of residence, 
complete box 26 if the employee is subject to QPl’ and the 
pensionable earnings are more than the employment 
eamings in box 14 of the T4 Supplementary slip, 
“Employment income before deductions.” The ministère du 
Revenu du Québec considers certain premiums (e.g., 
private health benefit plan premiums) that employers pay 
to be pensionable earnings for employees working in 
Quebec. These benefits are pensionable for QPP purposes, 
but not for CPP purposes. 
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T4 - Box 28 - Exempt (CPP/QPP and El) 
Do net complete the CPPIQPP part of this box if you 
entered an amount in boxes 16,17, oï 26. Enter an “X” 
under CPP/QPP only if the earnings were exempt for the 
entire period of employment. 

Do net complete the EI part of this box if you entered an 
amount in boxes 18 or 24. Enter an “Y under El only if the 
earnings were exempt, or if they were not eligible for the 
entire reporting period of employment. 

T4 - Boxes 30 to 40 -Taxable allowances and benefits 
The instructions for boxes 30 to 40 briefly outline what you 
should enter in each box. Some of these benefits must 
include the goods and services tax (GST) and the provincial 
sales tax (PST or TVQ in Quebec), if applicable, or the 
harmonized sales tax (HST). Chapters 1 and 2 of the 
Employer~’ Guide to Payroll Deductions - Taxable Benefits, 
explain how to calcul& the value of these benefits.. 

The amount of taxable benefits you report may be affected 
if the employee IS: 

. at a special work site or remote work location; or 

. living in a prescribed zone. 

If you think one of these situations applies, sec “T4 Box 30 
- Housing, board, and lodging” below, or Chapter 2 of the 
Employer~’ Guide to Payroll Deductions - Taxable Benefits. 

T4 - Box 30 - Houslng, board, and lodging 
Enter an amount in box 30 if you provide an employee with 
free or subsidized housing, meals, or board and lodging. 
Also include this amount in box 14. As an employer, you 
have to estimate and report the fair market value of these 
benefits. 

Note 
Include any GST/HST that applies to the benefit in the 
amount you report in this box. 

In box 30, do not include board and lodging at a special 
work site in a prescribed zone. In the footnotes area, enter 
“Box 30, Special work site $-.” 

Under certain circumstances, the benefits and the value for 
board and lodging for remote work locations are exempt 
from income tax. 

For more information, see “Employment at special work 
sites and remote work locations” in Chapter 8. 

T4 - Box 32 - Travel in a prescribed zone 
Medlcol trovel in o prescribed zone - Enter the amount of 
medical travel assistance you provided to employees living 
in a prescribed zone. Include this amount in box 14. In the 
@otnotes area, enter “Box 32, Medical travel $ .” 

Other travel in a prescribed zone - Enter the amount of 
other travel assistance you provided to employees living in 
a prescribed zone. Include this amount in box 14. 

If you need more information, see Chapter 2 of the 
Employer~’ Guide to Payroll Deductions -Taxable Benefits. 

Note 
In this box, include any GST/HST that applies ta the 
benefit. 

T4 - 80x 34 - Persona1 use of employer’s auto 
Enter the benefit from an employer-provided automobile. 
Include this amount in box 14. Calculate the amount in two 
parts: 

n operating costs; and 

. standby charges. 

For more information on standby charges and operating 
costs, and how to report them, see “Automobile benefits” in 
Chapter 1 of the Employer~’ Guide to Payroll Deductions - 
Taxable B+its. 

T4 - Box 36 - Interest-free and low-interest loans 
Enter the benefit a person receives from this type of loan 
because of an office OI employment (or intended 
employment). Include this amount in box 14. If the 
employez obtained a loan for a home, identify the amount 
the employez cari deduct. In the footnotes area, enter 
“Box 36, Home loan $ .” For more information, see 
Chapter 2 of the Employer~’ Guide to Payroll Deductions - 
Taxable Bene,%. 

Note 
No GST or HST applies ta this benefit. 

T4 - Box 38 -Stock option benefits 
Enter the benefit that an employee receives under a 
corporation’s agreement to issue its shares to the employee. 
Include this amount in box 14. 

In the footnotes area, enter the amount that the employee is 
entitled to deduct under paragraph 110(l)(d) or 
paragraph llOW(d.1) of the Income Tax Act (employee stock 
options). 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 as follows: 

. “Box 38, Stock option 110(l)(d) $ “; or 

. “Box 38, Stock option llOW(d.1) $ .” 

For more information about this benefit and how to 
calculate it for T4 reporting, see Chapter 2 of the 
Employer~’ Guide to Payroll Deductions - Taxable Benefits. 

Note 
No GSI or HST applies to this benefit. 

T4 - 80x 40 - Other taxable allowances and benefits 
Enter the amount of any other taxable benefits you paid or 
gave to an employee which you did net include elsewhere 
on the T4 Supplementary slip. Include this amount in 
box 14. 

For more information on how to calculate taxable benefits 
that are reported in Box 40, see the Employers’ Guide to 
Payroll Deductions - Taxable Benefits 

See also Chapters 1 and 2 of the Employer~’ Guide to Payroll 
Deductions - Taxable Benefits for details on how ta calculate 
the following taxable benefits: 

n group term life insurance; 

. municipal officer’s expense allowance; and 

. flat rate, plus reasonable per-kilometre auto allowance. 
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Note 
In this box, include any GST/HST that applies to the 
related benefits. 

T4 - Box 42 - Employment commissions 
Enter the amount of the employee’s commissions if the 
employez sold property or negotiated contracts for you, 
Include this amount in box 14. For more details, sec 
Interpretation Bulletin IT-522, V&i&, Travel and Sales 
Expenses of Employees. 

T4 - Box 44 - Union dues (completed at employer3 
option) 
Use this box only if you and the union agree that the union 
Will not issue receipts for union dues to employees. In this 
case, include a Certificate of Agreement with the 
T4 information return. 

Enter the amount you deducted from employees for union 
dues. Include amounts you paid to a parity or advisory 
committee that qualify for a deduction. 

Do not include in this box strike pay the union paid to 
union members. 

For more information, sec Interpretation Bulletin IT-103, 
Dues Paid to a Union DT to a Parity OI Advisory Committee. 

T4 - Box 46 -Charitable donations (completed at 
employer% option) 
Enter the amount you deducted from the employees’ 
earnings for donations to registered charities in Canada. In 
the footnotes area, enter the registration numbers you 
obtained from us for the employees’ charity trust. Enter 
only the numbers with the largest total donations. 

T4 - Box 50 - Pension plan or DPSP registration number 
Enter the seven-digit registration number we issue for a 
registered pension plan (Rl’l’), deferred profit-sharing plan 
(DPSP), or an umegistered foreign pension plan when an 
election to report a pension adjustment (PA) is in effet. Do 
this even if your plan requires only employer contributions. 
However, if you make contributions to union pension 
funds, you bave to indicate the union’s plan number, which 
the union has to give you. If you made contributions to 
more than one plan on behalf of the employee, insert only 
the number of the plan under which the employee bas the 
largest PA. 

Enter registration numbers (net more than three) for any 
additional plans on lines 71,72, and 73 of the T4 Summary 
form. 

T4 - Box 52 - Pension adjustment 
If you bave a registered pension plan (RPI? or a deferred 
profit-sharing plan (DP%‘), enter only the dollar amount of 
the employee’s PA for the year. If you bave to prepare more 
than one T4 Supplementary slip for the employee because 
the employee worked for you in more than one work 
location, you should report the PA proportionately on 
each slip. If you are unable to apportion the PA, report it on 
one slip. 

Leave box 52 blank if the employez participated in 
your RPP or DI’Sl’ and one of the following applies: 

. The calculated PA is a negative amount or zero. 

. The employee died during the year. 

. The employee is fully paid up. This happas when the 
employee no longer accrues benefits in the plan 
(eg., when the employee has accrued the maximum 
number of years of service and no longer contributes to 
the plan). 

Special rules 
Special calculation rules apply in some circumstances. 
These apply ta employees who: 

. left your employment during the year; 

. are on, or return from, a lave of absence; 

n participate in a salary-deferral arrangement; or 

. work for you part-time. 

For more information on how to calculate the PA, sec the 
Employer~’ Pension Adjustment Calculation Guide. If you need 
more help calculating a PA, sec your pension plan 
administrator, or cal1 our Registered Plans Division at these 
toll-free numbers: 

l-800-267-3100 (English) 
l-800-267-5565 (French) 

Inottawa: 
(613) 954-5102 (English) 
(613) 954-5104 (French) 

Unregistered retirement plans or arrangements 
Measures ensure that the uniform limits on tax-deferred 
retirement swings take into consideration swings under 
three types of unregistered retirement plans or 
arrangements: 

n a specified retirement arrangement (SRA); 

. a government-sponsored retirement arrangement 
(GSRA); and 

. a foreign pension plan (FFI’). 

If you bave any questions about PA for these types of plans 
or arrangements, please contact: 

Registered Plans Division 
Revenue Canada 
700 Industrial Avenue 
Ottawa ON KlA OL5 

or cal1 to11 free: 
l-800-267-3100 (English) 
l-800-267-5565 (French) 

T4 - Box 54 - Business Number 
Enter your 15-digit Business Number that you use to send 
us your employees’ deductions. This number appears in the 
top left corner of your statement of account, which we send 
to you each month. 

Your Business Number does not appear on the two copies 
of the T4 Supplementary slip that you give to your 
employees. 
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T4 - Box 56 - Employee number 
If applicable, enter information, such as the employee 
number, department, unit, or payroll number. 

T4 Summary form 
Sec the back of this guide for a sample T4 Summary form. 

How to complete the T4 Summaty form 
In the boxes at the top of the form, enter your Business 
Number, name, and address. 

TP - Line 14 - Employment income before deductions 
Add the amounts in box 14 on a11 T4 Supplementary slips. 
Enter the total on line 14. 

T4 - Line 16 - Employee’s CPP contributions 
Add the amounts in box 16 on a11 T4 Supplementary slips. 
Enter the total on line 16. 

T4 - Line 18 - Employees’ El premiums 
Add the amounts in box 18 on a11 T4 Supplementary slips. 
Enter the total on line 18. 

T4 - Line 19 -Employer% El premiums 
Enter your share of Employment Insurance premiums 
(multiply the employees’ total premiums by the employer’s 
premium rate). 

T4 - Line 20 - Registered pension plan 
contributions 
Add the amounts in box 20 on a11 T4 Supplementary slips. 
Enter the total on line 20. 

T4 - Line 22 - Income tax deducted 
Add the amounts in box 22 on a11 T4 Supplementary slips. 
Enter the total on line 22. 

T4 - Line 24 - El insurable earnings 
Add the amounts in box 24 on a11 T4 Supplementary slips. 
If box 24 is blank, use the amount in box 14 only if the 
income is insurable. Enter the total on line 24. 

T4 - Line 27 -Employer% CPP contributions 
The Cl?’ rate is increased from 2.925% to 3.0% for 1997. 

However, for 1997, we asked a11 employers to continue 
deducting employee CPP contributions at the rate of 2.925% 
and to continue using the current Puyroll Deductions Tables 
to determine CPI’ contributions. 

TO compensate for the difference between the two CFP 
contribution rates, you bave to pay your share when filing 
your 1997 T4 Summary forms. 

TO calculate the total amount of your CFP contributions for 
1997, follow these steps: 

1. Enter the amount shown on 
line 16, “Employees’ CPP 

,I contnbutmns .,,.,,.......,..,.,........................ $- 

2. Your share of CPP contributions for 
the year 1997: 
multiply line 1 by 1.02564 ..,......................,...... = $- 

Enter this amount on line 27 of the 
T4 Summary form. 

We Will not charge you interest or penalties on the 
increased rate if you pay it when filing your information 
return and you file your information return on time. 

T4 - Line 52 - Pension adjustment 
Add the amounts in box 52 on a11 T4 Supplementary slips. 
Enter the total on line 52, in dollars only. 

T4 - Lines 71,72, and 73 - Revenue Canada-issued 
registration numberfs) ter RPP or DPSP 
Enter the seven-digit registration numbers that we gave 
you, up to a maximum of three. 

NOk 
This also applies to numbers we issue for unregistered 
foreign pension plans, if you filed an election to report 
a PA. 

T4 - Lines 74 and 75 - Canadian-controlled private 
corporations or unincorporated employers 
Enter the social insurance numbers of any proprietors or 
principal owners. 

T4 - Lines 76 and 78 - Contact person and telephone 
number 
Enter the name and telephone number of a contact person 
that we cari cal1 to obtain or clarify information you 
reported on the summary form. 

T4 - Line 80 -Total deductions reported 
Add the amounts reported on lines 16,27,18,19, and 22 of 
the summary form. Enter the total on line 80. 

T4 - Line 82 - Remittances 
Enter the amount you remitted for the year under your 
Business Number. 

Subtotal 
Subtract line 82 from line 80. 

T4 - Line 83 - New Hires Program Refund 
Report the amount of refund available to you, which you 
calculated on Form RC89, Employer’s Application for a Re+nd 
of Employment Insurance Premiums under the New Hires 
Prowam. File this form with the T4 information return. 

Difference 
If the subtotal is positive, subtract it from line 83. 

If the subtotal is negative, add it to line 83. 

T4 - Line 04 - Overpayment and 
Line 06 - Balance due 
Subtract the difference from line 80. 

If the result is negative, and you do not bave to file another 
type of return for this account number, enter the result on 
line 84. Attach a note indicating the reason for the 
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overpayment and whether you want us to transfer this 
amount to another account or refund the overpayment io 
YOU. 

If the result is positive, enter it on line 86. 

If the result is “0,” lave lines 84 and 86 blank. 

We do net refund or charge a difference of less than $2. 

is more than $25. They bave to enter the group term life 
insurance benefits in box 28, “Other income,” of the T4A 
Supplementary slip. 

Amount enclosed 
If you bave a balance due, attach to the T4 Summary form a 
cheque or money order payable to the Receiver General for 
the balance owing. If you remit your payment late, any 
balance owing may be subject to penalties and interest at 
the prescribed rate. 

How to complete the T4A Supplementary slip 
In many cases, we ask you to enter an explanation to 
describe paymenis or part payments in the “Footnotes 
codes and explanation” area, as well as a code in box 38. 
You cari find a complete list of these codes later in this 
chapter, in the section “T4A Box 38 - Footnote codes.” 

