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Introduction 
This handbook has been prepared to assist all those in the church who are responsible 
for the handling of money, recording or monitoring its usage and ensuring Board Policies 
are adhered to. 

It has been written primarily for the new or inexperienced treasurer, to assist them in 
performing their many duties. The person who has been in this position for several years 
will know most of what has been written. However, it is hoped that even they may find 
useful points to assist them in their work. 

The methods described have been made as suggestions. If your system does not follow 
exactly what is outlined here, then adapt these suggestions to fit your circumstances. 

This handbook is to be used as an educational device for the church Treasurers of the 
Canadian Baptists of Western Canada. 

Any comments which would enhance the usefulness of his handbook will be welcomed 
and considered for inclusion in future versions. 

Please forward your suggestions to: 

Victor Ku, Director of Administration and Finance 

403.228.9559 ext.313 

vku@cbwc.ca 

Canadian Baptists of Western Canada 

221 - 10 Ave SE, Suite #201 

Calgary, AB T2G 0V9 
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What's new 
• Updated the CBWC Financial Statement

• Payroll deduction calculation samples using 2023 data

• Updated quoted articles

• Added church closing list

• Added Budget Guide

• Added Salary Guide
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INDEPENDENT AUDITOR'S REPORT

To the Members of Canadian Baptists of Western Canada

Qualified Opinion

We have audited the financial statements of Canadian Baptists of Western Canada (the organization),
which comprise the statement of financial position as at December 31, 2022, and the statements of
revenues and expenditures and changes in net assets and cash flows for the year then ended, and notes
to the financial statements, including a summary of significant accounting policies.

In our opinion, except for the possible effects of the matter described in the Basis for Qualified Opinion
section of our report, the accompanying financial statements present fairly, in all material respects, the
financial position of the organization as at December 31, 2022, and the results of its operations and cash
flows for the year then ended in accordance with Canadian accounting standards for not-for-profit
organizations (ASNPO)

Basis for Qualified Opinion

In common with many charitable organizations, the organization derives revenue from individual gifts and
events registration the completeness of which is not susceptible of satisfactory audit verification.
Accordingly, our verification of these revenues was limited to the amounts recorded in the records of the
organization.  Therefore, we were not able to determine whether any adjustments might be necessary to
individual gifts and events registration revenues, operating excess, and cash flows from operating
activities for the years ended December 31, 2022, current assets as at December 31, 2022, and net
assets as at January 1 and December 31 for both the 2022 and 2021 years.  Our audit opinion on the
financial statments for the year ended December 31, 2021 was modified accordingly because of the
possbile effects of this limitation of scope.  Consequently, we were unable to determine whether any
adjustments to these amounts were necessary.

We conducted our audit in accordance with Canadian generally accepted auditing standards. Our
responsibilities under those standards are further described in the Auditor's Responsibilities for the Audit
of the Financial Statements section of our report. We are independent of the organization in accordance
with ethical requirements that are relevant to our audit of the financial statements in Canada, and we
have fulfilled our other ethical responsibilities in accordance with these requirements. We believe that the
audit evidence we have obtained is sufficient and appropriate to provide a basis for our qualified audit
opinion.

Other Information

Management is responsible for the other information. The other information comprises the information,
other than the financial statements and our auditor's report thereon.

Our opinion on the financial statements does not cover the other information and we do not express any
form of assurance conclusion thereon.

In connection with our audit of the financial statements, our responsibility is to read the other information
and, in doing so, consider whether the other information is materially inconsistent with the financial
statements or our knowledge obtained in the audit or otherwise appears to be materially misstated.  If,
based on the work we have performed, we conclude that there is a material misstatement of this other
information, we are required to report that fact.  

(continues)
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Independent Auditor's Report to the Members of Canadian Baptists of Western Canada (continued)

As described in the Basis of Qualified Opinion section above, we need to obtain sufficient appropriate
evidence about the competeness of individual gift and events registration revenues as at and for the year
ended December 31, 2022.  Accordingly we were unable to conclude whether or not the other information
is materially misstated with respect to this matter.

Responsibilities of Management and Those Charged with Governance for the Financial Statements

Management is responsible for the preparation and fair presentation of the financial statements in
accordance with ASNPO, and for such internal control as management determines is necessary to
enable the preparation of financial statements that are free from material misstatement, whether due to
fraud or error.

In preparing the financial statements, management is responsible for assessing the organization's ability
to continue as a going concern, disclosing, as applicable, matters related to going concern and using the
going concern basis of accounting unless management either intends to liquidate the organization or to
cease operations, or has no realistic alternative but to do so.

Those charged with governance are responsible for overseeing the organization's financial reporting
process.

Auditor's Responsibilities for the Audit of the Financial Statements

Our objectives are to obtain reasonable assurance about whether the financial statements as a whole are
free from material misstatement, whether due to fraud or error, and to issue an auditor’s report that
includes our opinion. Reasonable assurance is a high level of assurance, but is not a guarantee that an
audit conducted in accordance with Canadian generally accepted auditing standards will always detect a
material misstatement when it exists. Misstatements can arise from fraud or error and are considered
material if, individually or in the aggregate, they could reasonably be expected to influence the economic
decisions of users taken on the basis of these financial statements. 

As part of an audit in accordance with Canadian generally accepted auditing standards, we exercise
professional judgment and maintain professional skepticism throughout the audit. We also:

 Identify and assess the risks of material misstatement of the financial statements, whether due to
fraud or error, design and perform audit procedures responsive to those risks, and obtain audit
evidence that is sufficient and appropriate to provide a basis for our opinion. The risk of not detecting
a material misstatement resulting from fraud is higher than for one resulting from error, as fraud may
involve collusion, forgery, intentional omissions, misrepresentations, or the override of internal
control.

 Obtain an understanding of internal control relevant to the audit in order to design audit procedures
that are appropriate in the circumstances, but not for the purpose of expressing an opinion on the
effectiveness of the organization’s internal control.

 Evaluate the appropriateness of accounting policies used and the reasonableness of accounting
estimates and related disclosures made by management.

 Conclude on the appropriateness of management’s use of the going concern basis of accounting
and, based on the audit evidence obtained, whether a material uncertainty exists related to events or
conditions that may cast significant doubt on the organization’s ability to continue as a going
concern. If we conclude that a material uncertainty exists, we are required to draw attention in our
auditor’s report to the related disclosures in the financial statements or, if such disclosures are
inadequate, to modify our opinion. Our conclusions are based on the audit evidence obtained up to
the date of our auditor’s report. However, future events or conditions may cause the organization to
cease to continue as a going concern.

 Evaluate the overall presentation, structure and content of the financial statements, including the
disclosures, and whether the financial statements represent the underlying transactions and events
in a manner that achieves fair presentation.

(continues)



Independent Auditor's Report to the Members of Canadian Baptists of Western Canada (continued)

 Obtain sufficient appropriate audit evidence regarding the financial information of the entities or
business activities within the Group to express an opinion on the financial statements. We are
responsible for the direction, supervision and performance of the group audit. We remain solely
responsible for our audit opinion.

We communicate with those charged with governance regarding, among other matters, the planned
scope and timing of the audit and significant audit findings, including any significant deficiencies in
internal control that we identify during our audit.

April 21, 2023  Chartered Professional Accountant

DenisPerron
Pencil



CANADIAN BAPTISTS OF WESTERN CANADA

Statement of Financial Position

December 31, 2022

General
Church Health

& Planting
Special

Ministries Trust
Women in

Focus 2022 2021

ASSETS

CURRENT
Cash (Note 4) $ 620,870 $ - $ - $ - $ - $ 620,870 $ 1,565,857
Accounts receivable (Note 5) 201,405 - - - - 201,405 211,947
Goods and services tax recoverable 9,048 - - - - 9,048 15,362
Prepaid expenses 35,564 - - - - 35,564 36,718

866,887 - - - - 866,887 1,829,884

PROPERTY, PLANT AND EQUIPMENT (Net of accumulated
amortization) (Note 7) 87,443 - - 4,103,136 - 4,190,579 4,890,448

PROPERTY HELD FOR CONSTITUENT CHURCH or SALE (Note 6) - - - 761,000 - 761,000 100,000

GUARANTEED INVESTMENT CERTIFICATE 1,200,000 - - - - 1,200,000 -

$ 2,154,330 $ - $ - $ 4,864,136 $ - $ 7,018,466 $ 6,820,332
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CANADIAN BAPTISTS OF WESTERN CANADA

Statement of Revenues and Expenditures and Changes in Net Assets

Year Ended December 31, 2022

General
Church Health

& Planting
Special

Ministries Trust
Women in

Focus 2022 2021

REVENUES
Churches - Budget $ 1,358,550 $ - $ - $ - $ - $ 1,358,550 $ 1,446,920
Churches - Missions - - - 199,202 - 199,202 46,358
Churches - Designated 224,344 - 72,149 - 50 296,543 318,088
Churches - Property (Note 7) - - - 692,307 - 692,307 100,000
Individual gifts - Missions 123,720 8,755 - 161,666 - 294,141 297,493
Individual gifts - Designated 47,545 - 27,680 - 4,555 79,780 55,802
Related - CBWC Foundation (Note 16) 840,000 - - - 2,000 842,000 609,447
Investment (loss) - CBWC Foundation Managed - - - - - - 22,801
Legacies - - - - - - 322,727
Rental income - 158,270 - - - 158,270 127,795
Other 47,019 - - - - 47,019 18,115
Events registration 199,398 - - 31,260 - 230,658 147,005
Government subsidies 20,000 - - - - 20,000 103,433