T4 - Line 88 -Total number of T4 slips filed 
Enter the total number of T4 Supplementary slips that you 
are including with the T4 Summary form. 

Recipient’s name and address 
In the area next to the arrow, print or type in capital leiters 
the surname of the person to whom you made ihe payment, 
followed by the first name and initials. Directly below the 
narne, enter the person’s address, including ihe province, 
territory or U.S. state, Canadian postal or American zip 
code, and country. 

T4 Supplementary slips with a United States address 
In the space to the right of line 88, enter the number of 
T4 Supplementary slips that you are including for 
employees with US. addresses. File these slips ai the end of 
the return, after the T4 Supplementary slips for employees 
with Canadian addresses. 

Employer3 or payer3 name 
Enter your operating or irade name in ihe space provided 
on each slip. 

Certification 
A current officer of the business has to sign the 
T4 information return to show that the information is 
correct and complete. 

T4A - Box 12 -Social insurance number 
Enter the social insurance rumba (SIN) that shows on the 
SIN tard of the person to whom you made the payment. 
For more information on reporting this number, sec “Social 
insurance number (SIN)” in Chapter 1 of this guide. 

T4A Supplementary slip 

T4A - Box 14 - Reclplent’s number 
Using this number is an option. 

Sec the back of this guide for a sample T4A Supplementary 
slip. 

When to complete the 
T4A Supplementary slip 
You may bave to complete a T4A Supplementary slip if you 
made any of the following types of paymenis: 

. pension or superannuation (box 16); 

H lump-sum payments (box 18); 

. self-employed commissions (box 20); 

. annuities (box 24); 

T4A - Box 16 -Pension or superannuation 
Enter ihe taxable part of annuity payments you paid to an 
employee or retired employee out of, or under, a 
superannuation or pension fund or plan including 
disability benefits paid in the form of a life annuity 
(Disability benefits paid out of a superannuation or pension 
plan should be declared in box 28, “Other income,” of the 
T4A Supplementary slip.) 

You may bave paid superannuation or pension benefits 
from an employez benefit plan for services that a person 
rendered in a period during which the person did net 
reside in Canada. If you paid the benefits periodically, 
report the amount in, box 16. These payments cannot be 
transferred to an RPP or RRSP. 

. retiring allowances (box 26); 

. other income (box 28); or 

n patronage allocations (box 30). 

You bave to complete a T4A Supplementary slip if: 

Unreglstered pension plan - You bave to identify pension 
benefiis you paid from a pension fund or plan that is net 
registered. In the footnotes area, enter “Box 16, 
Unregistered $ ,” In box 38, enter code “09.” These 
benefits cannot be transferred to a registered plan. 

n the payment WÛS more than $500; or 

w you deducted tax from the payment. 

Note 
Group term life insurance 
Multi-employer plan administrators or trustees that 
provide taxable benefits from group term life insurance 
to former employees or employees of such a plan, bave 
to prepare a T4A Supplementary slip only if the benefit 

Status Indlan - Pension or superannuation is usually 
exempt from income tax when a person receives it as a 
result of employment income that was exempt from tax. If 
part of ihe employment income was exempt, then a similar 
part of these amounts is exempt. Include the exempt part in 
the footnotes area. Enter “Box 16, Status Indian (exempt 
incorne) $ .II In box 38, enter code “14.” 
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T4A - Box 18 - Lump-sum payments 
In box 18, enter the following payments: 

. the taxable part of a single payment out of a pension 
fund or plan because of a: 

- withdrawal from the plan, retirement from 
employment, or death of an employee or former 
employee; or 

- termination of, amendment to, or modification of the 
pIa*. 

n the taxable part of a single payment out of a deferred 
profit sharing plan (DM’) due to a withdrawal from the 
plan, retirement from employment, or death of an 
employee or former employee. 

If you include lump-sum payments out of RPPs and Dl?% 
accrued to December 31,1971, in the footnotes area, enter 
“Box 18, Accrued to December 31,1971$-. ” In 
box 38, enter code “10.” 

Do not report direct transfers of RPP lump-sum payments 
to RRSI’s, RRIFs, or other Rl’l’s that are transferred 
according to subsection 147.3(l) to (8) of the Incorne Tax Act. 
Similarly, do not report direct transfers of DPSP ïump-sum 
payments to Rl’l’s, RRSPs, or other Dl’SPs that are 
transferred according to subsection 147(19) of the Act. You 
do not bave to report as income a lump-sum amount 
directly transferred according to these subsections. Also, 
the receiving carrier should not issue receipts. You cari use 
Form T2151, Direct Transfer of a Sit@e Amount under 
Subsection 24709) or Section 147.3, to document these direct 
transfers. 

We consider amounts that are transferred, which are more 
than the amounts allowed under subsections 147.3(l) to (8) 
or 14709) to be income in the year that the transfer takes 
place. Report such amounts in box 18. The receiving carrier 
should issue a receipt for these excess transfers. 

When you pay a single amount out of an RPP to an 
individual or you transfer such an amount that we consider 
to be income, enter “Box 18, RPP-net eligible for 
transfer $ ” in the footnotes area. In box 38, enter 
code “08.” 

Use box 18 to report the total of amounts you allocated or 
reallocated in the year under a DPSP or a revoked plan (to a 
person described in paragraph 147(2)(k.2) of the 
Income Tax Act) for: 

w employer contributions made to the plan after 
December 1,1982; or 

. amounts forfeited in the plan if these amounts are 
withdrawn from the plan during the year. 

If you allocated an amount under section 147c10.3) of the 
Income Taw Act in a previous year and you made the 
payment in the current year, you bave to report the amount 
of the payment. In the footnotes area, enter “Box 18, 
DPSP-not eligible for transfer $-. n In box 38, enter 
code “08.” 

You may bave paid superannuation or pension benefits 
from an employee benefit plan for services that a person 
rendered in a period during which the person did net 
reside in Canada. If you paid the benefits in a lump sum, 
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report the amount in box 18. You cari transfer the amount 
to an RPF or RRSP under paragraph 60(j) if the recipient or 
the recipient’s spouse performed the services for which you 
made the payment. If you made such a transfer, in the 
footnotes area, enter “Box 18, Benefits for non-resident 
services transferred under paragraph 60(j) 5 .” In 
box 38, enter code “02.” 

You bave to identify pension benefits you paid from a 
pension fund or plan that is not registered. In the footnotes 
area, enter “Box 18, Unregistered $ J’ In box 38, 
enter code “09.” You cannot transfer these benefits to a 
registered plan. 

Stotus Indlon - A lump-sum payment is usually exempt 
from income tax when a person receives it as a result of 
employment income that was exempt from ta. If part of 
the employment income was exempt, then a similar part of 
this amount is exempt. Include the exempt part in the 
footnotes area. Enter “Box 18, Statu~ Indian (exempt 
incorne) 5 .” In box 38, enter code “14.” 

T4A - Box 20 - Self-employed commissions 
Enter the amount of commission you paid to an 
independent agent. 

T4A - Box 22 - Income tox deducted 
Enter the total income tax you deducted from the 
employee’s remuneration during the year. This includes the 
federal, provincial (except Quebec), and territorial taxes 
that apply. Lave the box blank if you did not deduct ta. 

Do not include an amount you withheld under the 
authority of a garnishee or a requirement to pay which 
applies to the employee’s previously assessed tax arrears. 

T4A - Box 24 - Annuities 
Enter the total annuity payments under an 
income-averaging annuity contract (IAAC), and the yearly, 
taxable part of other annuity payments. 

Enter annuity payments from a life annuity which was 
purchased from the proceeds of a Life Income Fund (LIF). 

If you include IAAC payments in this box, in the footnotes 
area, enter: “Box 24, IAAC $ .” In box 38, enter 
code “10.” 

If you include instaltient or annuity payments under a 
Dl’SP, in the footnotes area, enter “Box 24, DPSP annuity 
or instalment payments $ .” In box 38, enter 
code “15.” 

When you report annuity payments from other sources on 
the T4A Supplementary slip, follow these guidelines: 

. Report annuity payments from a superannuation or 
pension fund or plan (other than a life annuity) in box 16. 

n In box 28, report the proceeds of disposition (or deemed 
disposition) of an IAAC. 

For more details, sec Information Circular 77-1, Deferred 
Profit Sharing Plans. 

NOk 
Report on a T5 Supplementary slip the annuity 
payments for accrued income from a life insurance 
policy that you include when you calculate a person’s 



income under the provisions of section 12.2 of the 
Incarne Tax Act. 

Report annuity payments to a non-resident on an 
NR4 Supplementary slip. 

T4A - Box 26 - Retiring ollowances 
Enter the amount of retiring allowances, including 
severance pay. 

If the allowance includes an amount not eligible for transfer 
to an RRSP or RPP, in the footnotes area, enter “Box 26, 
Retiring Allowance, non-eligible $ .” In box 38, 
enter code “12.” For more information, sec Chapter 7. 

Statu Indion - A retiring allowance is usually exempt from 
income tax when a person receives it as a result of 
employment income that was exempt from tax. If part of 
the employment income was exempt, then a similar part of 
these amounts is exempt. Include the exempt part in the 
footnotes area. Enter “Box 26, Status Indian (exempt 
income) $ .” In box 38, enter code “14.” 

T4A - Box 28 - Other lncome 
Enter the following types of payments in box 28: 

1. 

2. 

3. 

4. 

5. 

6. 

Annuity payments from an annuity that an individu=1 
bought with a refund of premiums from a deceased 
annuitant’s RRSP (for more information on this type of 
annuity, sec the Interpretation Bulletin IT-500, Registered 
Retirement Savings Plans - Death of an Annuitant, 
paragraphs 27 and 28.) 

Payments under a revoked Dl%’ (in the footnotes area, 
enter “Box 28, Payments from a revoked DI?X’ 
5 ” and in box 38, enter code “13”). 

Any fees or other amounts paid to Canadian residents 
for services (report any other amount you do net bave 
to report elsewhere on a T4A or other information 
return). 

The proceeds of disposition or deemed proceeds of 
disposition of an income-averaging annuity contract 
(IAAC). 

Research grants (in the footnotes area, enter “Box 28, 
Research grants $ v , and in box 38, enter 
code “04”), and scholarships, fellowsbips, bursaries, 
and prizes (in the footnotes area, enter “Box 28, 
Scholarships, bursaries, or fellowships $-, ” and 
in box 38, enter code “05”). 

You cari find more information in Interpretation 
Bulletin IT-75, Scholarships, Fellowhips, Bursaries, Prizes, 
and Research Grants. 

Certain payments made under a wage-loss replacement 
plan, except for some payments you made under an 
insured wage-loss replacement plan, ewn if you made 
a contribution to the plan (to find the types of payments 
you should report, sec Interpretation Bulletins IT-54, 
Wage Los Replacement Plans-Changes in Plans 
Established Before June 19,1971, and IT-428, Wage LO~S 
Replacement Plans)-in the footnotes area, enter “Box 28, 
Income from wage-loss replacement plan, not fully 
funded by employee premiums $ M , and in 
box 38, enter code “07.” 

Wage-loss replacement plan benefits for statis Indians 
are usually exempt from income tax when a person 
receives them as a result of employment income that 
was exempt from tax. If part of the employment income 
was exempt, then a similar part of these amounts is 
exempt. Include the exempt part in the footnotes area. 
Enter “Box 28, Status Indian (exempt incorne) 
$ T In box 38, enter code “14.” 

A training allowance paid under the 
National Training Act (the part paid for persona1 living 
expenses while the employee is living away from home 
for training is not a taxable allowance). 

Payments under the Labour Adjustment Benefits Act, or a 
benefit payable under an Appropriation Act to 
compensate for loss of office or employment, such as in 
the textile and leather-tanning industries. 

The gras amount of any payment on or after the death 
of an employez to recogNz.e the employee’s service in 
an office or employment (in the footnotes area, enter 
“Box 28, Death benefit $ u , and in box 38, enter 
code “06”). 

10. Benefits from board and lodging, or transportation that 
a third party supplies (a prime contracter or another 
subcontractor) to employees of subcontractors (e.g., a11 
workers on a site who share common quartas). The 
person who provides the benefits (a third-party payer) 
has to report them on a T4A Supplementary slip, unless 
the benefits are non-taxable allowances for working at a 
special work site or remote work location (se 
Chapter 8). For more information, sec Interpretation 
Bulletin IT-91, Employment ut Special Work Sites or Remote 
Work Locations. 

If an employee usually lives in a prescribed zone and 
works at a special work site in a prescribed zone, report 
any non-business travel assistance (including media1 
travel assistance) in box 28. Separate the media1 travel 
from the non-business travel, and in the footnotes area, 
enter “Box 28, Media1 traveI5 .” In box 38, 
enter code “16.” 

If an employee does not usually live in a prescribed 
zone but works at a special work site in a prescribed 
zone and me& the residency requirements for the 
northern residents’ deductions (see Chapter 8), do not 
include in box 28 any board and lodging benefits the 
employee receives while working at the special work 
site (in the footnotes area, enter “Box 28, Board and 
lodging benefits $ n , and in box 38, enter 
code “13”). 

NOte 
Include any GST/HST that applies to the related 
benefits. 

11. Premiums you pay as a contribution to a provincial 
health services insurance plan for a retired employee 
(see “I’remiums under provincial hospitalization and 
media1 tare insurance plans and certain Government 
of Canada plans” in Chapter 2 of the Employer~’ Guide to 
Payroll Deductions - Taxable Benefits (in the footnotes 
area, enter “Box 28, Medical premium benefit 
5. ” and in box 38, enter code “18”). 
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For more details, sec Interpretation Bulletin IT-247, 
Employer’s Contribution to Pensioners’ Premiums Under 
Provincial Medical and Hospital Services Plans. 

Note 
For report@ requirements that concern payments 
from a retirement compensation arrangement 
(RCA), sec the Retirement Compensation Arrangement 
Guide, or contact your ta services office or tax centre. 

12. Payments under a supplementary unemployment 
benefit (SUB) plan. 

13. Benefits of a loan that a person or partnership received 
as a shareholder or related to a shareholder (in the 
footnotes area, enter “Box 28, Loan benefit (under 
subsection 80.4(Z) ) 5 fi , and in box 38, enter 
code “17”). 

14. Any benefit for employer-provided group term life 
insurance when the benefit is conferred by a former 
employer or reported by another party on behalf of the 
employer or former employer. 

15. Disability benefits paid out of a superannuation or 
pension plan (in the footnotes area, enter “Box 28, 
Disability benefits paid out of a superannuation or 
pension plan $ ” , and in box 38, enter 
code “13”). 

16. A cash award or prix paid directly from a 
manufaciurer to the employee of a dealer or other sales 
organization. For more details, sec Interpretation 
Bulletin IT-470, Employee’s Fringe Benefits, and its special 
r&ase. 

T4A - Box 30 - Patronage allocations 
Report a11 allocations you gave to customers for their 
patronage. This includes payments you made in cash or in 
kind, by certificate of indebtedness, issue of shares, set-off, 
assignment, or any other way. Your allocations should be in 
proportion to the patronage. 

T4A - Box 32 - Registered pension plan contributions 
(past service) 
Enter the contributions a former employez made to buy 
past service. The plan administrator usually completes 
the T4A Supplementary slip when an employee-employer 
relationship no longer exists. Include any instalment 
interest paid for past-service contributions. Instalment 
interest is the portion of contributions tbat represents the 
amount charged to buy past service over time. In the 
footnotes area, enter “Box 32, Pre-1990 past service 
5 .” In box 38, enter code “13.” 

T4A - Box 34 - Pension adjustment 
Enter, in dollars only, the amount of pension 
adjustment (PA) an employee has under an RPP during a 
period of leave or reduced services. Do this in the year for 
which you report the PA as the pension plan administrator 
for a multi-employer plan (MEI’). Sec the Empl~y& P~xs~o~ 
Adjustment Calculation Guide for more information. 

T4A - Box 36 -Pension plan registration number 
Enter the registration number we issued for the registered 
plan or DPSP in which an employee participates, and which 

gave rise to the PA you are reporting. You bave io report 
the pension plan number, aven if your plan requires only 
employer contributions. If you made contributions to more 
than one plan for the employee, enter only the number of 
the plan under which the employez has the largest PA. 

Enter registration numbers (net more than three) for any 
additional plans on lines 71,72, and 73 of the 
T4A Summary form. 

Footnote codes and explanation 
Use this area on the T4A Supplementary slip to record 
footnotes when you report certain kinds of income or 
identify transfers of funds under certain sections of 
the Income Tax Act. 

T4A - Box 38 - Footnote codes 
When you enter a written footnote in the “Footnote codes 
and explanation area,” you bave to enter the corresponding 
footnote code in box 38. If there is no written footnote, lave 
box 38 blank, or enter “00.” If you bave only one footnote 
code, record it in box 38. If you bave more than one code, 
enter code “13” in box 38. Also record a11 the relevant codes 
in the “Footnote codes and explanation” area at the bottom 
of the T4A Supplementary slip. 

The following is a list of the codes and the 
T4A Supplemeniary slip income boxes to which they apply. 

Code Explanation and use 

00 

02 

No footnote code required. 

Transfer of funds, paragraph 60(j)-Use this code 
to describe a transfer amount in box 18. 

04 

05 

Research grant-Box 28 only. 

Scholarships, bursaries, or fellowships-Box 28 
0dy. 

06 

07 

08 

Death benefit-Box 28 only. 

Income from wage-loss replacement plan; net fully 
funded by, employee premiums-Box 28 only. 

RPP or DP%--Not eligible for transfer-Use this 
code to describe an amount in box 18. 

09 Unregistered plan-Use this code to describe the 
amount in box 16 or 18. 

10 Amounts reported in footnotes for lump-sum 
payments accrued before December 31,1971, and 
IAAC annuities-Use this code to describe the 
amount in box 18 or 24. 

12 

13 

Non-eligible retiring allowances-Box 26 only. 

Other footnotes or multiple footnotes-Use this 
code if you entered a written footnote that does net 
correspond to codes 02 to 12,14 to 18, or if more 
than one code applies. 

14 Statu$ Indians with exempt incorne-Use this code 
to describe any amounts shown in boxes 16,18,26, 
and 28. 

15 Instalment or annuity payments under a 
Dl%-Box 24 only. 

lb Media1 travel in a prescribed zone--Box 28 only. 
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17 Loan benefit (under subsection 80.4(Z))-Box 28 
OlllY. 

18 Media1 premium benefit-Box 28 only. 

T4A - Box 46 - Charitable donations 
Enter the amount you deducted from the employees’ 
earnings for donations to registered charities in Canada. In 
the footnotes area, enter the registration number you 
obtained from us for the employees’ charity trust. Enter 
only the numbers with the largest total donations. In 
box 38, enter code “13.” 

T4A - Box 61 - Business Number 
Enter your 15-digit Business Number that you use to send 
us your employees’ deductions. This number appears in the 
top left corner of the statement of account that we send to 
you each month. 

Your Business Number does net appear on copies 2 and 3 
of the T4A Supplementary slip that you give to your 
employees. 

T4A Summary form 
See the back of this guide for a sample T4A Summary form. 

How to complete the T4A Summary 
In the boxes at the top of the summary, enter your Business 
Number, name, and address. 

T4A - Line 16 -Pension or supercmnuation 
Add the amounts in box 16 on a11 T4A Supplementary slips. 
Enter the total on line 16. 

T4A - Line 18 - Lump-sum payments 
Add the amounts in box 18 on all T4A Supplementary slips. 
Enter the total on line 18. 

T4A - Line 20 - Self-employed commissions 
Add the amounts in box 20 on a11 T4A Supplementary slips. 
Enter the total on line 20. 

T4A - Line 22 -Total tax deductions reported 
Add the amounts in box 22 on a11 T4A Supplementary slips. 
Enter the total on line 22. 

T4A - Line 24 - Annuities 
Add the amounts in box 24 on a11 T4A Supplementary slips. 
Enter the total on line 24. 

T4A - Line 26 - Retiring crllowances 
Add the amounts in box 26 on a11 T4A Supplementary slips. 
Enter the total on line 26. 

T4A - Line 28 - Other income 
Add the amounts in box 28 on a11 T4A Supplementary slips. 
Enter the total on line 28. 

T4A - Line 30 - Patronage allocations 
Add the amounts in box 30 on a11 T4A Supplementary slips. 
Enter the total on line 30. 

T4A - Line 32 - Registered pension plcrn contributions 
(past service) 
Add the amounts in box 32 on a11 T4A Supplementary slips. 
Enter the total on line 32. 

T4A - Line 34 - Pension adjustment 
Add the amounts in box 34 on a11 T4A Supplementary slips. 
Enter the total on line 34. 

T4A - Lines 71,72, and 73 -Revenue Canado-issued 
registrcrtion numbers for RPP 
Enter the seven-digit registration numbers that we gave 
you, up to a maximum of three. 

T4A - Unes 74 and 75 - Canadian-controlled private 
corporations or unincorporoted employers 
Enter the social insurance numbers of any proprietors or 
principal owners. 

T4A - Unes 76 and 78 -Contact person and telephone 
number 
Enter the name and telephone number of a contact person 
that we cari cal1 to obtain or clarify information you 
reported on the summary form. 

T4A - Line 82 - Remiltcmces 
Enter the amant you remitted for the year, under your 
Business Number. 

Difference 
Subtract line 82 from line 22. Enter the difference in the 
space provided. If there is no difference between the total 
deductions you reported and the amount you remitted for 
the year, lave lines 84 and 86 blank. We do net refund or 
charge a difference of less than $2. 

T4A - Line 84 - Overpayment 
If the amount on line 82 is more than the amount on line 22 
(and you do not bave to file another type of return for this 
account), enter the difference on line 84. Send us a note 
indicating the reason for the overpayment and whether you 
want us to transfer this amount to another account or 
refund the overpayment to you. 

T4A - Line 86 - Balance due 
If the amount on line 22 is more than the amount on line 82, 
enter the difference on line 86. 

Amount enclosed 
If you bave a balance due, attach to the T4A Summary form 
a cheque or money order payable to the Receiver General 
for the balance owing. If you remit your payment late, any 
balance owing may be subject to penalties and interest at 
the prescribed rate. 

T4A - Line BS - Number of T4A slips filed 
Enter the total number of a11 T4A Supplementary slips that 
you are including with the T4A Summary form. 

T4A Supplementary slips with CI United Stcrtes address 
In the space to the right of line 88, enter the number of 
T4A Supplementary slips you are including for individu& 
with US. addresses. File these slips at the end of the return, 
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after the T4A Supplementary slips for individu& with 
Canadian addresses. 

Certification 
A current office of the business bas to sign the 
T4A information return to show that the information is 
correct and complete. 

T4F Supplementary slip 
See the back of this guide for a sample T4F Supplementary 
slip. 

When to complete the 
T4F Supplementary slip 
If you are a self-employed fisherman’s designated 
employer (for example, the buyer of the catch) or another 
buyer with whom a self-employed fisherman has filed 
Form TD3F, you bave to complete a T4F Supplementary 
slip. On this slip you report the gras earnings, the 
insurable earnings, EI premiums, and any income ta you 
deducted. TO find out if you are a designated employer, 
and how to calculate a self-employed fisherman’s earnings, 
sec the pamphlet called Fishers and Employment Insurance. 
This pamphlet also contains information on how to 
complete a T4F return. 

Do not report CPP contributions for self-employed 
fishermen on a T4F Supplementary slip. Self-employed 
fishermen report their CPP contributions on self-employed 
earnings on their income tax returns. 

How to complete the T4F Supplementary slip 
Employee’s nome and address 
In the area next to the arrow, first print or type in capital 
Mers the self-employed fisherman’s surname, followed by 
the first name and initials. Directly below the name, enter 
the self-employed fisherman’s address, including the 
province, territory, postal code, and country. 

Designated employer3 name 
Enter the name of the designated employer. 

T4F - Box 12 -Social insurance number 
Enter the social insurance number (SIN) that appears on the 
self-employed fisherman’s SIN tard. For more information 
on reporting a SIN, sec “Social insurance number (SINE’ in 
Chapter 1 of this guide. 

Year 
Enter the calendar year in which the self-employed 
fisherman earned the income. 

T4F - Box 14 - Gross earnings 
Enter the gross earnings of the self-employed fisherman 
who is not the owner or lessee of the boat or gear. TO 
calculate this amount, use the information under “Earnings 
of a Fisher” in the pamphlet called Fi&ers and Employment 
Ilwrance. 

If the self-employed fisherman is the owner or lessee of the 
boat or gear, the amount of gross earnings is the value of a11 
the catches delivered. 

When a partnership is involved, the gross earnings of each 
partner (self-employed fisherman) is the value of a11 the 
catches delivered. 

T4F - Box 16 - Employment Insurance insurable 
earnings 
Enter the amount of the self-employed fisherman’s 
insurable earnings. For instructions on how to calculate 
insurable earnings, sec the pamphlet called Fishers and 
Employment Insurance. Lave this box blank if there are no 
insurable earnings. 

T4F - Box 18 -El premiums 
Enter the amount of EI premiums you deducted from the 
self-employed fisherman’s earnings. Lave this box blank if 
you did not deduct any premiums. 

T4F - Box 20 -El exempt 
Do not complete this box if you bave completed box 18 or 
box 16. Enter an’%” in this box if an exemption applies for 
the total period of employment or deemed employment. TO 
find out if an exemption applies, sec the pamphlet Fi&ers 
and Employment Insurance. 

T4F - Box 22 - Income tax deducted 
Enter the amount of income tax you deducted during the 
year. Lave this box blank if you did not deduct any tax. 

Do net include instalment payments you remitted for a 
self-employed fisherman, or any amount you withheld 
under the authority of a garnishment order or a 
requirement to pay which applies to the fisherman’s 
previously assessed ta anars. 

T4F - Box 24 - Fisherman’s number 
Use of the fisherman’s number is optional if you prepare 
the T4F Supplementary slips in alphabetical order. If you 
do net put the T4F Supplementary slips in alphabetical 
order, enter a11 relevant information such as department, 
unit, payroll, and fisherman’s number. 

T4F - Box 28 -Business Number 
Enter the 19digit Business Number of the designated 
employer. 

T4F Summary form 
See the back of this guide for a sample T4F Summary form. 

How to complete the T4F Summary form 
In the boxes at the top of the form, enter your Business 
Number, name, and address. 

T4F - Line 14 - Grass earnings 
Add the amounts in box 14 on a11 T4F Supplementary slips. 
Enter the total on line 14. 



T4F - Line 16 - Employment Insuronce insurcrble 
earnings 
Add the amounts in box 16 on a11 T4F Supplementary slips. 
Enter the total on line 16. 

T4F - Line 18 - Fishermen’s Employment Insuronce 
premiums 
Add the amounts in box 18 on a11 T4F Supplementary slips. 
Enter the total on line 18. 

T4F - Line 22 - Income tox deducted 
Add the amounts in box 22 on a11 T4F Supplementary slips. 
Enter the total on line 22. 

T4F - Line 26 - Designated employer’s Employment 
Insurance oremiums 

Amount enclosed 
If you bave a balance due, attach to the T4F Summary form 
a cheque or money order payable to the Receiver General 
for the balance owing. If you remit your payment Iate, any 
balance owing may be subject to penalty and interest at the 
prescribed rate. 

T4F - Line 88 -Total number of T4F slips filed 
Enter the total number of T4F Supplementary slips that you 
are including with the T4F Summary form. 

Certification 
A current office* of the business bas to sign the 
T4F information return to show that the information is 
correct and complete. 

Enter the total amount of your share of EI premiums 
(multiply the total employees’ premiums by the employer’s 
premium rate). 

T4F - Lines 76 and 78 -Contact person and telephone Bonuses and retroactive pay 
number 
Enter the name and telephone number of a person we cari 
contact to obtain or clarify information reported on the 
T4F Summary form. 

increases 
If you paid bonus& and retroactive pay increases to your 
employees, you bave to deduct the following amounts: 

. Canada Pension Plan (CPI’) contributions; 
T4F - Line 80 -Total deductions reported 
Add the amounts reported on lines 18,26, and 22 of the n Employment Insurance (EI) premiums; and 

summary form. Enter the total on line 80. n income ta⌧. 

T4F - Line 82 - Remittonces CPP contributions 
Enter the amount that you remitted for the year under your 
Business Number. 

If you bave already deducted the yearly maximum CPP 
contribution from an employee’s income, do not deduct 

Subtotal 
Subtract line 82 from line 80. 

more contributions. In addition, do net take into account 
any contributions that a previous employer deducted in the 
same year. 