2,860,576 167,025 99,829 1,084,435 6,605 4,218,470 3,615,984

(continues)
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CANADIAN BAPTISTS OF WESTERN CANADA

Statement of Revenues and Expenditures and Changes in Net Assets (continued)

Year Ended December 31, 2022

General
Church Health

& Planting
Special

Ministries Trust
Women in

Focus 2022 2021

EXPENSES
Cultivating leadership 431,019 - - 67,377 - 498,396 400,723
Investing in relationship 1,236,414 122,114 - 84,504 - 1,443,032 1,236,422
Engaging in missions 276,495 436,481 66,262 26,869 - 806,107 484,635
Operation and management 639,458 1,302 - 18,157 4,130 663,047 596,423
Designated 224,344 - 2,950 - 815 228,109 273,651
Legacies - - - - - - 309,023
Pensions and insurance - - - 76,722 - 76,722 78,805
Amortization 24,819 - - 32,156 - 56,975 57,530

2,832,549 559,897 69,212 305,785 4,945 3,772,388 3,437,212

EXCESS (DEFICIENCY) OF REVENUES OVER EXPENSES
BEFORE OPERATIONAL TRANSFERS (SCHEDULE 1) 28,027 (392,872) 30,617 778,650 1,660 446,082 178,772

OPERATIONAL TRANSFERS (Schedule 1) (113,907) 123,612 6,719 (14,764) (1,660) - -

(85,880) (269,260) 37,336 763,886 - 446,082 178,772

FUND BALANCES - beginning of year 241,590 438,461 35,948 5,110,846 1,938 5,828,783 5,650,010

155,710 169,201 73,284 5,874,732 1,938 6,274,865 5,828,782

Funds transfers (8) 655,000 8 (655,000) - - -

FUND BALANCES - end of year $ 155,702 $ 824,201 $ 73,292 $ 5,219,732 $ 1,938 $ 6,274,865 $ 5,828,782
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CANADIAN BAPTISTS OF WESTERN CANADA

Statement of Cash Flows

Year Ended December 31, 2022

General
Church Health

& Planting
Special

Ministries Trust
Women in

Focus 2022 2021

OPERATING ACTIVITIES
Excess (deficiency) of revenues over expenses $ (85,880) $ (269,260) $ 37,336 $ 763,886 $ - $ 446,082 $ 178,772
Items not affecting cash:

Amortization 24,819 - - 32,156 - 56,975 57,530
Property Held (Note 5) - - - (661,000) - (661,000) (100,000)
Gain on sale of property - - - (31,307) - (31,307) -
Fund transfers (8) 655,000 8 (655,000) - - -

(61,069) 385,740 37,344 (551,265) - (189,250) 136,302

Changes in non-cash working capital:
Accounts receivable 10,542 - - - - 10,542 1,715
Accounts payable and accrued liabilities (7,254) - (8) (108,751) - (116,013) 60,907
Prepaid expenses 1,145 - - - - 1,145 (21,435)
Goods and services tax payable 6,314 - - - - 6,314 (11,039)
Property deposits - - - 19,000 - 19,000 -

10,747 - (8) (89,751) - (79,012) 30,148

Cash flow from (used by) operating activities (50,322) 385,740 37,336 (641,016) - (268,262) 166,450

INVESTING ACTIVITIES
Purchase of property and equipment - - - (50,800) - (50,800) (74,448)
Proceeds on disposal of property and equipment - - - 725,000 - 725,000 -

Cash flow from (used by) investing activities - - - 674,200 - 674,200 (74,448)

(continues)
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CANADIAN BAPTISTS OF WESTERN CANADA

Statement of Cash Flows (continued)

Year Ended December 31, 2022

General
Church Health

& Planting
Special

Ministries Trust
Women in

Focus 2022 2021

FINANCING ACTIVITIES
Deferred Contributions (Note 9) - - - (20,009) - (20,009) (7,567)
Advances from (to) members 365,335 (385,740) (37,336) (13,175) - (70,916) (44,748)
CEBA Loan (60,000) - - - - (60,000) 20,000
Guaranteed investment certificate (1,200,000) - - - - (1,200,000) -

Cash flow from (used by) financing activities (894,665) (385,740) (37,336) (33,184) - (1,350,925) (32,315)

INCREASE (DECREASE) IN CASH FLOW (944,987) - - - - (944,987) 59,687

Cash - beginning of year 1,565,857 - - - - 1,565,857 1,506,170

CASH - END OF YEAR (Note 4) $ 620,870 $ - $ - $ - $ - $ 620,870 $ 1,565,857
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

1. ORGANIZATION

The purpose of the Canadian Baptists of Western Canada ("CBWC"), is to support, enable
and facilitate the ministries of local CBWC churches in Western Canada.

The CBWC is incorporated under the laws of Canada without share capital and is also a
registered charitable organization under the Income Tax Act (#11921-5036 RR 0001) and
as such is exempt from income taxes.

2. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES

Basis of presentation

The financial statements were prepared in accordance with Canadian accounting standards
for not-for-profit organizations.

These financial statements have been prepared on the going concern basis, which
contemplates the realization of assets and the payment of liabilities in the ordinary course
of business. Management is not aware of any circumstances that would put this going
concern assumption at risk.

Fund accounting

These financial statements include the assets, liabilities and net assets of the funds
controlled directly by the board of the CBWC except for the controlled entities of Carey Hall
and the CBWC Foundation (see Note 16) but do not include the operations of constituent
churches, affiliated operations or sponsored agencies such as camps or the BC
Convention.

The summarized funds reported on include:

General Fund reports budget revenues and expenditures, missions and designated funds
and book room activity.

Church Health and Planting Fund reports the missions work and deposits from the
constituency for Church Planting and Renewal.

Special Ministries Fund reports the missions work for development of property, facility,
equipment and housing.

Trust Fund reports externally designated and internally restricted funds and activity which
are held for specified purposes and time, and include the Resource Centre trusts at year
end.

Women in Focus Fund reports revenues and expenditures related to the women's
ministry.

(continues)
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

2. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (continued)

Financial instruments policy

Financial instruments are recorded at fair value when acquired or issued. In subsequent
periods, financial assets with actively traded markets are reported at fair value, with any
unrealized gains and losses reported in income (see Note 3). All other financial instruments
are reported at amortized cost, and tested for impairment at each reporting date.
Transaction costs on the acquisition, sale, or issue of financial instruments are expensed
when incurred.

The organization’s financial instruments consist of cash and cash equivalents, accounts
receivable, accounts payable and accrued liabilities, deferred contributions and the CEBA
loan.

Cash and cash equivalents

Cash and cash equivalents are recorded at cost and include cash in the bank and short-
term investments convertible to cash within the following year. Due to the short term
maturities of the investments, cost is considered to be equivalent to fair value and are
subject to insignificant risk of change in value.

Property and equipment

Property and equipment greater than $5,000 are stated at cost. Property and equipment
are amortized over their estimated useful lives using the straight-line method.

Buildings 50 years
Equipment, furniture &

fixtures
5 years

Motor vehicles 5 years
Computer equipment &

software
3 years

The organization regularly reviews its capital assets to eliminate obsolete items.

Property Held for constituent churches and sale

Lands and buildings held in trust for constituent churches and agencies are not recorded in
these statements as the CBWC does not have beneficial ownership.

Assets of organizations which have ceased operations and gifted their assets to the CBWC
are recorded at the date the assets are gifted to the CBWC at fair market value and
recorded as property held for constituent churches (see Note 6).  These assets are
intended to be transferred back into ministry or sold with the proceeds being used for
ministry purposes.

These assets are recorded at the lower of their carrying value and fair value less costs to
sell and amortization is not recorded.

(continues)
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

2. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (continued)

Impairment of Long Lived Assets

The organization tests for impairment whenever events or changes in circumstances
indicate that the carrying amount of the assets may not be recoverable. Recoverability is
assessed by comparing the carrying amount to the projected future net cash flows the long-
lived assets are expected to generate through their direct use and eventual disposition.
When a test for impairment indicates that the carrying amount of an asset is not
recoverable, an impairment loss is recognized to the extent the carrying value exceeds its
fair value.

Revenue recognition

Canadian Baptists of Western Canada follows the deferral method of accounting for
contributions from churches, individuals and related entities.

Restricted contributions are recognized as revenue in the year in which the related
expenses are incurred. 

Unrestricted contributions are recognized as revenue when received or receivable if the
amount to be received can be reasonably estimated and collection is reasonably assured. 

Endowment contributions, which represent amounts for which only the interest earned
thereon is available for either general operating or specific restricted purposes, are
recognized as direct increases in equity.

Investment income, rental revenue, event registration, and other revenues are
recognized as revenue when earned.

Use of estimates

The preparation of financial statements in conformity with Canadian accounting standards
for not-for-profit organizations requires management to make estimates and assumptions
that affect the reported amount of assets and liabilities, disclosure of contingent assets and
liabilities at the date of the financial statements and the reported amounts of revenues and
expenses during the period. In the financial statements of the CBWC, the more significant
areas for which management is required to make near-term estimates is in the assessment
of the net realizable value of budgeted church contributions receivable, constituency loans
receivable, investments and property held. Actual results could differ from these estimates.

The most significant estimates in these financial statements include the estimate of the
amounts relating to property, plant & equipment and property held for constituant churches
or sale,  impairment and amortization, accrued liabilities and  deferred contributions (Note
8) 

Contributed services

Volunteers contribute a significant amount of their time each year to assist the CBWC in
carrying out its mission. Because of the difficulty in determining their fair value, contributed
services are not recognized in the financial statements.