T4F - Line 83 - New Hires Progrom Refund 
Report the amount of refund available to you, which you 

~1 ::Ih.veie, .,ax#t,.~ons. ” ” 

calculated on Form RC89, Employer s Applmtm for n Refùnd Joseph receives a retroactive pay increase of $450 on 

of Employment Insurance Premiums under the New Hires June 30,1997. Hw wage record for the year mdlcates that, to 

Program. File this form with the T4F information return. ’ . I&d 5300 il 

Maximum CPP contribution for 1997 . . . . . . . . . . . . . . . . . $944.78 
Difference 
If the subtotal is positive, subtract it from line 83. 

If the subtotal is negative, add it to line 83. 

Contributions to date for the year . . . . . . . . . . . . . . . . . . . $300.00 

Balance that you mn deduct 
for Joseph for the rest of the year w 

T4F - Line 84 - Overpayment 
Line 86 -Balance due 
Subtrxt the difference from line 80. 

If the result is negative, and you do not bave to file another 
type of return for this account number, enter the result on 
line 84. Attacha note indicating the reason for the 
overpayment and whether you want us to transfer this 
amount to another account or refund the overpayment to 
YOU. 

If the result is positive, enter it on line 86. 

If the result is “0,” lave lines 84 and 86 blank. 

We do net refund or charge a difference of less than $2. 

Multiply the retroactive pay increase of 
$450 x the CFP rate of 2.925% $ 13.16 

You should deduct CPPcontributions of 513.16 from 
Joseph’s retroactive pay increase. This is the lesser of 
$644.78 and $13.16. 

El premiums 
You bave to deduct EI premiums from bonuses and 
retroactive pay increases. Make sure that you do net deduct 
more than the maximum for the year. In addition, do not 
take into account any contributions that a previous 
employer deducted in the same year. 
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Income tax 
TO determine how much income tax to deduct from 
bonuses or retroactive pay increases, take the total 
remuneration for the year (including the bonus or increase) 
and subtract the following amounts: 

. registered pension plan contributions; 

. union dues; 

n a deduction for living in a prescribed zone; and 

. an amount that a tax services office or court order has 
authorized. 

determine the adjusted weekly pay before the February 
bonus ($400 + $5.77 = $405.77). 

Step 2 - Divide the last bonus you paid to Mario by the 
number of pay periods in the year ($780 + 52 = $15) 
(amount 3). Add amounts 1,2, and 3 to determine the 
adjusted weekly pay for the year of $420.77 
($400 + $5.77 + $15). 

Step 3 -Use the “Federal and Provincial Tax Deductions - 
Weekly (52 pay periods a year)” table in Part D of the 
Payroll Deductions Tables to determine the increased weekly 
tax you should deduct on the additional$l5 per week. 
Calculate as follows: 

If the result is $5,000 or less, deduct 15% tax (10% in 
Quebec) from the bonus or retroactive pay increase. 

If the result is more than 55,000, the amount you deduct 
depends on whether the bonus is paid once a year or more 
than once a year. Examples 1 and 2 show you how to 
determine the amount to deduct in the case of a bonus. 
Example 3 shows you how to determine this amount in the 
case of a retroactive pay increase. 

. Find the tax you deduct on $420.77 per week. 

. Subtract the tax you deduct on $405.77 per week. 

. The result is the tax you bave to deduct on the additional 
$15. 

Step 4 - Multiply the additional tax you deduct per week 
by 52 to determine the amount to deduct on the bonus 
of 5780. 

Example 1 
Once-a-year bonus payment - Donna earns a salary of $400 
per week. In September, you gave her a bonus of $300. The 
claim code on ha TDI form is “1.” 

Step 1 - Divide the bonus by the number of pay periods in 
the year (5300 i 52 = 55.77). 

Step 2 - Add the $5.77 to the curent pay rate of $400. As a 
result, the adjusted pay rate for the year is $405.77 per 
week. 

Step 3 -Use claim code “1” and the “Federal and 
Provincial Ta Deductions - Weekly (52 pay periods a 
year)” table in Part D of the Payroll Deducfions Tables to find 
the increased weekly tax you should deduct on the 
additional55.77 per week. Calculate as follows: 

n Find the tax you deduct on $405.77 per week. 

. Subtract the tax you deduct on $400 per week. 

n The result is the tax you bave to deduct on tnt .iditional 
$5.77 per week. 

Step 4 - Multiply the additional tax you deduct per week 
by 52 (the number of weeks in the year). This gives you the 
amount of income ta to deduct from the bonus of 5300. 

TO calculate tax on additional bonuses, repeat Steps 1 to 4. 

Example 3 
Retroactive psy increase - Irene’s pay increased from $440 
to $460 per week. The increase was retroactive to 12 weeks, 
which gives her a total retroactive payment 
of $240 (12 x $20). The claim code on her TDl form is “6.” 

Step 1- Use the “Federal and Provincial Tax Deductions - 
Weekly (52 pay periods a ye&“table in Part D of the 
Payroll Deductions Tables to determine the increase in the 
weekly tax that you should deduct because of the increased 
pay rate. Calculate as follows: 

. Find the tax you deduct on $460 per week. 

. Subtract the ta you deduct on $440 per week. 

n The result is the tax you bave to deduct on the additional 
$20 per week. 

Step 2 - Multiply the increase in the weekly tax you deduct 
by the number of weeks that the pay increase is retroactive. 
This amount represents the tax you should deduct on the 
retroactive payment. 

Overtime pay 
Example 2 
More than one bonus payment a year - Mario earns a 

CPP contributions and El premiums 

salary of $400 per week (amount 1). You paid him bonuses When you deduct CPP contributions and EI premiums 

of 5300 in January and $780 in February. The claim code on from overtime pay, use the method outlined in the previous 

his TDl form is “1.” section, “Bonuses and retroactive pay increases.” 

The calculation must take into account a11 bonuses you paid 
during the year. You bave to calculate for the entire year 

Income tax 

the amount of tax to deduct, regardless of when you paid TO determine the amount of income tax to deduct, add the 

the bonus. overtime pay to the regular pay in the period in which you 

Step 1 - Divide the bonus you paid in January by the 
are paying the overtime. Deduct income tax from the total 

number of Zay periods in the year ($300 + 52 = 55.77) 
amount in the usual way. 

(amount 2): idd the $5.77 to the weekly salary of $400 to 
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Vacation pay and statutory holidays 
If your employee receives regular salary while on vacation, 
continue to deduct as you normally would based on the 
pay period. 

When you pay vacation pay and your employee takes 
holidays, you bave to deduct CPP contributions, 
EI premiums, and income tax in the following way: 

CPP contributions 
Deduct CPP contributions from vacation pay in the same 
way as you would from regular pay. See Chapter 2 of this 
guide for more information. Make sure that you do not 
deduct more than the maximum for the year. 

El premiums 
Deduct EI premiums from vacation pay or statutory 
holidays. Make sure that you do not dedmt more than the 
maximum for the year. 

Income tax 
LVhen you calculate the amount of income tax to deduct, 
lse the tax table applicable to the period of vacation. For 
rxample, for one week of paid vacation, use the weekly tax 
ieduction table. 

Nhen you pay vacation pay and your employee does not 
:ake holidays, deduct CPP contributions, EI premiums, and 
,ncome tax in the following way: 

ZPP contributions 
ro deduct CPP contributions, use the method we explained 
arlier in this chapter under the heading “Bonuses and 
&wactive pay increases.” 

il premiums 
3educt EI premiums from vacation psy. Make sure that 
IOU do not deduct more than the maximum for the year. 

ncome tax 
Jse the method we explained earlier in this chapter under 
he heading “Bonuses and retroactive pay increases.” 

Note 
Include contributions you make to a trust for vacation 
credits that an employez earns in the employee’s income 
for the same year that you make the contributions. 
Deduct income tax from this amount as if you had paid 
the amount directly to the employee. For more 
information, see Interpretation Bulletin IT-389, Vmztion 
Doy Trusts Established under Collective Agreements. 

Death benefits 
When you pay a death benefit, do net deduct 
CPI’ contributions or EI premiums. However, you do bave 
to withhold income tax. 

Income tax 
If you pay a death benefit to a surviving spouse or heir, that 
person may be able to deduct part of this payment (to a 

maximum of $10,000) when he or she files a tax return. Do 
net deduct income tax from this part of the payment. See 
Interpretation Bulletin IT-508, Death Benefits, for more 
information. 

Use the withholding rates for lump-sum payments show” 
later in this chapter under the heading ‘Withholding rates 
for lump-sum payments” to deduct income tax from the 
rest of the death benefit. Report the total amount of the 
payment on the T4A Supplementary slip. 

Director’s fees 
You bave to report director’s fees paid to a resident or 
non-resident on a T4 Supplementary slip, net a 
T4A Supplementary slip. 

CPP contributions 
When you pay director’s fees to a corporation director, 
prorate the basic CFP exemption over the number of times 
you pay the fees during the year. 

Example 
Alan is the director of your corporation. He does net 
receive remuneration as an employez. You pay him a 
director’s fee of 51,050 every three months. Calculate the 
contribution in the following way: 

. l’rorate the basic exemption to get the quarterly amount: 
$3,500 i 4 = 5875. 

. The amount from which you deduct contributions is 5175 
(51,050 - 5875). 

q The amount of CPP contributions you send in for this 
payment is: 
Director’s contribution ($175 x 2.925%) . . . . . . . . . . . . . . $5.12 
Employer’s contribution . . . . . . . . . . . . . . . . . . . . . . . . . . . . $5.12 
Total . . . . . . . . . . .._..........................................................,.., w 

El premiums 
Do not deduct EI premiums from a director’s fee. 

Income tax 
If you pay both a salary and a director’s fee, add the fee to 
the salary for that pay period ta calculate the amount of tax 
to deduct. 

If you only pay a director’s fee and you estimate that the 
total of these fees Will not be more than the claim amount 
on the TDl form (or the basic persona1 amount if a person 
does not file Form TDl), do not deduct income tax. 

If you estimate that a director’s fee Will be more than the 
claim amount on the TDl form, you bave to deduct income 
tax. TO calculate the amount, use the “Federal and 
Provincial Tax Deductions - Monthly” table in Part D of the 
Puyroll Deductions Tables and calculate as follows: 

. Divide the fee by the number of months that bave passed 
since the last payment or since the first day of the year, 
whichever is later. 

. Find the monthly deduction, and multiply it by the 
number of months that bave passed since the last 
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payment or since the first day of the year, whichever is 
later. 

The result Will give you the income tax to deduct from the 
fee. 

For more information, sec Interpretation Bulletin IT-377, 
Director’s, Executor’s, or Juror’s Fees. 

Lump-sum payments 
For instructions on how to report lump-sum payments, see 
“T4A Supplementary slip,” box 18 “Lump-sum payments,” 
and box 26 “Retiring allowances,” in Chapter 6 of this 
guide. 

Income tax 
You bave to deduct income tax from a lump-sum payment 
you pay to an employee: 

n on retirement; 

. as compensation for loss of office; 

. in recognition of long service, but not out of or under a 
superamuation fund or plan; or 

n as a retiring allowance 

Note 
The above payments are reported in box 26 “Retiring 
allowances,” of the T4A Supplementary slip. 

You also bave to deduct income tax from lump-sum 
payments that are: 

. the proceeds from the surrender, cancellation, or 
redemption of an income-averaging annuity contract 
(IAAC); 

. from a registered retirement swings plan (RRSI’) or a 
plan referred to in subsection 146(12) of the 
Income Tax Act as an amended plan; 

n from a registered retirement plan (RFI? (the pension 
income credit does not apply on these payments); and 

. more than the minimum amount you bave ta pay to the 
original annuitant under a registered retirement income 
fund (RRIF). 

Note 
If you pay a lump-sum payment (e.g., a refund of 
premiums) to a deceased annuitant’s spouse, you do not 
bave to deduct income tax. 

The above payments are reported in box 18 “Lump-sum 
payments,” of the T4A Supplementary slip. 

Withholding rates for lump-sum payments 
Use these federal and provincial composite rates (except for 
Quebec): 

q 10% (5% for Quebec), if the payment is “ot mo*= the* 
55,000; 

q 20% (lO%‘fo: Quebec), if the payment is more tha* 55,000 
but not more th+ $15,000; and 

n 30% (15% for Qu&c),.if the payment is more the* 
$15,000. ‘,. 

Since the above rates are only estimates, employees may 
bave to pay addition=1 tax on these amounts when they file 
their tax returns. TO avoid this situation, if an employee 
requests it, you ca*: 

. calculate the annual ta to deduct from the employee’s 
yearly remuneration, including the lump-sum payment 
(sec “Step-by-step calculation of tax deductions” in 
Part A of the Puyroll Deductions Tables); 

m calculate the annuel tax to deduct from the employee’s 
yearly remuneration, not including the lump-sum 
payment; or 

. subtract the second amount from the first amount. 

The result is the amount you should deduct from the 
lump-sum payment. 

If you make payments out of deferred profit sharing plans 
(DPSP) or employee profit sharing plans (EPSl’), contact 
your tax services office or tax centre to learn how to deduct 
income tax. For information on how to report these 
payments, see the instructions for boxes 18,24, and 28 
under “T4A Supplementary slip,” in Chapter 6 of this 
guide. 

Do not deduct income tax from a lump-sum payment if an 
employee’s total earnings received and receivable during 
the calendar year, including the lump-sum payment, are 
less than the “claim amounl” on the employee’s TDl form. 
This does not apply to non-residents. 

Transfer of funds 
An employee cari transfer a lump-sum payment out of an 
RPP or DPSl’ to an RPP or DPSP, or to an RRSP. If you 
transfer the fol1 amount directly (not paid to the employee) 
to another RFI’, RRSP, or DPSP, do not deduct income tax. 

We use Form T2151, Direct Tramfer of a Single Amount Under 
Subsection 147(19) OY Section 247.3, to instruct administrators 
to directly transfer the lump-sum payment on an 
employee’s behalf. The receiving carrier should not issue 
receipts. The transferring carrier bas to keep the necessary 
documents to support the tramfer. 

The lncome Tax Act sometimes limits how much of an RPP 
lump-sum payment you cari transfer directly to such 
registered plans. If an amount you transfer is more than 
these limits, the employee bas to include the excess transfer 
in his or her income and you bave to deduct income tax on 
the amount you did not directly transfer. 

Report the amount in box 18 of a T4A Supplementary slip. 
You cannot transfer this amount to another RPP, RRSP, 
or DPSP. In the footnotes area, enter “Box 18, no transfer of 
funds 5 .” In box 38, enter “13.” 

Note 
The requirement to report excess transfers (amounts not 
directly transferred) from defined-benefit provisions of 
registered pension plans to an RRSP, RRIF, or the 
money-purchase provision of an RPP applies equally in 
a11 provinces. However, the requirement for withholding 
taxes from the excess amounts you pay or transfer is 
different in Ontario, New Brunswick, and 
Newfoundland. 
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In a11 provinces except Ontario, New Brunswick, and 
Newfoundland, provincial legislation allows you to pay 
the excess amounts to the beneficiaries in cash. In such 
instances, you bave to withhold tax from the total to be 
paid, and you also bave to report such withholdings on 
the T4A Supplementary slip to report the excess transfer 
amount. 

In Ontario, New Brunswick, and Newfoundland, 
provincial legislation requires you to trançfer the entire 
excess payments into an RRSl’ (in the case of 
New Brunswick, into a locked-in RRSP). In these 
three provinces, we Will permit such transfers to RRSl’s 
without withholdings. You bave to issue 
T4A Supplementary slips for the excess amount you 
transferred, and inform the recipient that this amount 
constitutes income in the year you made the transfer, 
and that he or she must pay any tax owing on 
assessment. In the footnotes area, you should enter 
“Box 18, not eligible for transfer 5-. m In box 38, 
enter code “08.” 

Example 
You give Luan B 5250 patronage payment. The amount on 
which you apply the 15% withholding tax is $150 
($250 - $100). The withholding tax is 522.50 (5150 x 15%). 
Her T4A Supplementary slip Will show the $250 patronage 
payment in box 30, and the 522.50 in tax you deducted in 
box 22. 

If you need more details, sec Interpretation Bulletins 
IT-362, Patronage Dividends, and IT-493, Agency Cooperative 
Corporations. 

Retiring allowances 
A retiring allowance (also called severance psy) is an 
amount paid to officers or employees: 

For more information on reporting excess amounts or 
withholdings on these amounts, contact the Employer 
Services Section of your tax services office. 

. when or after they retire from an office or employment in 
recognition of long service; or 

. for the loss of office or employment. 

Retiring allowances are reported on a T4A Supplementary 
slip. 

You cannot transfer to an RPF any benefits and lump-sum 
payments you paid after February 15,1984, from a pension 
fund or plan that is not registered under the Zncome Tax Act. 

A retiring allowance includes: 
. payments for unused sick-lave credits; and 

For more information about transferring funds between 
plans, sec Interpretation Bulletin IT-528, Transjers ojFunds 
Between Registered Plans, which is available at your tax 
services office or tax centre. 

n amounts individuals receive when their office or 
employment is terminated, even if the amount is for 
damages (wrongful dismissal). 

A retiring allowance does not include: 
. a superannuation or pension benefit; 

Employee profit-sharing plan (EPSP) 
Report payments from EPSPs on a T4PS Supplementary 
slip instead of a T4 Supplementary slip. For more 
information, sec Interpretation Bulletin IT-379, Employees 
Profit Sharing Plans - Allocations to Benejiciaries. 

. an amount an individual receives as a result of an 
employee’s death; 

n a benefit derived from certain counselling services; 

. pay in lieu of termination notice; and 

Patronage payments 
Patronage payments include: 

n certificates of indebtedness; 

. damages for violations or alleged violations of an 
employee’s human rights awarded under human rights 
legislation (these damages are not taxable). 

There are situations when a person cari transfer a11 or part 
of a retiring allowance to an RFI’ or RRSI’. 

4 amounts credited towards the balance a recipient may 
owe the payer of the patronage; and 

w shares of a corporation that an individual receives 

Note 
We publish a pamphlet called When You Retire, which 
orovides information about the tax measures that affect 

because of a patronage payment. 

You bave to apply a withholding ta of 15% on the value of 
patronage payments that Canadian residents receive in a 
year. This withholding tax applies to the payment, or to the 
total of several payments you made during the year that are 
more than $100. Complete the remittance voucher at the 
bottom of Form PD7A, Statement ojAccount for Current 
Source Deductions, and include it with the deducted amount 
you are sending to the Receiver General. Enter a11 payments 
in box 30 of the T4A Supplementary slip. Enter the income 
tax you deducted in box 22. The withholding ta does not 
apply to Canadian residents who are exempt under 
section 149 of the Income Tax Act. 

people planning to retire. TO obtain copies of this 
pamphlet for your employees, contact your tax services 
office or ta centre. 

CPP contributions 
Do not deduct CPI’ contributions fr&n retiring allowances. 

El premiums 
A retiring allowance is not insurable. Do not deduct EI 
premiums from this amount. 

Income tax 
If you pay a retiring allowance to a resident of Canada, 
deduct income tax from any part you pay directly to the 
recipient. Use the lump-sum withholding rates to deduct 
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income tax. We discussed these rates earlier in this chapter 
under the heading “Lump-sum payments.” 

If you pay a retiring allowance to a non-resident of 
Canada, you bave to withhold 25% of the retiring 
allowance (subject to various tax conventions and 
agreements). Send this amount to the Receiver General on 
the non-resident’s behalf. For more information, sec 
Interpretation Bulletin IT-337, Retiring Allowances, and 
IT-163, Election by Non-Resident Individu& on Certain 
Canadian Source Income. 

Transferring a retiring allowance to an RPP 
or RRSP 
An individual cari transfer a11 or part of a reti&ng allowance 
payment to an RPF or RRSP. The amount that is eligible for 
transfer is limited to: 

. $2,000 for each year or part of a year before 1996 that the 
retire worked for you (or a person related to you); 

plus 

. $1,500 for each year or part of a year before 1989 of that 
employment in which none of your contributions to 
the RPF or DPSP had vested in the employee’s name 
when you paid the retiring allowance. Determine the 
equivalent number of years of vesting by referring to the 
terms of the particular plan. The number cari be a 
fraction. 

Note 
If an employee wants to transfer an eligible amount to 
an RFI’ or RRSP. he or she is not reauired anvmore to 
complete Form TD2, Tax Deduction hziver f&a Direct 
Transjer ojan Eligible R&ing Allowance. 

Example 
Bruno is your employee. In November 1997, you pay him a 
retiring allowance of $42,000. Bruno worked for you from 
1979 to 1997 (19 years, including any part-years of service). 

According to the terms of the pension plan, Bruno 
contributions are net vested in the pension plan therefore 
you cari only reimburse his contributions to the plan. 
Calculate the amount of retiring allowance eligible for 
transfer, as follows: 

n $2,000 x 17 years, including any part-years 
of service before 1996* (from 1979 to 1995)......... $34,000 

PIUS 
n $1,500 x 10 years, including any part-years 

of service before 1989 (from 1979 to 1988) . . . . . . $15.ooo 

Total eligible for transfer . . . . . . . . . . . . . . . . . . . . . . . . . . $49,000 

Bruno is allowed to transfer $42,000, the total amount of 
retiring allowance you paid to hirn, to an RPF or RRSP. 

‘Note 
You cari no longer transfer $2,000 per year of service to 
an RPP or RRSP for 1996 and following years. 

Note 
As we explain in the General Incorne TRX Guide and in the 
pamphlet When You Retire, employees should be avare 
that they may bave to pay minimum tax. 

For information on how to report retiring allowances, sec 
“T4A Box 26 - Retiring allowances,” in Chapter 6 and 
Interpretation Bulletin IT-337, Retiring Allownnces. 

Retirement compensation 
arrangements 
If you set up certain unregistered pension or retirement 
arrangements, you bave to deduct a 50% tax on any 
contributions you make to a custodian of the arrangement. 
Send the amount of ta you collect to the Receiver General. 

You bave to report retirement compensation 
arrangements on a T4A-RCA Supplementary slip and 
T4A-RCA Summary form. 

For more information on this type of plan, contact your ta 
services office or tax centre, or sec the Retirement 
Compensation Arrangement Guide. 

Salary deferral arrangements 
A salary deferral arrangement is a plan or arrangement 
made between an employee and an employer. Under such 
an arrangement, an employee postpones receiving salary 
and wages to a later year. Treat the deferred salary and 
wages as employment income in the year the employee 
earns the amount. Report it on the employee’s 
T$ Supplementary slip for that year. 

However, prescribed plans or arrangements are net 
covered by the above salary-deferral rules. Treat the 
deferred amounts in these cases as income in the year the 
employee receives them. Report it on the employee’s 
T4 Supplementary slip for that year. 

TO find out how to report pension adjustments under these 
circumstances, sec the Employers’ Pension Adjustment 
Calculation Guide, which is available at your tax services 
office or tax centre. 

If you bave employees participating in a prescribed plan, 
deduct income ta, CPP contributions and EI premiums in 
the following way. 

Income tax 
Deduct income tax from the following amounts: 

. the participant’s net salary (the, salary minus the deferred 
amounts) while the person is working; 

m the deferred amounts when you pay them to the 
participant during the Ieave period; and 

. the interest income and other amounts earned by the 
deferred amount and paid to the participant in the year it 
is earned. 

CPP contributions 
Deduct CPI’ contributions from: 

. the participant’6 net salary (the salary minus the deferred 
amounts) while the person is working; and 
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. the deferred amounts when you pay them to the 
participant during the lave period. 

El premiums 
. Deduct EI premiums from the participant’s gross salary 

(including deferred amounts) while the person is 
working. Make sure you do not deduct more than the 
yearly maximum. 

. Do not deduct EI premiums when you pay these to the 
participant during the leave period. 

How to complete the T4 Supplementary slip 
Prepa:e the T4 Supplementary slip in the following way 
when you pay a salary to the participant while he OI she is 
working: 

Box 14 - Employment income before deductions 
Enter the participant’s net salary (the salary minus the 
deferred amounts) wbile the person is working. 

Boxes 16 and 17 - Employee’s CPP/QPP contributions 
Enter the CPP/QPl’ contributions you deducted from the 
participant% net salary (the salary minus the deferred 
amounts) while the person is working. 

Box 18 - Employee’s El premiums 
Enter the EI premiums you deducted from the participant’s 
gross salary (including deferred amounts) while the person 
is working. 

Box 22 - Income tax deducted 
Enter the total income tax you deducted from the 
employee’s remuneration. This includes the federal, 
provincial (except Quebec), and territorial taxes that apply. 

Box 24 -El insurable eamings 
Enter the amount of insurable earnings on which you 
calculated the employee’s EI premiums. Leave this box 
blank if the insurable earnings are the same as in box 14. 

80x 28 -Exempt fCPP/QPP and El) 
Do not complete the CPP/QPP part of this box. 

Do not complete the EI part of this box. 

Prepare the T4 Supplementary slip in the following way 
when you pay the deferred amounts to the participant 
during the leave period: 

Box 14 - Employment income before deductions 
Enter the total amount of deferred amounts paid to the 
participant during the lave period. 

Boxes 16 and 17 - Employee’s CPP/QPP contributions 
Enter the CPP/QPP contributions you deducted from the 
participant’s deferred amounts you paid during the leave 
period. 

Box 18 - Employee’s El premiums 
Lave this box blank. 

Box 22 - lncome tax deducted 
Enter the total income tax you deducted from the 
employee’s remuneration. This includes the federal, 
provincial (except Quebec), and territorial taxes that apply. 

Box 24 -El insurable earnings 
Leave this box blank. 

Box 28 -Exempt (CPP/QPP and El) 
Do net complete the CPP/QPP part of this box. 

Enter an “X” under EL 

Withdrawal from the prescribed plan 
When a participant withdraws from the plan because he or 
she cases to be employed, you bave to consider the 
withdrawal as employment income and report the amount 
on the participant’s T4 Supplementary slip in the year you 
paid the amount. You bave to deduct income tax and 
CPP/QPP contributions, but net EI premiums. In the 
footnote area, enter “Withdrawal from the deferral 
arrangement plan.” 

Note 
Custodians and trustes who administer a prescribed 
plan bave to follow the instructions above, to deduct 
payroll deductions and to complete the participants’ 
T4 Supplementary slips. 

For more information on prescribed plans or arrangements, 
sec ATR-39, Deferred Salary Leave Plan, or contact your tax 
services office. 

Wage-loss replacement plans 
Wage-loss benefits are subject to CPP contributions and 
EI premiums when: 

. you pay benefits directly to an employee from a 
wage-loss replacement plan where you fund any part of 
the plan; OI 

. an employee receives benefits from a truste or an 
insurance company from a wage-loss replacement plan 
where you: 

- fund any part of the plan; and 

- exercise a degree of control over the terms of the 
wage-loss replacement plan; and 

- determine the eligibility for benefits. 

Wage-loss benefits are not subject to CFP contributions 
and EI premiums when: 

. an employee receives benefits from a trustee or insurance 
company where you: 

- do net exercise a degree of contra1 over the terms of the 
wage-loss replacement plan; and 

- do net determine the eligibility to benefits. 

Although the payments are subject to income tax, no 
withholding is required. The trustee or insurance company 
has to report these payments on a T4A Supplementary slip. 
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For more information about wage-loss replacement plans, 
sec Interpretation Bulletin IT-428, Wage Loss Replacement 
Plans. 

. Indicate the EI premiums you deducted from the 
advance in box 18, “EI premiums,” of the 
T4 Supplementary slip. 

Workers’ ComDensation Board (WCB) 
awards ’ 

Regular employers (Categortes B and C) 
Categoty B 

When an employee cannot work because of an 
employment-related injury, the WCB may award 
benefits as compensation for lest wages. 

For WCB purposes, there are two types of employers: 

. Do net deduct income ta, CPI’, or EI from the advance. 

. Do net report the advance on the T4 Supplementary slip. 

. Give your employez a letter that shows the amount of the 
WCB award that you paid in advance. 

n the self-insured employer, who is directly liable for the 
cost of amounts that the WCB awards to employees; and 

Category c 
Follow the instructions for self-insured employas. 

n the regular employer, who is net directly liable for the 
cost of amounts that the WCB awards to employees. 
There are ihree categories of regular employers: 

- Category A, those who stop paying the employee’s 
salary or wages; 

- Category B, those who advance the employee’s salary 
and wages; and 

- Category C, ihose who continue to pay ihe employee’s 
salary or wages because of a collective agreement, and 
the employee does net bave to repay fhe amount. 

Note 
If your insurance company pays the employee’s salary, 
sec example 4 in the section “How to treat WCB 
payments under a variety of circumstances” at the end of 
this chapter. 