(continues)
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

2. SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (continued)

Allocation of Fundraising and General Support Expenses

Costs for fundraising during the annual celebration events were $23,392 (2021: $22,994)
and are included in general fund operating and management expenses. All general
expenses are included in general fund operation and management.

3. FINANCIAL INSTRUMENTS

All financial instruments are recorded originally at Fair Value and are subsequently
recorded at each year end date as follows:

Financial assets measured at amortized cost:
Cash and cash equivalents (including GIC investments)
Accounts receivable
Constituency loans
Accounts payable and accrued liabilities

Financial assets measured at fair value:
Investments

Risk management relates to the understanding and active management of risks associated
with all areas of the ministry and the associated operating environment. Constituency
receivables, loans and investments are primarily exposed to market, interest rate, and
credit risk.

Interest Rate

Interest rate risk refers to the effect on the market value of the CBWC's constituency loans
and investments due to fluctuation of interest rates. Changes in market interest rates may
have an effect on the cash flows associated with some financial assets and liabilities,
known as cash flow risk, and on the fair value of other financial assets or liabilities, known
as price risk.  All constituency loans are due on demand with no interest charged.

Credit Risk

Credit risk arises from the potential that a counter party will fail to perform its obligations.  It
is management's opinion that there is no significant exposure to credit risk arising from
financial instruments, given its own and the Foundation's credit policies, security taken, and
diversification of the Foundation-managed funds.

To examine and mitigate the impact of risk, the CBWC has established an investment
policy in order to ensure the best possible return at an acceptable risk level. The investment
procedures and objectives for the CBWC are linked to this policy and include an
appropriately diversified asset mix. The Foundation-managed funds manage investment
risk by asset class diversification, by diversification within each asset class, and by quality
constraints on fixed income instruments.

(continues)
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

3. FINANCIAL INSTRUMENTS (continued)

Financial Asset Impairment

The CBWC assesses potential impairment of all its financial assets recorded at amortized
cost at each reporting date. Impairment is measured as the difference between the asset’s
carrying value and its fair value determined by management's best estimate of discounted
cash flows. Any impairment which is not considered temporary is included in current year
earnings (see Note 6). None for 2022 nor 2021.

4. CASH AND CASH EQUIVALENTS

2022 2021

Cash in bank $ 52,740 $ 67,375
Cash in savings accounts 568,130 594,593
GIC Investments - 903,889

$ 620,870 $ 1,565,857

The organization's cash consists of cash held in a chequing account and cash held in a savings
account.  In 2021 a short term guarnanteed investment certificate that matured in March 2022 was
included.

The organization is subject to interest rate risk on the interest earning portion of its cash and cash
equivalents to the extent that interest rates fluctuate while holding the investments, but is not
considered significant.

5. ACCOUNTS RECEIVABLE          

2022 2021

Budgeted church contributions $ 168,334 $ 149,128
Special ministries - 29,596
Zao ministries - 25,280
Camps - 1,821
Other 33,071 6,122

$ 201,405 $ 211,947
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

6. PROPERTY HELD FOR CONSTITUENT CHURCH        

2022 2021

Nipawin property 100,000 100,000
Cornerstone property 661,000 -

$ 761,000 $ 100,000

The CBWC holds legal title to the land and buildings of a number of constituent churches,
however, beneficial ownership of the land and buildings remain to the benefit of the
constituent churches.  As a result, the CBWC does not record the cost of the land and
buildings (including accumulated amortization) in its financial statements.  

The Nipawin and Cornerstone properties were donated to the CBWC by the prior
constituent churches and are being held in trust by the CBWC until such time as an other
appropriate constituent church is identified and agreed upon to use the property or until it is
sold.  

In July of 2022, the CBWC entered into a lease to own agreement for the Nipawin property
and as of December 31, 2022 the CBWC has received property payments to be applied
towards principle of $9,000 and a refundable deposit of $10,000.

In January 2023, the CBWC entered into a lease to own agreement for the Cornerstone
property property, for which payments are expected to start in March 2023.
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

7. PROPERTY AND EQUIPMENT         

2022 2021
Cost Accumulated Net book Net book

amortization value value

Land $ 2,700,000 $ - $ 2,700,000 $ 3,355,000
Buildings 1,639,382 236,246 1,403,136 1,423,186
Motor vehicles 152,883 66,958 85,925 108,088
Computer equipment & software 31,710 30,192 1,518 4,174

$ 4,523,975 $ 333,396 $ 4,190,579 $ 4,890,448

The following assets included above are internally restricted in the Trust fund:

2022 2021
Restricted Restricted

fund balance fund balance

Land
Royal Oak land $ 2,700,000 $ 2,700,000
Bonnie Doon land (1) - 655,000

2,700,000 3,355,000
Buildings
Brownstone office building (2) 1,352,336 1,383,186
Royal Oak 50,800 -
Bonnie Doon building (1) - 40,000

1,403,136 1,423,186

Internally restricted fund balance $ 4,103,136 $ 4,778,186

  
During the year CBWC sold the Bonnie Doon property for $725,000 on February 11, 2022
with a closing date of June 1, 2022, which resulted in a gain of $31,307 which is included in
Churches-Property on the statement of revenues and exepsnes..

8. DEFERRED CONTRIBUTIONS        

Deferred contributions represent externally restricted operating funds received but not
expended by year end for the stated purposes. Changes in the deferred contributions
balance are as follows:

Beginning
Balance Contributions

Recognized
as revenue
during the

year
Ending
Balance

Agencies & churches $ 100 $ 231,031 $ 231,031 $ 100
Benevolence 105,705 77,260 97,269 85,696

$ 105,805 $ 308,291 $ 328,300 $ 85,796
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

9. CREDIT FACILITIES

The CBWC has access to a $200,000 revolving loan from the CBWC Foundation.

2022 2021

Due to CBWC Foundation
Revolving loan (1) $ -   $ 133,529
Accounts payable 53,559   2,500

53,559 136,029

Due (from) CBWC Foundation
Receivable for rent and administration support (34,659)  (46,213)

$ 18,900 $ 89,816

(1) The loan bore interest at Prime plus 0.5% and matured October 1, 2022.  The loan was
secured by a first mortgage for $1,000,000 on the Brownstone office building. 

10. CEBA LOAN

The Canadian Emergency Business Account (CEBA) loan payable bore interest at 0% per
annum until December 31, 2023. During the year the CEBA loan was repaid and the
$20,000 foregivable portion has been recognized in revenue for the year.

11. DEFERRED GIFTS    

The CBWC is the owner of certain life insurance policies totaling approximately $621,757
(2021: $761,757) which have been gifted by donors. Charitable donation receipts have
been issued by the CBWC to the donors donations they have made to cover the costs of
for the premiums payable on the policies.

12. PENSIONS    

The CBWC participates in a money purchase pension plan and records pension expense
on a current basis being $76,722 for the year (2021: $78,805) which is matching staff
contributions for a total of $170,341 paid to Canada Life.

13. COMMITMENTS  

The organization has a long term lease with respect to its premises and operational
equipment. The lease contains renewal options and provides for payment of utilities,
property taxes and maintenance costs. Future minimum lease payments as at December
31, 2022, are as follows:

2023 $ 842
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

14. HEALTH PANDEMIC    

The World Health Organization categorized the outbreak of a strain of the novel
coronavirus (COVID-19) as a pandemic which has lead to a number of public health and
emergency measures which have been put in place by various levels of government to
attempt to combat the spread of the virus.  At this time, the duration and potential impact of
COVID-19 is unknown and it is not possible to reliably estimate the impact these events
may have on the financial results and condition of the organization in future periods.

During the last part of the year the majority of public health measures were lifted in Alberta
and management has implemented appropriate actions to return to more normal operations
in fiscal 2023.
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

15. CHANGES IN NET ASSETS

Net Assets

Internally Internally Unrestricted Total

Restricted Restricted

Property & Other

Equipment

$ $ $ $

BEGINNING 4,890,448 873,722   64,612    5,828,782

Excess revenue 446,083 446,083   

Property and equipment -

- Amortization (56,975) 32,156     24,819    -

- Sales (693,694)  655,000   38,694    -

- Purchases 50,800     (50,800)   -

Internally restricted -

- Church planting trusts -

Property management 45,094     (45,094)   -

Church planting (8,282) 8,282      -

- Special ministries 37,336     (37,336)   -

- Trusts -

Next generation - - -

Kurios (29,946) 29,946    -

Relief ministries 1,139 (1,139)     -

Camping trust (4,287) 4,287      -

Property 105,670   (105,670) -

Church closure 374,568   (374,568) -

other (1,000) 1,000      -

ENDING 4,190,579 2,081,170 3,116      6,274,865
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CANADIAN BAPTISTS OF WESTERN CANADA

Notes to Financial Statements

Year Ended December 31, 2022

16. CONTROLLED ENTITIES            

The following is a summary of the controlled organizations which are not included in these
financial statements:

Audited Carey
Hall (1)

Audited CBWC
Foundaton (2)

                                                                                                       2022                2022
Assets $15,938,312 $17,350,961
Liabilities 4,214,834 2,033,730
Net Assets 11,723,478 17,350,961
Revenues  - net 3,118,842 1,493,583
Expenses 3,413,718 1,353,620
Cash flows - operations 148,243 (80,238)
                  - financing / investing (972,306) (1,020,030)

All entities follow substantially the same accounting principles, with the exception of
revenue recognition where Carey Hall follows the restricted fund method and CWBC and
the Foundation follow the deferral method.