The T4 Supplementary slip and Form T5007, 
Sfafement of Benefits 
Before you prepare your employee’s T4 Supplementary 
slip, you bave to know the exact amount of the WCB award 
the employee received. If you do net know this amour& 
contact your WCB office. 

The WCB Will issue a T5007 slip, Statement of Benefits, io 

your employee. You should net use the amount shown on 
the T5007 slip to prepare the employee’s T4 Supplementary 
slip. In certain cases, the amount shown on the T5007 may 
net be the same as the WCB award the employee received. 

WCB advances 
You cari pay the expected amount of a WCB award to an 
employee while a claim is pending. 

Deducting and reporting 
Self-insured employers 
n Do net deduct income tax or CPP from an advance. 

However, deduct EI premiums and report the amount as 
insurable earnings. 

n Do net include the amount in box 14, “Employment 
income before deductions,” of the T4 Supplementary slip. 

. Include the amount of the advance in box 24, “Incurable 
earnings,” of the T4 Supplementary slip. 

TOP-UP amount 
The top-up amount is the amount you pay your employez 
in addition to the amount the WCB awards. 

Deducting and reporting 
Self-insured and regular employers (Category C) should 
deduct income tax and CFP contributions from the top-up 
amount and EI premiums from the total amount paid to the 
employee including the top-up amount. 

Regular employers (Categories A and B) should deduct 
income tax and CFP contributions but should net deduct 
EI premiums from the top-up amount. 

When you file the T4 Supplementary slip, include the 
top-up amount in box 14, “Employment income before 
deductions,” and show the related CPP, EI, and income tax 
you deducted. 

Note 
The Workers’ Compensation legislation that applies to 
the provinces of New Brunswick, Nova Scotia, Prince 
Edward Island, and Newfoundland and Labrador has 
recently undergone a number of changes. 

These legislative changes primarily affect certain 
payments that self-insured employers make, and in 
some cases regular employas make, to injured workers. 

For example, when you pay a top-up amount to an 
injured worker or continue to pay the injured worker for 
at least three consecutive working days after the 
accident, the worker is net entitled to workers’ 
compensation benefits. We consider the remuneration 
the worker receives to be regular employment income. 

In such cases, you bave to enter any remuneration on the 
employee’s T4 Supplementary slip. You do net bave to 
give the employee a letter showing the amount of WCB 
benefiis advanced to the employez. 

For more information, contact the WCB in the affected 
provinces. 

Denial of a WCB award 
If you pay an advance to your employee and the WCB 
denies the claim, any amounts related to the advance 
become regular salary or wages. 
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Deducting and reparting 
You bave to deduct income tax, CPI’ contributions, and 
EI premiums from the advance. Send in the deductions on 
or before the due date of your next remittance. 

Note 
There may be an agreement between you and an 
employee which requires the employee to repay salary 
to you if the WCB demies an award. In this case, the 
income is not subject to EI premiums (even if the 
employee does net repay it or if you cannot collect it). 

Report the payments you made (including the award) and 
the revised deductions on an amended T4 Supplementary 
slip. 

When a daim is setded after the tax year of the injury or 
accident, you bave to issue an amended T4 Supplementary 
slip for any previous years. 

WCB adjustments 
Make an adjustment in the following situations: 

. your employee received an award for less or more than 
expected; or 

n you provided an advanwto your employez against a 
WCB award, and the award was later denied. 

Advance by a third party 
If a third party paid advances against a WCB award 
through short- or long-term disability or another insurance 
plan, you do not bave to make an adjustment. 

How to treat WCB payments under a variety 
of circumstances 

Example 1 - Employer continued to psy regular wages 
Annie was injured at work on July 10,1997, and was away 
from work for the rest of the year. Her employer continued 
to pay her regular wages. The WCB accepted her claim and 
reimbursed the employer for the amount of the WCB 
award. We consider Annie’s wages over the WCB award as 
a top-up amount. 

The regular employer (Category B) bas to report on a 
T4 Supplementary slip: 

m the amounts paid to Annie up to the date of injury land 
the related deductions), in box 14; and 

n the top-up amount paid to Annie (and the related 
deductions) while she was off work because of the 
work-related injury, in box 14. 

The self-insured employer and the regular employer 
(Category C) bave to report on a T4 Supplementary slip: 

n the amounts paid to Annie up to the date of the injury 
(and related deductions), in box 14; 

. the top-up amount paid to Annie (and the related 
deductions) while she was off work because of the 
work-related injury, in box 14; and 

n include the salary paid while Annie was off due to the 
work-related injury in box 24, “Insurable earnings.” Also, 

report the premiums that you deducted on this amount 
in box 18. 

Example 2 -Employer did not continue to psy regular 
wages 
Kevin was injured on April 1,1997, and was away from 
work for three months. His em~lover did not continue to 

1 , 

pay his rages. The WCB accepted the claim and paid Kevin 
directly. He returned to work on July 2,1997. 

The regular employer (Category A) has to report on 
a T4 Supplementary slip: 

n the amounts paid to Kevin up to the date of injury (and 
the related deductions), in box 14; and 

. the amounts paid after Kevin rehuned to work on 
July 21997 (and the related deductions), in box 14. 

This example does not apply to a self-insured employer, 
since the WCB pays the award to the employee. 

Example 3 - Employer paid top-up amount 
Louise was injured at work on November 13,1997, and was 
away from work for the rest of the year. The WCB accepted 
her claim and paid Louise directly. Her employer paid the 
difference between the WCB award and her regular wages 
(a top-up amount). 

The regular employer (Category B) bas to report on 
a T4 Supplementary slip: 

q the amounts paid to Louise up to the date of injury (and 
the related deductions), in box 14; and 

. the top-up amount paid to Louise while she was off 
work because of the work-related injury (and the related 
deductions), in box 14. 

The regular employer (Category C) has to report on 
a T4 Supplementary slip: 

n the amounts paid to Louise up to the date of the injury 
(and related deductions), in box 14; 

. the top-up amount paid to Louise (and the related 
deductions) while she was off work, because of the 
work-related injury (box 14); and 

n the salary paid while Louise was off because of the 
work-related injury (box 24, “Et insurable earnings”) and 
the premiums that were deducted (box 18). 

This example does not apply to the self-insured employer, 
sine the WCB paid the award directly to the employez. 

Example 4 - Insurance company pays employee’s salary 
Gloria was injured in May 1996, and was paid by the 
employer’s insurance company until May 1997. The WCB 
accepted the claim in June 1997, and reimbursed the 
employer. The employer has to report the income amounts 
as follows: 

n the regular employer has to report in box 14 of the 
T4 Supplementary slip the remuneration paid to Gloria 
up to the date of injury (and the related deductions); and 

n the insuranfe company has to report in box 28 of the 
T4A Supplementary slip the amounts paid to Gloria from 
the date of injury to the end of 1996 (and the related 
deductions). 
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The WCB accepts the claim in 1997, and reimburses the Note 
employer at that time. The WCB bas ta issue Gloria two In Quebec, WCB is called Commission de la santé et de 
copies of Form T5007, Statement of Benefits, showing the 
amount of the WCB award for 1996 and 1997. If the 

la sécurit& au travail (CSST). CSST legislation is different 

employer has reimbursed the insurance company, the 
from WCB legislation. For more information on CSST, 

insurance company Will give a receipt (a letter) to Gloria. 
obtain the Guide for Employer~ from your ministère du 
Revenu du Qutbec office. 

This Will allow her ta claim a deduction on her income tax 
return for 1997. This example does not affect the 
self-insured employer, since the WCB is making the 
payment. 

Special payments chart 
The following chart Will help you determine whether or net to withhold CPI’, EI, or incarne tax on the following special 
payments you make to your employees. 

l 1597-1998 I 1997- 1998 I 1997- 1998 

1, Bonuses and retroactive psy increases 

2. Overtime poy 

3. Vacation !XIV ond stotutorv holidavs 

YC?S 

YC?S 

Yes 

Yk?S 

Yk?S 

Yes 

YeS 

YeS 

Yes 

4. Death benefits I No I No I Yes 

5. Director’s fees Yes No Yes’ 

6. Lump-sum payments 

7. Potronooe oavments 

No 

No 

No 

No 

YesJ 

YeS 

8. Retirina allowaoces l No l NO l Ye53 

9. Poy in lieu of termination notice I Yes I Yes I Yt?S 

10. Retirement compensation arrangements 

11. Salary deferral arrangements 

12. Workers’ Comoensation Board (WCB) awards 

No 

Yes 

No 

No 

Yes/Nos 

No6 

Yes 

Yes 

NO 

n Top-up - Regular employers (Categories A ond 8) 

. Top-up - Self-insured and regulor employers (Category CI 

Yes 

Yes 

No 

Yes. including 
total amount of 

SûION 

Yes 

Yes 

n WCB advance - Self-insured employas l No I Yes I No 

n WC6 odvance - Regular employers (Cotegory B) 

. WCB advance - Regular employer6 (Category C) 

. Denial of aword 

Notes 

No 

No 

Yes 

No No 

YeS No 

YeS Yes 

1, If you bave deducted the total yearly maximum contributions from the employee’s income. do not deduct more 
contributions. Do not consider amounts deducted by previous employers during the same year. 

2. Do not deduct income tax if you poy only o director’s fee. and you estimate that the total fee Will not be more than 
the claim amount reported on Form TDl. 

3. Do not deduct income tax in situations that involve direct transfers. 
4, See the instructions in the Retirement Compensation Arrangement Guide. 
5. TO determine if you bave to deduct El, see “Salory deferral arrangementU in this chapter. 
6. Deduct premiums if you are a self-insured employer who pays CI WCB benefit directly to your employee, or if you are 

a reaulor employer (Category 0. See “Workers’ Compensation Board (WCB) awards” in this chapter. 



to pay both the worker’s share and your share of 
EI premiums. 

Barbers, hairdressers, taxi. drivers, and 
drivers of other passenger-carrying 
vehicles 

There are two ways to determine the insurable earnings for 
a week, depending on whether or not you know the 
worker’s weekly earnings: 

If these workers are your employees, you bave to 
deduct Canada Pension Plan (CFP) contributions, 
Employment Insurance (EI) premiums, and income tax as 
you would for regular employees. We explain this in 
Chapters 2,3, and 4 of this guide. 

If these workers are not your employees, special rules 
apply. Sec the explanations below under the heading 
“Special rules for EI premiums, CPI’ contributions, and 
income ta deductions.” 

a) If you know how much the worker earned in a psy 
period, the amount of the individual’s insurable 
earnings is the total actual earnings from the 
individual’s employment for the psy period up to the 
yearly maximum of $39,000. 

b) If you do not know how much the worker earned in a 
pay period, the amount of insurable earnings is the 
lesser of the following two amounts: 

m the number of days worked in the week multiplied 
by $100; or 

Barbers and hairdressers 
This class of workers includes barbers, hairdressers, 
manicurists, and other people who provide services in a 
barbershop or hairdressing business. 

We consider the owner, proprietor, or operator of the 
barbershop or hairdressing business to be the employer for 
EI purposes of the individuals who perform services in 
connection with the establishment, even if the individu& 
are not employed under a contract of service. 

. $500. 

As the employer, you bave to send in the EI premiums that 
you paid for your workers. 

When the workers bave an interruption in earnings, you 
bave to complete Form INS 2106, Record of Employment, 
within five days of the last day worked. For more 
information, see Chapter 3 of this guide. 

Drivers of taxis and other passenger-carrying 
vehicles 
In the case of a taxi business, we consider you to be 
operating a business if you supply one or more vehicles to 
others, and if you provide facilities like taxi stands and 
dispatch services. 

CPP contributions and income tax 
For CPP and income tax purposes, we consider individu& 
who are net employed under a contract of service to be 
self-employed. They are responsible for paying their 
CPP contributions and income ta. Do not deduct CFP or 
income tax from these workers. 

At the taxi industry’s request, a special EI regulation was 
created to protect taxi and passenger-vehicle drivers who 
are not employees. The regulation was created because 
these independent workers often go through periods 
without work. The regulation applies to drivers of taxis and 
other passenger vehicles who: 

s do not own or operate the business; or 

. do not own more than 50% of the vehicle. 

The earnings of these workers are insurable even though 
they are self-employed. 

How to complete the T4 Supplementary slip 
For EI purposes, you bave to complete a T4 Supplementary 
slip for each worker whom we do not consider as an 
employee. Complete the following entries on the slip: 

Employee’s name and address 
Enter the worker’s name and address, including the 
province and the postal code. 

Employer3 name 
Enter your operating or trade name 

Box 12 -Social insurance number 
Enter the social insurance number (SIN) shown on the 
worker’s SIN tard. 

If you are the operator of a taxi or passenger-vehicle Box 18 - Employee’s El premiums 
business, we consider you to be the employer of your Enter the EI premiums remitted on behalf of the worker 
drivers for EI purposes. (worker’s portion only). 

Special rules for El premiums, CPP 
contributions, and income tax deductions 

Box 24 - El insurable earningi 
Enter the amount of the worker’s insurable earnings on 
which you calculated the EI premium. 

The following rules apply to barbers and hairdressers, and 
to drivers of taxis and other passenger-carrying vehicles, 
whom we do not consider to be employees. 

Box 54 -Business number 
Enter your 15-digit business number. 

Footnotes 

El premiums 
If you are the owner or operator of the business, you bave 

Identify the occupation of the worker, in the footnotes area. 

Leave a11 remaining boxes blank. 
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Fishermen and Employment Insurance 
Special rules apply ta fishermen. If you are a designated 
employer of fishermen who bave insurable earnings, see 
“T4F Supplementary slip” in Chapter 6 of this guide. 

For more information, obtain the pamphlet called Fishers 
and Employment lnsurance, from your tax services office or 
tax centre. 

Note 
The publication called Puyroll Deductions Tables contains 
information on how ta calcul& the amounts you bave 
ta deduct from the remuneration of your employees. 

Placement and employment agency 
workers 
The following guidelines apply ta workers engaged by 
placement or employment agencies. 

-4 

b) 

C) 

An agency that has employees (even if they are located 
at a client’s premises) has ta deduct CPPcontributions, 
EI premiums, and incarne tax from amounts paid ta 
these employees. The agency also has ta report these 
amounts on a T4 Supplementary slip. 

A self-employed worker who is engaged by an agency 
is still considered ta be in insurable and pensionable 
employment when working under the following 
conditions: 

n the agency pays the worker; and 

. the client directs and controls the worker. 