  1. Carey Theological College provides for certain educational needs of the constituency.
Carey revenue includes $87,608 (2021: $122,988) of Education Resourcing from the
CBWC from budget.  

  2. The CBWC Foundation's purpose is to financially support, enable and facilitate the
ministry of the CBWC and its associated and affiliated charitable organizations.
Specifically, the Foundation intends to support the priority ministries of the CBWC
(with a discretional grant from the development fund value) and new and creative
ministry opportunities with no minimum per year.

During the year the foundation supported CBWC in the amount of $840,000 (2021:
$589,996).  
In additional CBWC Foundation provided to CBWC: 

 Women in Focus contribution of $2,000 (2021: $2,000), and

 Donor advised funds received $0 (2021: 22,801)

Flow through donations received via CBWC Foundation amounted to $0 
(2021: $17,451).

It is expected that $840,000 will be granted to the CBWC in 2023.

These transactions are in the normal course of operations and are measured at the
exchange amount, which is the amount of consideration established and agreed to by
the related parties.

21



CANADIAN BAPTISTS OF WESTERN CANADA

Schedule of Interfund Charges and Transfers (Schedule 1)

Year Ended December 31, 2022

TOTALS

Church Health Special Women

General and Planting Ministries Trust In Focus 2022

$ $ $ $ $ $

OPERATIONAL TRANSFERS

From Budget

- Church Health and Planting

Budget (129,997) 129,997 -        

Royal Oak 6,000     (6,000)    -        

Church plant support -            (385)       385       

- Special Ministries (9,995)         9,995 -        

- Trusts -        

Staff education 6,000     (6,000)   -        

Sabbatical leave (32,344)  32,344   -        

Kurios - transfers (2,000)    2,000    -        

Kurios - bursaries 33,250   (33,250) -          

Kurios 90,764   (90,764) -        

Bonnie Doon amortization (3,468)    -            3,468    -        

Pension & insurance (73,446)  (3,276)  76,722   

Youth Serve (330)       330       -        

- Women in Focus 1,660     (1,660)  -        

(113,907) 123,612 6,719   (14,764) (1,660)  -        

FUND
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A.1 Payroll Deductions  
 (Canada Revenue Agency, 2022) 

Is this guide for you? 
Use this guide if you are one of the following: 

• a Canadian resident employer 

• a trustee 

• a payer of other amounts related to employment 

• an estate executor, a liquidator, an administrator, or a corporate director 

• a non resident employer 

Non-resident employers with employees providing employment services in Canada are 
subject to the same withholding, remitting, and reporting obligations as Canadian resident 
employers. Therefore, any employer, including a non-resident employer, is required to 
withhold amounts on account of the income tax liability of an employee in Canada even if 
the employee is likely to be exempt from tax in Canada because of a tax treaty. For the 
employer to be relieved of their obligation to withhold, the employee would have to apply 
for and get an income tax waiver from the Canada Revenue Agency (CRA). 

However, there is an exception to the employer's withholding obligation for certain non-
resident employers paying employment income to non-resident employees for performing 
the duties of an office or employment in Canada after 2015. These non-resident 
employers, who apply for non-resident employer certification, will not have to withhold and 
remit tax on the payments they make to non-resident employees who are working in 
Canada for a limited time and are exempt from tax in Canada under a tax treaty. For more 
information, go to Non-resident employer certification. 

For information on barbers and hairdressers, taxi drivers and drivers of other passenger-
carrying vehicles, see Barbers and hairdressers, taxi drivers and drivers of other 
passenger-carrying vehicles. 

Do not use this guide if you are self-employed and need coverage under the Canada 
Pension Plan (CPP) or employment insurance (EI). Instead, see the Federal Income Tax 
Guide. 

What’s new? 
Canada Pension Plan Enhancement 

The Canada Pension Plan enhancement was introduced through a 7-year gradual phase-
in starting on January 1, 2019. The CPP contribution rate for 2021 is 5.45%. For more 
information, see CPP contribution rate and maximum. 
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Canada Recovery Hiring Program 

Budget 2021 introduced the Canada Recovery Hiring Program (CRHP). The CRHP is an 
alternative to the Canada Emergency Wage Subsidy (CEWS), and will be available for 
qualifying periods from June 6 to November 20, 2021. Eligible employers will be permitted 
to claim the higher of the CRHP and the CEWS. For more information, go to Canada 
Recovery Hiring Program (CRHP). 

E-payroll to Help Businesses  

E-payroll is a “tell-us-once” approach that will streamline employer reporting by collecting 
electronic payroll, employment, and demographic data directly from businesses in real-
time.   

Remittance due dates 

In Chapter 8, you will find more information on remitting payroll deductions, including the 
different remitter types and due dates, how to make a remittance, and the forms to use. 

When the due date falls on a Saturday, a Sunday, or a public holiday recognized by the 
Canada Revenue Agency (CRA), we consider your payment to be on time if we receive it 
on the next business day. For a list of public holidays, go to Public holidays. 

View remitting requirements 

You can view your remitting requirements through one of the following: 

• My Business Account, if you are the business owner 

• Represent a Client, if you are an authorized employee or representative 

Remittance thresholds for employer source deductions 

Remitter types AMWA Due dates 

Regular remitter Less than 
$25,000 

We have to receive your deductions on or before 
the 15th day of the month after the month you paid 
your employees. 

Quarterly remitter Less than 
$1,000 and 

 less than 
$3,000 

If you are eligible for quarterly remitting, we have to 
receive your deductions on or before the 15th day 
of the month immediately following the end of each 
quarter. 

The quarters are: 

• January to March 

• April to June 

• July to September 

• October to December 
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Remittance thresholds for employer source deductions 

Remitter types AMWA Due dates 

The due dates are April 15, July 15, October 15, and 
January 15. 

Accelerated 
remitter threshold 
1 

$25,000 to 
$99,999.99 

We have to receive your deductions by the 
following dates: 

• For remuneration paid in the first 15 days of 
the month, remittances are due by the 25th 
day of the same month. 

• For remuneration paid from the 16th to the 
end of the month, remittances are due by the 
10th day of the following month. 

Accelerated 
remitter threshold 
2 

$100,000 or 
more 

You have to remit your deductions through a 
Canadian financial institution so that we receive 
them within three working days following the last 
day of the following pay periods: 

• the 1st through the 7th day of the month 

• the 8th through the 14th day of the month 

• the 15th through the 21st day of the month 

• the 22nd through the last day of the month 

Chapter 1 – General information 
Do you need to register for a payroll program account? 

You need to register for a payroll program account if you meet any of the following 
conditions: 

• pay salaries or wages 

• pay tips or gratuities 

• pay bonuses or vacation pay 

• provide benefits or allowances to employees 

• need to report, deduct and remit amounts from other types of remuneration (such 
as pension or superannuation) 

If you need a payroll program account and you already have a business number (BN), you 
only need to add a payroll program account to your existing BN. If you don’t have a BN, 
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you must ask for one and register for a payroll program account before the date your first 
remittance is due. 

For more information on the BN and CRA accounts, or to register online, go to Business 
number registration. 

Payroll deductions can be complicated. If you are having trouble with them, go to Payroll 
or call 1-800-959-5525. 

Contacts and authorized representatives 

As a business owner, partner, director, trustee, or officer of a business, you can authorize 
representatives, including your employees, an accountant, a bookkeeper, a lawyer, a 
payroll provider, or a firm, to act on your behalf. 

You can authorize a representative (including an employee) by submitting an authorization 
request online through Represent a Client. 

Representatives can access most of the services offered in My Business Account through 
Represent a Client. 

Employment in Quebec 

If the employee has to report to your place of business in Quebec or you pay the employee 
from your place of business in Quebec, different regulations and employer responsibilities 
apply. 

The Quebec provincial government administers its own provincial pension plan called the 
Quebec Pension Plan (QPP), its own provincial income tax, and the Quebec Parental 
Insurance Plan (QPIP), which is also called the Provincial Parental Insurance Plan (PPIP). 

Employers with employees in Quebec have to deduct contributions for the QPP instead of 
the Canada Pension Plan (CPP), if the employment is pensionable under the QPP. 
Employers have to take deductions for both the QPIP and employment insurance (EI), if 
the employment is insurable. 

Send the QPP, QPIP, and Quebec provincial income tax deductions to Revenu Québec, 
and send the CPP, EI and federal tax deductions to the CRA. 

If you need more information, you can get the Quebec Guide TP-1015.G-V, Guide for 
Employers: Source Deductions and Contributions by visiting Revenu Québec, or you can 
write to them at: 

3800 rue de Marly 

Québec QC  G1X 4A5 

Are you an employer? 

Employers have responsibilities they must fulfill. For more information about these 
responsibilities, see What are your responsibilities? Employers who do not comply with 
the payroll requirements may have to pay a penalty for the deductions not withheld and 
face other consequences. For more information, go to Penalties, interest and other 
consequences. 
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Employment status directly affects a worker’s entitlement to EI benefits under the 
Employment Insurance Act. It can also affect how a worker is treated under other 
legislation such as the Canada Pension Plan and the Income Tax Act. Because of this, it 
is important that you know whether a worker is an employee or a self-employed 
individual. 

The facts of the working relationship as a whole decide the employment status. However, 
we generally consider you to be an employer if one of the following items applies to you: 

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

•  you provide certain taxable benefits, such as an automobile or allowances to your 
employees 

Although a written contract might indicate that an individual is self-employed (and 
therefore working under a contract for services), we cannot consider the individual as 
self-employed if there is evidence of an employer-employee relationship. This relationship 
is referred to in this guide as employment under a contract of service. 

Note 

You may not have to deduct EI premiums if you hire family members or non-related 
employees. For more information, see Chapter 3. 

If you or a person working for you is not sure of the worker’s employment status, either 
one of you can ask the CRA for a ruling. A ruling indicates whether a worker is an 
employee or self-employed, and whether that worker's employment is pensionable or 
insurable. 

To ask for a CPP/EI ruling you can; 

• Log in to My Business Account if you are a payer and select "Request a CPP/EI 
Ruling." 

• Log in to My Account if you are a payer or a worker and select “Request a CPP/EI 
Ruling.” 

• Ask your authorized representative to request a ruling for you. They can log in 
to Represent a Client and select “Request a CPP/EI Ruling.” 

• Write a letter or fill out Form CPT1, Request a Ruling as to the Status of a Worker 
under the Canada Pension Plan or Employment Insurance Act, and mail it to the 
CPP/Rulings Division at the Tax Services Office in the province or territory of your 
residence or place of business. See the table found on Form CPT1 for the mailing 
addresses. 

For more information on how we determine a worker's employment status, see Guide 
RC4110, Employee or Self Employed? 
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Employment by a trustee 

A trustee includes a liquidator, a receiver, a receiver-manager, a trustee in bankruptcy, an 
assignee, an executor, an administrator, a sequestrator, or any other person who does a 
function similar to the one a trustee performs. A trustee does both of the following: 

• authorizes a payment or causes a payment to be made for another person 

• administers, manages, distributes, winds up, controls, or otherwise deals with 
another person’s property, business, estate, or income 

The trustee is jointly and severally, or solidarily, liable for deducting and remitting the 
income tax, CPP, and EI for all payments the trustee makes. 

Trustee in bankruptcy 

Under the Canada Pension Plan and the Employment Insurance Act, the trustee in 
bankruptcy is the agent of a bankrupt employer in the event of an employer’s liquidation, 
assignment, or bankruptcy. 

If a bankrupt employer has deducted CPP contributions, EI premiums, or income tax from 
amounts employees received before the bankruptcy but has not remitted these amounts 
to us, the trustee must hold the amounts in trust. These amounts are not part of the estate 
in bankruptcy and should be kept separate. 

If a trustee continues to operate the bankrupt employer’s business, the trustee must get a 
new business number. The trustee has to continue to deduct and remit the necessary CPP 
contributions, EI premiums, and income tax according to the bankrupt employer’s 
remittance schedule. The trustee should prepare and file T4 information returns (slips) in 
the usual way. 

Note 

Amounts a trustee pays to employees of a bankrupt corporation to settle claims for wages 
that the bankrupt employer did not pay are taxed as “other income.” However, this income 
does not require CPP, EI, and income tax withholdings. The trustee has to report these 
payments on T4A information returns (slips). For details, see Guide RC4157, Deducting 
Income Tax on Pension and Other Income, and Filing the T4A Slip and Summary. 

All other trustees 

If a trustee continues to operate the employer’s business, the trustee needs a new 
business number. The trustee has to continue to deduct and remit the necessary CPP 
contributions, EI premiums, and income tax according to the employer’s remittance 
schedule. The trustee should prepare and file T4 information returns (slips) in the usual 
way. 

Fees paid to executors, liquidators, or 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. 
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For more information about fees paid to an executor, liquidator, or administrator of an 
estate and whether they should be included in insurable employment, go to Tenure of 
office. 

Payer of other amounts 

A payer of other amounts can be an employer, a trustee, an estate executor, a liquidator, 
an administrator, or a corporate director who pays other types of income related to an 
employment. This income can include pension or superannuation, lump-sum payments, 
self-employed commissions, annuities, retiring allowances, or any other type covered in 
this guide or in Guide RC4157, Deducting Income Tax on Pension and Other Income, and 
Filing the T4A Slip and Summary. These amounts have to be reported on a T4A slip, with 
the exception of retiring allowances that are reported on the T4 slip. For more information, 
see Guide RC4120, Employers’ Guide – Filing the T4 Slip and Summary. 

What are your responsibilities? 

You are responsible for deducting, remitting, and reporting payroll deductions. You also 
have responsibilities in situations such as hiring an employee, when an employee leaves 
or if the business ceases its operations. 

The following are the responsibilities of the employer and, in some circumstances, the 
trustee and payer: 

• Open and maintain a payroll program account. If you meet the conditions on 
Chapter 1 for opening an account, you must register for one. 

• Get your employee’s social insurance number (SIN). Every employee must give 
you their SIN to work in Canada. For more information, see Social insurance 
number. 

• Get a completed federal Form TD1, Personal Tax Credits Return, and, if 
applicable, a provincial or territorial Form TD1. New employees or recipients of 
other amounts such as pension income must fill out this form. For more 
information, see Chapter 5. 

• Deduct CPP contributions, EI premiums, and income tax from remuneration or 
other amounts, including taxable benefits and allowances, you pay in a pay period. 
You should hold these amounts in trust for the Receiver General and keep them 
separate from the operating funds of your business. Make sure these amounts are 
not part of an estate in liquidation, assignment, receivership, or bankruptcy. 

• Remit these deductions along with your share of CPP contributions and EI 
premiums. The CPP and EI chapters of this guide explain how to calculate your 
share of contributions and premiums. Chapter 8 explains how and when to remit 
these amounts. 

• Report the employee’s income and deductions on the appropriate T4 or T4A slip. 
You must file an information return on or before the last day of February of the 
following calendar year. For more information, see Guide RC4120, Employers’ 
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Guide – Filing the T4 Slip and Summary, and Guide RC4157, Deducting Income 
Tax on Pension and Other Income, and Filing the T4A Slip and Summary. 

• Prepare a Record of Employment (ROE) when an employee stops working and 
has an interruption of earnings. For more information, see Record of employment 
(ROE). 

• Keep records of what you do because our officers can ask to see them. For more 
information, see Keeping records. 

Notes 

If you are an employer who is resident outside of Canada and you do not have a place of 
business in Canada, you still have the same responsibilities as Canadian employers, 
regardless of whether the Canadian resident employee carries out the services in Canada 
or outside Canada. For more information about CPP coverage by an employer resident 
outside Canada, see CPP coverage by an employer resident outside Canada. 

You have to deduct CPP on a non-resident employee’s remuneration in the same way you 
would for a resident employee unless they come from a country with which Canada has 
signed a social security agreement. For more information, see Non-resident employees 
who carry out services in Canada. 

Keeping records 

You have to keep your paper and electronic records for at least six years after the year to 
which they relate. If you want to destroy them before the six-year period is over, fill out 
Form T137, Request for Destruction of Records, and send it to your tax services office. 
For more information, go to Keeping Records. 

Social insurance number 

As an employer, you have to ask your employees for their social insurance number (SIN) 
within three days of when they start to work for you, and record their number. If an 
employee does not give you their SIN, you must be able to show that you made a 
reasonable effort to get it. An example of a reasonable effort would be if, after asking your 
employee for their SIN many times, you decide to contact them in writing to request their 
SIN. Make note of the dates you asked for the SIN verbally, and keep copies of any written 
requests. If you do not make a reasonable effort to get a SIN, you may have to pay a 
penalty of $100 for each number you don’t try to get. 

Employees who are in pensionable or insurable employment also have to give you their 
SIN within three days of starting to work for you, is not your regular employee and they 
can be penalized $100 for each time they don’t provide it. 

Under the Department of Employment and Social Development Act, an employee who 
does not have a SIN when they start working for you has to apply for one and give it to 
you within three days after they receive it. As an employer, you must inform Service 
Canada within six days of your employee starting to work for you that this individual did 
not give you their SIN. If your employee needs a SIN, refer them to their Service Canada 
Centre. To find the nearest Service Canada Centre, visit Service Canada. 
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Make sure the employee gives you their correct name and SIN. You may ask for other 
types of identification, such as a birth certificate or a certificate of citizenship or permanent 
residence, before finalizing their employment documents. An incorrect SIN can affect 
an employee’s future Canada Pension Plan benefits if their record of earnings is not 
accurate. Also, if you report an incorrect SIN on a T4 slip that has a pension adjustment 
amount, the employee may receive an inaccurate registered retirement savings plan 
(RRSP) deduction limit statement and the related information on the employee’s notice of 
assessment will be inaccurate. 

When an employee has an interruption of earnings, you have to record the correct SIN on 
a ROE for employment insurance purposes (for details on the ROE, go to Record of 
Employment (ROE)). If you don’t provide a correct ROE, you could be fined up to 
$2,000, imprisoned for up to six months, or both. 

Notes 

Even if you have not received your employee’s SIN, you still have to make deductions and 
remit them, and file your information returns on or before the last day of February of the 
following calendar year. If you don’t, you might get a penalty for remitting or filing late. 

If you filed a T4 slip without a SIN but received it after, file an amended T4 slip and include 
the SIN. See Guide RC4120, Employers’ Guide – Filing the T4 Slip and Summary, for 
instructions on how to amend a T4 slip. 

For more information, see Information Circular IC82-2, Social Insurance Number 
Legislation that Relates to the Preparation of Information Slips, or visit Service Canada. 

SIN beginning with the number 9 

An eligible person who is not a Canadian citizen or a permanent resident of Canada and 
who applies for a SIN will get one beginning with the number 9. 