The agency has ta deduct CPPcontributions and 
EI premiums for the worker, but not incarne ta. The 
agency has ta prepare a T4 Supplementary slip for the 
worker, and enter in the footnotes area “Placement 
agency-Self-employed.” 

We do not consider a self-employed worker ta be an 
insurable and pensionable employee when working for 
a client under the following conditions: 

. the client pays the worker; and 

n the client does not direct or contra1 the worker. 

In such cases, neither the agency nor the client bave ta 
deduct CPP contributions, EI premiums, or incarne tax. 
Nor do they bave ta report the amounts paid ta the 
worker on an information slip, because the worker is 
considered ta be an independent worker. 

Employees of a temporary-help 
service firm 
You may be the proprietor of a temporary-help service 
firm. Temporary-help service firms are service contractors 
who provide their employees ta clients for assignments. 
The assignments may be temporary, depending on the 
clients’ needs. 

Workers of these firms are usually employees of the firms. 
As a result, you bave ta deduct incarne tax, 
CPP contribution?., and EI premiums. You also bave ta 
remit these amounts and report them O* a 
T4 Supplementary slip. 
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If you bave any doubts about whether an 
employee-employer relationship exists for CFP and EI 
purposes, you cari obtain a ruling from Revenue Collections 
at your tax services office. TO get a ruling, complete 
Form CPTl, Requestfor a Ruiing as to tke Statu ofa Worker 
under tke Canada Pension Plan or Employment Insurance Act, 
and send it ta your tax services office. A worker cari get a 
ruling by completing Form CI’TZ, Request for a Ruling as to 
the Status of a Worker under the Couda Pension Plan OT 
Employment Insurance Act, and sending it ta bis or her tax 
services office. 

Employees with power saws 
If you are an employer in the forestry business, you 
probably bave employees who, according ta, their contract, 
bave ta use their own power saw at their own expense. 

In box 14 of the T4 Supplementary slip, “Employment 
incarne before deductions,” include rëntal payments you 
paid ta employees for the use of their own power saws. 
You should not reduce the amount in box 14 by the cost or 
value of saws, parts, gasoline, or any other materials the 
employee supplies. In the footnotes area of the 
T4 Supplementary slip, enter “Power-saw employee.” 

Status Indian employees 
The following information Will help you determine which 
deductions you bave ta make for statu Indians. 

Definitions 
Indian 
A statu Indian is a persan who, under the Indien Act, is 
registered as an Indian or is entitled ta be registered as an 
Indian. 

On a reserve 
On a reserve is defined under the Indian Act, and includes 
a11 settlements we consider ta be reserves for purposes of 
the Indien Settlements Remission Order and any other areas 
similarly treated under federal legislation [for example, 
Category I-A lands under the Cree-Naskapi 
Caf Quebec) Actl. 

Indian living on CI reserve 

This means an Indian lives on a reserve in a domestic 
establishment that is his or ha principal place of residence, 
and that is the centre of his or her daily routine. 

Employer resident on a reserve 
When an employer is resident on a reserve, the reserve is 
the place where the central management and contra1 over 
the employer organization is actually located. 

Note 
We usually consider a group that performs the function 
of board of directors of an organization as exercising the 
central management and contra1 of an organization. 
However, it may be that some other persan or group 
manages and controls the organization. Generally, a 
persan or group manages and controls an organization 
at the principal place of business. However, this activity 
cari occur in a place other than the principal 



administrative office of the organization. It is a question 
of fact as to where the central management and control is 
exercised. 

New guidelines 
Following the Soprane Court of Canada decision in the 
Glenn Williams case, we developed new guideline to help 
you determine tax exemption that applies to a status 
Indian’s employment income. These guidelines do net 
reflect a change in tax policy. They deal only with 
determining a tax exemption under the Indian Act following 
the Supreme Court decision. As a result of the Williams 
decision, you bave to examine a11 factors connecting income 
to a reserve to determine if income was located on a reserve 
and is tax-exempt. 

An Indian’s employment income from a particular 
employment is net exempt from income ta if one of the 
main rasons for the existence of that employment 
relationship is to establish a connecting factor to a reserve. 

or wages to a status Indian, you do net bave to deduct CFP 
contributions. 

However, under the CFP you cari elect to include in 
pensionable earnings any non-taxable salary or wages you 
paid tti status Indians. Although you do net bave to deduct 
CFP from non-taxable income paid to a status Indian, you 
cari choose to provide your status Indian employee with 
optional CFP coverage. You cari elect to do this by 
completing and filing Form CPT124, Applicationfor Cormage 
of Employment of an lndian in Canada under tke Canada Pension 
Plan Whose Income is Exempt under tke Income Tnx Act, which 
is available at your tax services office or tax centre. 
However, you cannot revoke this election, and you bave to 
caver a11 employees. 

CPI’ coverage star& on either the date you sign the 
application, or on a later date fhat you specify. Coverage 
canot be retroactive to a date preceding the date you 
signed the application. 

When you apply a11 the connecting factors, be aware’of 
unusual or exceptional circumstances where: 

. the income mav net be taxable even thouah it does net 
fa11 within one’of the guidelines; or - 

Employment Insurance 
The non-taxable salary or wages paid to a status Indian are 
subject to EI premiums. 

How to complete the T4 Supplementary slip 

n the income may be taxable even though it appears to fa11 If you elect to provide CPI’ coverage, prepare the 

within one of the guidelines. T4 Supplementary slip in the following way: 

If you bave any questions about a particular situation, 
contact your tax services office or tax centre. 

Form TDl-IN, Determination of Exemption of an lndian’s 
Employment Income, Will help you determine the type of 
exemption that applies to an Indian’s employment income 
according to the Indian Act Exemption for Employment Income 
Guidehes. This form is available at your tax services office 
or tax centre. Keep a completed form on file for each 
employee, as we may ask to review it. 

Taxable salary or wages paid to status 

Box 14 - Employment income betore deductions 
Lave this box blank. In the footnotes area, enter 
“Non-taxable earnings $- -Statu Indian employee.” 

Boxes 16 and 17 - Employee’s CPP/QPP contributions 
Enter the CPP or QPP contributions you deducted from the 
employee’s earnings. 

Box 18 - Employee’s El premiums 
Enter the EI premiums you deducted from the employee’s 
earnings. 

Indians 
lncome tax, Canada Pension Plan (CPP) contributions, 
and Employment Insurance (El) premiums 
If you are an employer paying taxable salary or wages to a 
status Indian, you bave to deduct income tax, CPP 
contributions, and EI premiums. 

Box 24 -El insurable earnings Xurable earnings 
Enter the amount of insurable earnings on which you ount of insurable earnings on which you 
calculated the EI premiums. 2 EI premiums. 

Box 26 - CPP/QPP Pensionable Earnings 
Enter the amount of oensionable earnings on which vou 

Y 

How to complete the T4 and T4A Supplementary slips 
Complete a11 T4 Supplementary slips in the usual way. You 
do net need to enter footnotes. 

calculated the CPP/QI’P contributions. 

If you do net elect to provide CPI’ coverage, prepare the 
T4 Supplementary slip in the following way: 

Complete a11 T4A Supplementary slips in the usual way. 
You may need to enter footnotes. See “T4A Supplementary 
slip” in Chapter 6 of this guide fer information on 
completing these slips. 

Box 14 - Employment income before deductions 
Lave this box blank. In the footnotes area, enter 
“Non-taxable earnings $ - - Status Indian 
employee.” 

Non-taxable salary or wages paid to status 
Indians 
Canada Pension Plan 

Boxes 16 and 17 - Employee’s CPP/QPP contributions 
Leave these boxes blank. 

The employment of a status Indian whose income is exempt 
from tax is excluded from pensionable employment. 

Box 18 - Employee’s El premiums 

Therefore, if you are an employer paying non-taxable salary 
Enter the EI premiums you deducted from the employee’s 
earnings. 
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Box 24 -El insurable eamings 
Enter the amount of EI insurable earnings on which you 
calculated the EI premiums. 

Note 
El benefits, retiring allowances, CPI’ payments, QN’ 
payments, registered pension plan benefits, or wage-loss 
replacement plan benefits Will usually be exempt from 
income tax when they are received as a result of 
employment income that was exempt from tax. If a part 
of the employment income was exempt, then a similar 
part of these amounts Will be exempt. 

Employment at special work sites and 
remote work locations 
Generally, you include in an employee’s income an 
allowance you paid to the employez, and the value of 
employer-provided board, lodging, and transportation. 
However, there are exceptions to these rules in specific 
circumstances. When an employez meets the conditions 
outlined in subsection 6(6) of the Income Tax Act, the 
employee is eligible to exclude from income the value of the 
following items: 

. the value of employer-provided board and lodging, or a 
reasonable allowance received for expenses the employee 
incurred for board and lodging at a special work site or 
remote work location; and 

. the value of certain employer-provided transportation or 
a reasonable allowance the employee received for certain 
transportation expenses. 

Note 
An individual cari meet the requirements of both a 
remote work location and a special work site. However, 
this benefit cari be excluded from income only once. 

Special work sites 
You may not bave to include in the income of employees 
who work at special work sites allowances OI the value of 
board and lodging OI transportation that you provide to 
them. 

Board and lodging 
You cari exclude the allowance OI value of board and 
lodging that you provide an employee who works at a 
special work site from income if the employee works away 
from home under a11 these conditions: 

a) the employee must bave worked at a special work site 
where the duties the employez performed were of a 
temporary nature; and 

b) the employee maintained at another location a 
self-contained domestic establishment as the 
employeés principal place of residence: 

- that throughout the period, was available for the 
employee’s occupancy and the employee did net rent 
it to any other person; and 

- to which, by reason of distance, we could net 
reasonably expect the employee to bave returned 
daily from the special work site; and 
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C) the board and lodging you provided or the allowance 
the employee received must be for a period of at least 
36 hours. Also, the employee’s duties required him or 
ha to be away from the employee’s principal place of 
residence or to be at the special work site. The period 
referred to above cari include time spent travelling 
between the employee’s principal place of residence 
and a special work site. 

Transportation benefits or allowances 
An employee cari exclude from income the value of free or 
subsidized transportation, or a reasonable allowance 
received for the employee’s transportation expenses, for a 
period described in c) above. This is only the case if the 
employee received board and lodging, or a reasonable 
allowance for board and lodging, from you for that period. 

Form TD4, Declarafion of Exemption - Employment at 
Speciai Work Site 

If an employee meets a11 of the above conditions, you and 
the employee should complete Form TD4, Declnrntion of 
Exemption - Employment at Special Work Site. This allows you 
to exclude the benefit or allowance from the employee’s 
income. As long as you complete Form TD4, do not report 
the amounts on the employee’s T4Supplementary slip. 
After you complete Form TV4 with the employee, keep it 
with your payroll records. 

You cari obtain TD4 forms from your tax services office or 
tax centre. 

If you do not complete Form TD4, or if the employez does 
not meet a11 the conditions, treat the amounts as the 
employee’s income. Make the necessary deductions and 
report the amounts on the employee’s T4 Supplementary 
slip. This also applies to any part of an allowance for board, 
lodging, and transportation that is more than a reasonable 
amount. 

Note 
If the special work site is in a prescribed zone, enter in 
the footnotes area of the T4 Sut.mlementarv sliD “Soecial 
work site $ .” For m&;nformati&, sée the 
Employer~’ Guide to Housing and Travel Assistance Benefits 
Paid in Prescribed Zones, wbich is available from your tax 
services office or tax centre. 

Fishermen 
If you provide board, lodging, OI transportation allowances 
to fishermen, obtain Interpretation Bulletin IT-254, 
Fishermen - Employees and Senfarers - Vnlue of Rations and 
Quarters, from your tax services office or tax centre. 

Remote work locations 
We usually consider a work location to be remote when the 
location: 

. is 80 kilometres or more from the nearest established 
community with a population of at least 1,000 people; 
and 

. lacks essential services at the location or within a 
reasonable commuting distance (eg., basic food store, 
basic clothing store with merchandise in stock (net 



mail-order outlet), access to housing, certain media1 
assistance, and certain educational facilities). 

You may not bave to include in the income of employees 
who work in remote work locations certain allowances that 
you give to them. There are two types of allowances that 
may be exempt from income tax: 

n board and lodging allowances; and 

n transportation allowances. 

Board and lodging 
You cm exclude from income an allowance or the value of 
board and lodging that you provide an employee who 
works at a remote work location if the employee meets the 
following conditions: 

. the employee has to be located where we could not 
reasonably expect him or her to set up and maintain a 
self-contained domestic establishment because of the 
remoteness of the location and the distance from any 
established community; and 

. the allowances bave to be for a period of at least 36 hours 
when: 

- the employee’s duties require the employee to be away 
from the principal place of residence; or 

- the employee has to be at the remote work location. 

Transportation 
An employee cari exclude from income the value of free or 
subsidized transportation, or a reasonable allowance 
received for the employee’s transportation expenses when 
he or she received an allowance or the value of board and 
lodging during that period. 

TO qualify, however, the transportation allowances you pay 
to an employee must be for a period of at least 36 hours 
when: 

. the employee had to be away from his or her principal 
place of residence; or 

. the employee had to be at the remote work location. 

You must bave paid the allowance for transportation 
between the remote work location and any location in 
Canada. If the remote work location is outside Canada, the 
allowance for transportation between that location and any 
location in Canada’ also qualifies for exemption. 

When you provide board, lodging, or transportation under 
the above conditions, you do not bave to report the 
equivalent value or any GST/HST that applies as 
remuneration to the employee on the T4 Supplementary 
slip. 

Note 
We do not need Form TD4, Declaration of Exemption - 
Emnlovment at Saecial Work Site. when there is an 
exemption for allowances you pay to employees who 
work at a remote work location. If you need help 
determining whether a location qualifies as remote, 
please contact your tax services office or tax centre. 

Benefits that a third party supplies 
It is possible that a third party mny supply benefits for 
board, lodging, or transportation to the employees of 
another employer. 

If this happas, and the allowance is taxable, the third 
party bas to report the benefits on a T4A Supplementary 
slip. 

If the allowance is not taxable, a T4A Supplementary slip is 
not required. 

For more information, sec Interpretation Bulletin IT-91, 
Employment at Special Work Sites or Remote Work Locations. 

Employment outside or partly outside 
Canada 
CPP contributions - If you are a Canadian employer and 
you employ someone to work for you outside Canada, you 
should deduct CPI’ contributions if: 

. the employee usually reports for work at your place of 
business in Canada; or 

. the employee is a Canadian resident and is paid from 
your place of business in Canada. 