If you hire a person whom you know is not a Canadian citizen or permanent resident, 
make sure you confirm all of the following: 

• the person’s SIN begins with 9 

• the SIN has not expired 

• the person has a valid work permit issued by Immigration, Refugees and 
Citizenship Canada 

Notes 

Social insurance numbers beginning with a 9 are valid only until the expiry date shown on 
the Immigration, Refugees and Citizenship Canada document authorizing the person to 
work in Canada. You must see the employee’s existing immigration document authorizing 
them to work in Canada (for example, work permit, study permit) and verify that it has not 
expired. 

If the immigration document has expired, ask the employee to contact Immigration, 
Refugees and Citizenship Canada to get a valid document. 
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If the person has a SIN that begins with the number 9 and it does not have an expiry date, 
the SIN is not valid. Refer the person to the nearest Service Canada Centre. 

Your employees have to inform you of any new expiry date for their SIN within three days 
after they receive it. 

If the eligible person then becomes a Canadian citizen or permanent resident of Canada, 
they will receive a permanent SIN. 

Payroll Deductions Tables 

The Payroll Deduction Tables help you calculate CPP contributions, EI premiums, and the 
amount of federal, provincial (except Quebec), and territorial income tax that you have to 
deduct from amounts you pay each pay period. 

Note 

A pay period means the period for which you pay earnings or other remuneration to an 
employee. 

The CRA encourages employers to take advantage of our electronic payroll deductions 
services: 

• Payroll Deductions Online Calculator (PDOC) – You can use this application to 
calculate payroll deductions for all provinces and territories except Quebec. It 
calculates payroll deductions for the most common pay periods (such as weekly 
or biweekly), based on exact salary figures. You will find the PDOC at Payroll 
Deductions Online Calculator. 

• Payroll Deductions Tables (T4032) – Use these tables to calculate payroll 
deductions for the most common pay periods. They are available at Payroll. 

• Payroll Deductions Supplementary Tables (T4008) – Use these tables to 
calculate payroll deductions for irregular pay periods (for example, 10 times per 
year or daily). They are available at Payroll. 

• Payroll Deductions Formulas (T4127) – You may want to use these formulas 
instead of the tables to calculate your employees’ payroll deductions. This guide 
contains formulas to calculate CPP contributions, EI premiums, and federal, 
provincial (except Quebec), and territorial income tax. They are available at 
Payroll. 

All the Payroll Deduction Tables are available for each province and territory (except 
Quebec) and for employees working in Canada beyond the limits of any province, or 
outside Canada. 

Which tax tables should you use? 

Employment income 

When you pay employment income such as salaries, wages, or commissions, you have 
to determine your employee’s province or territory of employment so you can withhold the 
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proper deductions. This depends on whether your employee physically reports for work at 
your establishment or “place of business.” 

For income tax, CPP and EI withholding purposes, an “establishment of the employer” is 
any place or premises in Canada that is owned, leased or rented by you and where one 
or more employees report to work or from which one or more employees are paid. 

This does not have to be a permanent physical location. For example, the place of 
business for a construction company can be one or more construction sites or the place 
of business for a carnival can include a shopping mall parking lot. In these examples, the 
employee’s province or territory of employment would be the one in which the field office 
or shopping mall is located. 

For more information on which tax tables to use, see Appendix 1. 

Employee reports to your establishment 

If your employee reports to your establishment in person, the employee’s province or 
territory of employment is the one in which your establishment is located. There is no 
minimum amount of time the employee has to report to that place. 

Example 1  

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

Example 2 

Your employee lives in Quebec, but you need your employee to report to your place of 
business in New Brunswick. In this case, use the New Brunswick Payroll Deductions 
Tables. 

Example 3 

Your employee works from a home office in Alberta, but occasionally has to report to your 
Alberta office. You pay your employee from your head office in Ontario. Use the Alberta 
Payroll Deductions Tables since the employee sometimes reports to your Alberta office. 

Employee does not report to your establishment 

If your employee does not have to report to your establishment in person (for example, 
the employment contract says the employee works from a home office), the employee’s 
province or territory of employment is the one from where your employee’s salary and 
wages are paid. This will normally be the location of your payroll department or payroll 
records. 

Example 4 

Your employee does not have to report to any of your places of business, but you pay the 
employee from your office in Quebec. In this case, use the Quebec Payroll Deductions 
Tables. The employee does not have to pay CPP contributions, but may have to pay 
Quebec Pension Plan (QPP) contributions. 
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No establishment in Canada 

If your employees are working in Canada but you do not have a place of business or an 
employer’s establishment in Canada, use the Payroll Deductions Tables for In Canada 
beyond the limits of any province/territory or outside Canada when deducting income tax 
at source. 

Example 5 

Your Canadian resident employees work as salespeople in Ontario and British Columbia. 
They work from their home offices and report directly to your business located outside 
Canada. In this case, use the Payroll Deductions Tables – In Canada beyond the limits of 
any province/territory or outside Canada. 

Special situations 

a. If an employee reports to your place of business for part of a pay period in one 
province or territory and part in another, use the tables for where the employee 
spent the most time. 

b. An employee who lives in one province or territory but reports to your place of 
business in another province or territory might have too much tax deducted. If so, 
they can ask you to reduce tax deductions by getting a letter of authority from the 
appropriate Taxpayer Services Regional Correspondence Centre. For more 
information, see Letter of authority. 

The opposite could also occur: an employee might not have enough tax deducted. 
In these situations, the employee should ask you to deduct more tax by filling in the 
“Additional tax to be deducted” section of a new Form TD1, Personal Tax Credits 
Return and giving it to you. 

Non-employment income 

If you pay amounts other than employment income, such as pension income, retiring 
allowance, or RRSP, use the provincial or territorial table of the recipient’s province or 
territory of residence. 

When an employee leaves 

When an employee stops working for you, we suggest you calculate the employee’s 
earnings for the year to date and give the employee a T4 slip. Include the information from 
that T4 slip in your T4 return when you file it on or before the last day of February of the 
following year. 

You must also issue a Record of Employment (ROE) to each former employee. Generally, 
if you are issuing an ROE electronically, you have five calendar days after the end of the 
pay period in which an employee’s interruption of earnings occurs to issue it. If you are 
issuing a paper ROE, you have to issue it within five calendar days of the employee’s 
interruption of earnings or the date you become aware of the interruption of earnings. 
However, special rules may apply. 
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For more information, or to get the publication called How to Complete the Record of 
Employment Form, go to Service Canada at The Record of Employment on the Web (ROE 
Web). You can also call their Employer Contact Centre at 1-800-367-5693 (TTY: 1-855-
881-9874). 

If you do not have any employees for a period of time 

Inform us by using the “Provide a nil remittance” service through My Business Account, or 
through Represent a Client, by calling our TeleReply service, or by sending us your 
completed remittance form and indicating when you expect to make deductions next. To 
find out how to use our TeleReply service, see How to use TeleReply. 

Changes to your business entity 

If your business stops operating or the partner or proprietor dies 

If your business stops operating or the partner or proprietor dies, you should do the 
following: 

• Remit all CPP contributions, EI premiums, and income tax deductions withheld for 
the former employees to your tax centre within seven days of the day your business 
ends. 

• Calculate the pension adjustment (PA) that applies to your former employees who 
accrued benefits for the year under your registered pension plan (RPP) or deferred 
profit sharing plan (DPSP). For information on how to calculate pension 
adjustments, see Guide T4084, Pension Adjustment Guide. 

• Fill out and file all T4 or T4A slips and summaries using electronic filing methods 
or on paper, and send them to the Jonquière Tax Centre (at the address found at 
the end of this guide) within 30 days from the date your business ends (or 90 days 
from the date a partner or the sole proprietor dies). If you have to prepare more 
than 50 slips for a calendar year, you must file the return electronically over the 
Internet in extensible mark-up language (XML) or with Web Forms. For more 
information, go to Filing Information Returns Electronically (T4/T5 and other types 
of returns). 

• Give copies of the T4 or T4A slips to your former employees. 

• Issue a ROE for each former employee. You generally have five calendar days 
after the end of the pay period in which an employee’s interruption of earnings 
occurs to issue a ROE to former employees. Employees can view their ROE using 
their My Service Canada Account. For more information, see Record of 
Employment (ROE). 

• When the owner of a sole proprietorship dies, a final income tax and benefit return 
has to be filed. This return is due by June 15 of the year following death, unless 
the date of death is between December 16 and December 31, in which case the 
final return is due six months after the date of death. For more information, see 
Guide T4011, Preparing Returns for Deceased Persons. 
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• Close the business number and all CRA business accounts after all the final 
returns and all the amounts owing have been processed. 

To close your payroll program account, you can use the “Request to close payroll 
account” service in My Business Account. An authorized representative can use this 
service through Represent a Client. 

To find out how to fill out and file the T4 or T4A slips and Summary, you can do one of the 
following: 

• go to Payroll 

• go to Learn about payroll using multimedia 

• see Guide RC4120, Employers’ Guide – Filing the T4 Slip and Summary 

• see Guide RC4157, Deducting Income Tax on Pension and Other Income, and 
Filing the T4A Slip and Summary 

If you change your legal status, restructure, or reorganize 

If you change your legal status, restructure, or reorganize, we consider you to be a new 
employer. You may need a new business number (BN) and a new payroll program 
account. Call 1-800-959-5525 to let us know if your business status has changed or will 
change in the near future. 

Note 

Amalgamations have different rules. For more information, see the next section, If your 
business amalgamates. 

The following are examples of changes to a business status: 

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

• You and a partner own a business. Your partner leaves the business and sells 
their half interest to you, making you a sole proprietor. 

• A corporation sells its property division to another corporation. 

• One corporation transfers all of its employees to another corporation. 

When a change happens, a new (successor) employer is created. A successor employer 
who has acquired all or part of a business, and who has immediately succeeded the former 
(predecessor) employer as the new employer of an employee, may, under certain 
circumstances, take into consideration the CPP/QPP, EI, and PPIP deductions already 
withheld by the previous employer and continue withholding and remitting those 
deductions as if there were no change in employer. If employees have already paid the 
maximum deductions, take no further deductions for the year. 

If the situation just described does not apply, you must continue to deduct CPP/QPP, EI, 
and PPIP. You cannot take into consideration any deductions taken by the previous 
employer. 
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As stated in the previous section called “If your business stops operating or the partner or 
proprietor dies,” the predecessor company has to do all of the following: 

• send their final remittances to the CRA 

• calculate any pension adjustment 

• fill out and file all slips and summaries 

• give employees their copies of T4 or T4A slips 

• issue a ROE to their employees 

• deregister their business number 

• close all program accounts 

For more information about legal status, restructure, or reorganization, go to Employer 
restructuring/Succession of employers. 

If your business amalgamates 

If your business amalgamates with another, special rules apply. In this case, you, as the 
successor employer, can keep the business number (BN) of one of the corporations, or 
you can apply for a new one. If one of the corporations is non-resident, however, you have 
to apply for a new BN. 

Since no new employer exists for CPP and EI purposes, continue deducting normally, 
taking into account the deductions and remittances that occurred before the 
amalgamation. These remittances will be reported under the payroll program account of 
the successor BN. 

If you had previously been granted a reduced employer’s EI premium rate, you will need 
to contact Employment and Social Development Canada to make sure you are still eligible 
for the reduced rate. 

With an amalgamation, the predecessor corporations do not have to file T4 returns for the 
period leading up to the amalgamation. The successor corporation files the T4 returns for 
the entire year. 

Filing information returns 

You have to file a T4 or T4A information return, as applicable, and give information slips 
to your employees each year, on or before the last day of February of the following 
calendar year that the information return applies to. If the last day of February is a 
Saturday or a Sunday, your information return is due the next business day. 

For information on how to report the employees’ income and deductions on the 
appropriate slips and summary, go to Completing and filing information returns or see 
Guide RC4120, Employers’ Guide – Filing the T4 Slip and Summary or Guide RC4157, 
Deducting Income Tax on Pension and Other Income, and Filing the T4A Slip and 
Summary. 
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Penalties, interest, and other consequences 

Failure to deduct 

If you fail to deduct the required CPP contributions or EI premiums from the amounts you 
pay your employee, you are responsible for these amounts even if you cannot recover the 
amounts from the employee. We will assess you for both the employer’s share and the 
employee’s share of any contributions and premiums owing. We will also assess a penalty 
and interest as described below. For more information, see Recovering CPP contributions 
and Recovering EI premiums. 

If you failed to deduct the required amount of income tax from the amounts you pay your 
employee, you may be assessed a penalty as described below. As soon as you realize 
you did not deduct the proper amount of income tax, you should let your employee know. 
Your employee can either pay the amount when they file their income tax and benefit 
return or they can ask you to deduct more income tax at source. For more information, 
see Request for more tax deductions from employment income. 

Penalty for failure to deduct 

We can assess a penalty of 10% of the amount of CPP, EI, and income tax you did not 
deduct. 

If you are assessed this penalty more than once in a calendar year, we will apply a 20% 
penalty to the second or later failures if they were made knowingly or under circumstances 
of gross negligence. 

Failure to remit amounts deducted 

When you deduct CPP contributions, EI premiums or income tax from the amounts you 
pay to your employee or other individual, you have to remit them to the Receiver General 
for Canada as discussed in Chapter 8. Also, you have to include your share of CPP 
contributions and EI premiums when you remit. 

We will assess you for both the employer’s share and the employee’s share of any CPP 
contributions and EI premiums that you deducted but did not remit. We will also assess a 
penalty and interest as described below. 

Penalty for failure to remit and remitting late 

We can assess a penalty when either of the following applies: 

• you deduct the amounts, but do not send them to us 

• you deduct the amounts, but send them to us late 

Payments made on the due date but not at a financial institution can be charged a penalty 
of 3% of the amount due. For more information, see Threshold 2. 

When the due date falls on a Saturday, a Sunday, or a public holiday recognized by the 
Canada Revenue Agency, we consider your payment to be on time if we receive it on the 
next business day. 

The penalties are as follows: 
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• 3% if the amount is one to three days late 

• 5% if it is four or five days late 

• 7% if it is six or seven days late 

• 10% if it is more than seven days late, or if no amount is remitted 

Generally, we only apply this penalty to the part of the amount you failed to remit that is 
more than $500. However, we will apply the penalty to the total amount if the failure was 
made knowingly or under circumstances of gross negligence. 

In addition, if you are assessed this penalty more than once in a calendar year, we will 
assess a 20% penalty on the second or later failures if they were made knowingly or under 
circumstances of gross negligence. 

Note 

We will charge you a fee for any payment that your financial institution refuses to process. 
If your payment is late, we can also charge you a penalty and interest on any amount you 
owe. 

Interest 

If you do not pay an amount that is due, the CRA may apply interest from the day your 
payment was due. The CRA sets the interest rate every three months, based on 
prescribed interest rates. Interest is compounded daily. The CRA also applies interest to 
unpaid penalties. For the prescribed interest rates, go to Prescribed interest rates. 

For due dates, see Remitter types and due dates. 

Summary convictions 

If you do not comply with the deducting, remitting, and reporting requirements, you may 
be prosecuted. You could be fined from $1,000 to $25,000, or you could be fined and 
imprisoned for a term of up to 12 months. 

Director’s liability 

If a corporation (including for-profit or non-profit) does not deduct, remit, or pay amounts 
held in trust for the Receiver General (CPP, EI, and income tax), the directors of the 
corporation at the time of the failure are jointly and severally, or solidarily, 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, see Information Circular IC89-2, Directors’ Liability. 

Cancel or waive penalties or interest 

The CRA administers legislation, commonly called the taxpayer relief provisions, that 
allows the CRA discretion to cancel or waive penalties or interest when taxpayers cannot 
meet their tax obligations due to circumstances beyond their control. 
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The CRA’s discretion to grant relief is limited to any period that ended within 10 calendar 
years before the year in which a request is made. 

For penalties, the CRA will consider your request only if it relates to a tax year or fiscal 
period ending in any of the 10 calendar years before the year in which you make your 
request. For example, your request made in 2021 must relate to a penalty for a tax year 
or fiscal period ending in 2011 or later. 

For interest on a balance owing for any tax year or fiscal period, the CRA will consider 
only the amounts that accrued during the 10 calendar years before the year in which you 
make your request. For example, your request made in 2021 must relate to interest that 
accrued in 2011 or later. 

To make a request, fill out Form RC4288, Request for Taxpayer Relief – Cancel or Waive 
Penalties or Interest. For more information about relief from penalties or interest and how 
to submit your request, go to Taxpayer relief provisions. 

How to appeal a payroll assessment or a CPP/EI ruling 

If you receive a payroll assessment because your payment was not applied to your 
account correctly, before you file an appeal, we recommend that you call Business 
Enquiries at 1-800-959-5525 or write to your National Verification and Collection Centre 
(NVCC) to discuss it. Many disputes are resolved this way and can save you the time and 
trouble of appealing. 

If you do not agree with a payroll assessment for CPP contributions, EI premiums, or 
income tax, or you have received a CPP/EI ruling letter and you disagree with the decision, 
you have 90 days after the date of the notice of assessment or notification of the ruling to 
appeal. 

To appeal a CPP/EI ruling decision or payroll deductions assessment, you can 
choose one of the following: 

• Access My Business Account, if you are a business owner, and select “Register a 
formal dispute (Appeal)” for your payroll program account. 

• Access Represent a Client. If you represent a business, select “Register a formal 
dispute (Appeal)” for a payroll program account. If you represent an individual, 
select “Register my formal dispute,” and then select “CPP/EI ruling” in the subject 
area. 

• Access My Account for Individuals, if you are an individual, select “Register my 
formal dispute,” and select “CPP/EI ruling” in the subject area. 

• Use Form T400A, Objection – Income Tax Act (income tax only). 

• Use Form CPT100, Appeal of a Ruling Under the Canada Pension Plan and/or 
Employment Insurance Act, to appeal a CPP/EI ruling. 

• Use Form CPT101, Appeal of an Assessment Under the Canada Pension Plan 
and/or Employment Insurance Act, to appeal a payroll deductions assessment. 
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• Write to the chief of appeals at: 

CPP/EI Appeals Division 

Canada Revenue Agency 

451 Talbot Street 

London ON N6A 5E5 

Explain why you do not agree with the ruling or payroll deductions assessment and provide 
all relevant facts. Include a copy of the CPP/EI ruling letter or payroll notice of assessment.    

For more information on how to appeal a payroll deductions assessment of income tax, 
see Booklet P148, Resolving Your Dispute: Objection and Appeal Rights Under the 
Income Tax Act. 

For more information on how to appeal a CPP/EI ruling decision or a payroll deductions 
assessment of CPP or EI, see Booklet P133, Your Appeal Rights – Canada Pension Plan 
and Employment Insurance Coverage. 