If the employment does not meet either of these conditions, 
the employment outside Canada is not pensionable. As a 
result, do not deduct CPI’ from the cmployee’s 
remuneration. 

Under certain conditions, you bave the option of 
extending CFP coverage and deducting contributions from 
employment outside Canada that is not usually 
pensionable employment. TO do this, complete Form Cl’T8, 
Application and Undertnking for Coverage of Employment in a 
County Other Than Canndn under the Cnnndn Pension Plan, 
which is available at your tax services office or tax centre. 
Special rules apply to employment on ships, trains, trucks, 
and aircraft. TO flnd out more about these rules, contact a 
CPP/EI rulings officer at your tax services office. 

Please note that Form CPT8 does not apply if Canada has a 
social security agreement with the country in which the 
employment Will take place. We list the countries with 
whom Canada has reciprocal social security agreements 
under the heading “International agreements with foreign 
governments” in Chapter 2 of this guide. 

EI premiums - You bave to deduct EI premiums from 
employment income an employee earns outside or partly 
outside Canada, if all of these conditions apply: 

w you, as the employer, reside in Canada, or bave a place of 
business in Canada; 

n the employee usually resides in Canada; 

n the employment is not insurable in the country where the 
employment is performed; and 

n the employment is not excluded from insurable 
employment for any other reason. 

Special rules apply to employment on ships outside or 
partly outside Canada. Contact your tax services office or 
tax centre for more information. 
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Income tax deductions - If an employee performs services 
for you outside Canada, you may bave to deduct income 
tax from that employee’s remuneration. If you are not sure 
if you should withhold income tax, contact your tax 
services office or tax centre. 

Overseas employment tax credit 

If you employa resident of Canada to work outside Canada 
for more than six consecutive months, the employee may be 
entitled to an overseas employment tax credit. The six 
consecutive months of employment may start in the current 
year or a previous year. The employment duties performed 
outside Canada must either be to obtain a contract for the 
employer, or relating to a contract under which the 
employer carried on business outside Canada. The contract 
or business must relate to: 

n the exploration for or exploitation of petroleum, natural 
gas, miner&, or other similar resources; 

. any construction, installation, agricultural, or 
engineering activity; or 

H any prescribed activity. 

An employee who is eligible for the credit may ask you to 
reduce the amount of tax you deduct. The employee has to 
make this request through a tax services office or tax centre. 
If we approve the reduction in tax deductions, the 
employee Will receive a letter of authorization stating that 
you cari reduce the amount of tax deductions. Keep this 
letter for our officers to examine. If you would like more 
information on this subject, sec Interpretation 
Bulletin IT-497, Overseas Employment Tax Credit. 

For 1997 and later tax years, certain Canadian individu& 
cannot claim the overseas employment tax credit when they 
are employed by a Canadian firm that contracts with a 
foreign firm to provide the individual’s services. The credit 
Will no longer be available in such situations if the 
Canadian firm employs less than six Ml-time employees 
and is either: 

. a corporation that the individual owns, or the individual 
is related to a shareholder of the corporation who owns, 
10% or more of any class of shares of the corporation’s 
capital stock; or 

. a partnership where the individual is related to a 
member of the partnership or is a specified shareholder 
of a member of the partnership. 

How to complete the T4 Supplementaty slip 

Box 14 - Employment income before deductions 
Report the total amount of remuneration you paid that 
relates to any employment outside Canada. Do this even if 
an employee has received a letter of authorization from a 
tax services office or tax centre which allows you to reduce 
the amount of income tax you deduct from the employee’s 
income. On the slip, show the income that qualifies for the 
reduction and the number of days the employee worked 
outside Canada. In the footnotes area, enter “Income 
qualifying under section 122.3: $-. Number of days 
outside Canada: u -. 

Canadian International Development Agency (CIDA) 
If you are paying an employee for services under a CIDA 
program, you may bave to deduct income tax from that 
employee’s remuneration. If you are not sure if you should 
deduct income tax, contact your tax services office or tax 
centre. 

Employment by a trustee 
A truste includes a liquidator, receiver, receiver-manager, 
truste in bankruptcy, assignee, executor, administrator, 
sequestrator, or any other person who performs a function 
similar to the one a truste performs. 

A trustee does the following: 

. administers, manages, distributes, winds up, controts, or 
otherwise deals with another person’s property, 
business, estate, or income; and 

. authorizes a payment, or causes a payment to be made, 
for another person. 

The truste is jointly and severally liable for deducting and 
remitting the tax for a11 payments the truste makes. 

For more information, contact your tax services office or tax 
centre. 
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Form PD7A 

1+1 
Reve”“e RBW”” STATEMENT OF ACCOUNT FOR CURRENT SOURCE DEDUCTIONS 
Canada Ca”%!= 
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T4 Supplementary slip 



T4 Short slip 

T4F Supplementary slip 

T4F Supplementary - Suppl6mentaire (97) 
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T4 Summary form 
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T4A Summary form 



T4F Summary form 
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Year-end calculation of deductions for employee 
Canada Pension Plan contributions 

The followlng year-end calculatton will help you verify an employee’s CPP contributions before you complete and file 
the T4 Supplementary slips. This opttonal calculatlon Is the onty one we bave authortred. We bas& the calculatton on 
information In thls guide and in Part B of the Payroll Deducths Formulas for Computer Programs. (effective 
January 1, 1997). You con get the InformatIon you need to complete thls calculatlon from each employee’s payroll 
master file. 

Using the calculatlon wlll help you avold the posslbillty of receiving a Penslonable andlnsurable Eamings Review (PIER) 
statement. 

TO verify deductions. follow these steps: 

A. Enter the salary and wages from the employee’s payroll master file that you will 
tnclude In box 14 of the T4 Supplementary slip, “Employment IncoKre before deducttons’...........,,,,.,... $ 1 

B. Subtract from Ilne 1, the following earnings of the employee: 

q the amount the employee received before and including 
the month the employee reached age 18 ,..,,...,.......,,......,...,....,,,...,.. S 

q the amount the employee recelved after the month the 
employee reached age 70 .,.......~..~......,...........~.~...................~...~...~~..~... S 

q the amount the employee recetved after the month the 
employee began to received a CPP retirement pension S 

e the amount the employee received dUring the months the 
emptoyee was consldered to be dtsabled ,..,....,..,...,.,.....,...,.......,...... S 

q the amount recetved after the month the employee died S 

Total earnlngs not subject to CPP contributions ..~..................~.......~.............~..~~............~.................... S 2 

C. Penstonable earntngs for the perlod of employment - 
subtract ltne 2 from line 1 ..,..........,...~.............,..~...~.......,...........~...~..~...~...~...~...~...~............~..........,......~.....~.......,... S 3 

Note 
If you bave entered an amount on llne 2, enter the amount on line 3 in box 26. 
“Penslonable earnlngs,’ on the T4 Supplementary slip. 

D. Enter the baslc exemption for the pay period. 
(sec table on next page) ,.,I,,,I,,,,,,,,..........,.....,,.......,.......,...,.......,,......,...~... S 4 

Multiply by the number of pay periods of penslonable earnlngs 
(related to the amount on line 3) ..~....,..,...,...,..~~..~....~..,...,,...~...~...........,...~ x 

Prorated basic exemptFon that appltes to the period of 
penslonable employment .,.,, t I,.,I,,....,...,.........,,..,,...,...,......,,~...,...,..,...,..............,...,..~...~......,..........~......,..,...,.,...~ S 5 

The amount cannot be more than the maximum bask yearly 
exemptlon amount (sec table on next page). 

E. CPP contrtbutory earnings for the pertod of penstonable employment - 
subtract llne 5 from line 3 .I.,,,,,,,,,,,,,.,..,...,.,,,,,,,,,,.......,,..,.,,,,,..,...,......,...,.......,..,,.....,...~.............,...~.........~............. $ 6 

F. Enter the CPP contribution rate for employees for the year ..~......~................~...~..........~......~.....~~........ x 7 

G. Requlred employee’s CPP contributions for the period of penstonable 
employment - llne 6 multlplied by the rate on line 7 ,...,........~...,..........~...~..~......,...~..~......~.................~..~........., S 8 

H. Enter the CPP contrlbuttons (that you bave deducted for the pertod of 
penslonable employment) from the emptoyee’s payroll master file ..~....,..,...,............,.....,...........~......,......~. S 9 

1, Subtract Ilne 9 from line 8. The result shoutd be zero ..~..................................,..,..~,...............~...,...,...,..,....... S 10 

If there is an amount on line 10 and it is positive. you bave underdeducted. 
If thls is the case, add lines 9 and 10 and lnctude the total in box 16. “Employee’s CPP 
contributions.” of the T4 Supplementary slip. 

Note 
If the amount on tlne 10 is negative. you bave overdeducted. If this 1s the case, verify the employee’s master file to 
ensure that the amounts on lines 1 and 3 are correct. For more information, see Chapter 2. 
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Employee’s CPP basic exemption for various 1997 pay periods 

Psy perkd Basic exemption 
I 

Annually (1) 

Semi-annuallv (2) 

BI-weekly (27) $129.62 

Weeklv (521 

Weeklv (53) 

22 pay periods 

13 aav oeriods 

$159.09 

$269.23 

Year-end calculation of deductions for employee Employment Insurance 
premiums 

The following year-end calculation Will help You verlfy an employee’s El premlums before you complete and file the 
T4 Supplementary slips. Thls optional calculation is the only one we bave authorized. We based the CCilCUlCItiOn on 
Information in this guide and in Part C of the Payroll Deductions Formulas for Computer Programs. (effective 
January 0 19971. You cari get the information you need to complete this calculation from each employee’s payroll 
master file. 

Using the calculation will help you avold the possibllity of receiving a Pensionable and Insurable Eamings Review (PIER) 
statement. 

TO verify deductions. follow these steps: 

A. Enter the Insurable earnlngs for the year as Indlcated in each employee’s 
payroll master flle for the perlod of Insurable employment. If the Insurable 
earnings are less thon the maximum and dlfferent from the gross income (box 14) 
reported on the T4 Supplementary slip, report the amount on the T4 Supplementcw 
slip in box 24, “El Insurable earnlngs.” The amount should net be more than fhe 
maximum annual amount of $39,000. ,,,.,,,,,,,,,....,,,,,,.......,,..,........,............,,,,,.......,,,.,...,......,...,.......,.........~..,... S 1 

B. Enter the emplovee’s El premlum rate for the year ,,,.....,,.,........,,.,.........,,,,,,.,...,.,,,,.,.......,......,.......,...,..~...~.... x 2 

C. Multiply line 1 by line 2 to calculate the employee’s El premlums payable for the year. 
The amount should net be more than the maximum annual amount of $1,131. ,...,...,...,...,......,.......~.~..... S 3 

D. Enter the employee’s El premium deductlons for the period of insurable 
employment as lndlcated In the employee’s payroll master file . . . . . ..I.......,,,.,,.,,,,,,......,,,,,....,...,,,,......,........ S 4 

E. Subtract line 4 from Ilne 3 1,..,...11..,,,,,,,....,..,,,,,,...,..,,,,,........,,...,...,.......,....~...,,,.,...,...~,..,,..........,...,...~..,...,............. S 5 

If the amount on Ilne 5 results in a difference and it Is positive, you bave to make an adjustment. 
Add lines 4 and 5. and Include the total in box 18, “Employee’s El premiums,” on the T4 Supplementary slip. 

Note 
If the amount on llne 5 Is negative, you bave overdeducted. If thls B the case. verify the employee’s pavroll master 
flle to ensure that the amount on line 1 is correct. For more information, sec Chapter 3. 
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Employer~ served by tax services office on the left side of the following list should cammm&te with tbe office &own 
on the right. 

Bathurst, Charlottetown, 
Halifax, Monctcm, Saint John, Sydney, and 
Newfoundland and Labrador 

Chicoutimi, Québec, Rimouski, 
Rouyn-Noranda, Sherbrooke, and Trois-Rivières 

St. John’s Tax Centre 
290 Empire Ave. 
St. John’s NF AlB 4J7 

Jonqu&e Tax Centre 
‘2251 De la Centrale Blvd. 
Jonqu&e QC G7S 5P6 

Laval, Montérégie-Rive-Sud, Montréal, and 
Outaouais 

Shawinigan-Sud Tax Centre 
4695 - 12th Avenue 
Shawinigan-Sud QC G9N 8L5 

Ottawa, Toronto Centre, Toronto East, Toronto 
North, and Toronto West 

Ottawa Ta Centre 
875 Hem-, Road 
Ottawa ON KlA lG9 

Belleville, Hamilton, Kingston, Kitchener and 
Waterloo, London, Peterborough, St. Catharines, 
Sudbury, Thunder Bay, and Windsor 

Calgary, Edmonton, Regina, Saskatoon, and 
Winnipeg 

Sudbury Tax Services Office 
1050 Noh-+Dame Ave. 
Sudbury ON P3A 5X7 

Winnipeg Tax Centre 
66 Stapon Road 
Winnipeg MB R3C 3M2 

Burnaby-Fraser, Northern BC and Yukon, Surrey Tax Centre 
Southern Inter& BC, Vancouver, and Vancouver 9755 King George Highway 
Island Surrey BC V3T 5P9 
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WI Revenue Revenu 
Canada Canada 

Order Form 
l’lease list the titles or numbers of the publications required in the boxes below. Print your name and address in the area provided, 
and submit your completed form to your Revenue Canada tax services office or tax centre. 

Names of requested guides or other publications 

Numbers or requested forms, information circulars, or interpretation bulletins 

Name 

Address 

Province Postal code 

____-__-_-------------------------- x ____________-__------------------- 

WI 
Revenue Revenu 
Canada Canada 

Cancellation / Reinstatement Form 
If you bave more than one account, you may be receiving more than one copy of thhe Employer~’ Guide to Payroll Deductions -Basic 
Information. If you do not need more than one copy, please complete this form to cancel the extra copies. We suggest that you make 
sure you receive at least one copy of the guide for your reference. 

If you bave previously cancelled this publication and would like to receive it again, tick the “Reinstate” box below and provide the 
necessary information. 

List your employer name, mailing address, and business number to discontinue or reorder this publication. You must enter your 
business number on tbis form. 

Send the completed form to your Revenue Canada ta services office or tax centre. 

Employer nome Malling address Business number 

cl 
q 
q 
q 
q 
q 
0 

If you need more space, attacha separate piece of paper. 



Think recycling! 

Printed in Canada 