Chapter 2 – Canada Pension Plan contributions 
For Canada Pension Plan (CPP), contributions are not calculated from the first dollar of 
pensionable earnings. Instead, they are calculated using the amount of pensionable 
earnings minus an exempt amount that is based on the period of employment. 

As of 2019, the Canada Pension Plan is being enhanced over a 7-year phase-in. For more 
information, go to Canada Pension Plan enhancement. 

Impact of contribution errors 

If used improperly, some payroll software programs, in-house payroll programs, and 
bookkeeping methods can calculate unwarranted or incorrect refunds of CPP 
contributions for both employees and employers. The improper calculations treat all 
employment as if it were full-year employment, which incorrectly reduces both the 
employee’s and employer’s contributions. 

For example, when a part-year employee does not qualify for the full annual exemption, a 
program may indicate that the employer should report a CPP overdeduction in box 22, 
“Income tax deducted,” of the T4 slip. This may result in an unwarranted refund of tax to 
the employee when the employee files their income tax and benefit return. 

When employees receive refunds for CPP overdeductions, their pensionable service is 
adversely affected. This could affect their CPP income when they retire. In addition, 
employers who report such overdeductions receive a credit they are not entitled to 
because the employee worked for them for less than 12 months. 

When to deduct CPP contributions 

You have to deduct CPP contributions from an employee’s pensionable earnings if that 
employee meets all of the following conditions: 
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• The employee is in pensionable employment during the year. 

• The employee is not considered to be disabled under the CPP or the Quebec 
Pension Plan (QPP). 

• The employee is 18 to 69 years old even if the employee is receiving a CPP or 
QPP retirement pension. Exception: do not deduct CPP if the employee is at least 
65 years of age, but under 70, and gives you Form CPT30, Election to Stop 
Contributing to the Canada Pension Plan, or Revocation of a prior Election, with 
parts A, B, and C completed. 

Notes 

For more information, see Starting and stopping CPP deductions. 

For more information about pensionable earnings, go to Pensionable and insurable 
earnings. 

Employment in Quebec 

Quebec employers deduct the Quebec Pension Plan (QPP) contributions instead of CPP 
contributions. 

Note 

As a result of Quebec Pension Plan (QPP) enhancements the QPP contribution rates for 
employers and employees will be 5.55% starting on January 1, 2019. For information 
about QPP enhancement, go to Changes to the Québec Pension Plan. 

The contribution rates for QPP are higher than those for CPP. Although the year’s 
maximum pensionable earnings ($61,600 for 2021) and annual basic exemption ($3,500) 
for both plans are the same, an employee paying into the QPP will pay contributions at a 
higher rate (5.90% for 2021) compared to the rate for an employee who pays into the CPP 
(5.45% for 2021). 

For more information on deducting and remitting the QPP, see Guide TP-1015.G-V, Guide 
for Employers: Source Deductions and Contributions, which you can get from Revenu 
Québec. 

You may have a place of business in Quebec and in another province or territory. If you 
transfer an employee from Quebec to another part of Canada before the end of the year, 
you must use a new formula to reconcile the amounts contributed to the CPP and the QPP 
to  make sure that enough contributions to the CPP are withheld and future benefits are 
not affected. 

For more information on the new formula, see Guide T4127, Payroll Deductions Formulas. 

If you transfer an employee from Quebec to another province or territory, you can take 
into account the QPP contributions you deducted from that employee throughout the year 
when calculating the maximum CPP contributions to deduct. In addition to deducting 
CPP/QPP contributions and EI/QPIP premiums you will also have to prepare two T4 slips. 
It is important that you calculate and report the proper deductions and 
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insurable/pensionable earnings on both T4 slips. For more information, see Guide 
RC4120, Employers’ Guide – Filing the T4 Slip and Summary, or Guide RL-1.G-V, Guide 
to Filing the RL-1 Slip: Employment and Other Income. 

Amounts and benefits from which you have to deduct CPP contributions 

You generally deduct CPP contributions from the following amounts and benefits: 

• Salary, wages, bonuses, commissions, or other remuneration (including payroll 
advances or earnings advances), and wages in lieu of termination notice. 

• Cash and non-cash taxable benefits and allowances, except certain housing and 
utility benefits paid to the clergy. The personal use of an employer’s automobile 
and employer-provided parking are examples of taxable benefits. For more 
information, see Guide T4130, Employers’ Guide – Taxable Benefits and 
Allowances. 

• Honoraria from employment or office, a share of profit that an employer paid, 
incentive payments, director’s fees, management fees, fees paid to board or 
committee members, and executor’s, liquidator’s, or administrator’s fees earned to 
administer an estate (as long as the executor, liquidator, or administrator does not 
act in this capacity in the regular course of business). For more information on 
whether employment of an individual who is in tenure of office is pensionable, go 
to Tenure of office. 

• Certain tips and gratuities employees receive for their services. For more 
information on when you have to deduct CPP contributions on tips and gratuities, 
go to Tips and gratuities. 

• Payments received from a supplementary unemployment benefit plan (SUBP) that 
does not qualify as a SUBP under the Income Tax Act, even if the plan is 
registered with Service Canada. 

• Benefits received from certain wage-loss replacement plans; for more information, 
go to Wage-loss replacement plans. 

• Benefits derived from security option plans. 

• The salary you continue to pay to an employee before or after a workers’ 
compensation board claim is decided, as well as any of the following: 

o any advance or loan you make that is more than the amount awarded under 
the claim 

o any advance or loan not repaid to you 

o a top-up amount you pay your employee, after a claim is decided, that is 
in addition to the benefits paid by a workers’ compensation board. 
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Employment, benefits, and payments from which you do not deduct CPP 
contributions 

Employment 

Do not deduct CPP contributions from payments for the following types of employment: 

• Employment in agriculture, or an agricultural enterprise, horticulture, fishing, 
hunting, trapping, forestry, logging, or lumbering, when you meet one of the 
following conditions: 

o pay your employee less than $250 in cash remuneration in a calendar 
year 

o employ your employee for a period of less than 25 working days in the 
same year on terms providing for cash remuneration—the working days 
do not have to be consecutive. 

Notes 

In a calendar year, if your employee reaches both minimums of $250 or more 
in cash remuneration and works 25 days or more, the employment is 
pensionable starting from the first day of work. Deduct CPP contributions if 
your employee’s pensionable earnings are more than the CPP basic 
exemption for the same period. 

For more information on when these types of employment are pensionable, 
go to Agriculture and horticulture. 

• Casual employment if it is for a purpose other than your usual trade or business. 

• Employment as a teacher on exchange from a foreign country. 

• Employment of a spouse or common-law partner if you cannot deduct the 
remuneration paid as an expense under the Income Tax Act. 

• Employment of your child or a person whom you maintain if no cash 
remuneration is paid. 

• Employment of a person in a rescue or disaster operation, as long as you do not 
regularly employ that person for that purpose. For more information, see 
Emergency services volunteers. 

• Employment of a person at a circus, fair, parade, carnival, exposition, exhibition, 
or other similar activity, except for entertainers, if that person meets both of the 
following conditions: 

o is not your regular employee 

o works for less than seven days in the year 

Notes 

If your employee works seven days or more, the employment is pensionable 
from the first day of work. Deduct CPP contributions if your employee’s 
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pensionable earnings are more than the CPP basic exemption for the same 
period. 

For more information on when these types of employment are pensionable, 
go to Circus and fair. 

• Employment by a government body as an election worker if the worker meets 
both of the following conditions: 

o is not a regular employee of the government body 

o works for less than 35 hours in a calendar year 

Note 

If your employee works 35 hours or more, the employment is pensionable 
from the first hour of work. Deduct CPP contributions if your employee’s 
pensionable earnings are more than the CPP basic exemption for the same 
period. 

• Employment of a member of a religious order who has taken a vow of perpetual 
poverty. This applies whether the remuneration is paid directly to the order, or the 
member pays it to the order. 

• Employment in Canada by a foreign government or an international organization, 
except when the foreign government or international organization enters into an 
agreement with the government of Canada. 

Benefits and payments 

Do not deduct CPP contributions from any of the following: 

• Pension payments, lump-sum payments from a pension plan, death benefits, 
amounts that a trustee allocated under a profit sharing plan or that a trustee paid 
under a deferred profit sharing plan, and benefits received under a registered 
supplementary unemployment benefit plan (SUBP) that qualifies as a SUBP 
under the Income Tax Act. 

• Payments you make after an employee dies, except for amounts the employee 
earned and was owed before the date of death. 

• An advance or loan you pay to an employee, before or after a workers’ 
compensation board claim is decided that is equal to the benefits awarded under 
the claim. For information on situations when CPP contributions are required, see 
Amounts and benefits from which you have to deduct CPP contributions for 
information on workers’ compensation claims, see Workers’ compensation 
claims. 

• Benefits received from certain wage-loss replacement plans; for more 
information, see Wage-loss replacement plans. 
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• Amounts for the residence of a clergy member if they receive a tax deduction for 
the residence. For more information, see Guide T4130, Employers’ Guide - 
Taxable Benefits and Allowances. 

• Amounts received on account of an earnings loss benefit, supplementary 
retirement benefit or permanent impairment allowance payable to the taxpayer 
under Part 2 of the Veterans’ Well-being Act. 

CPP contribution rate and maximum 

Note 

As a result of Canada Pension Plan (CPP) enhancements the CPP contribution rates for 
employers and employees is 5.45% starting on January 1, 2021. For more information 
about the Canada Pension Plan enhancement go to Canada Pension Plan (CPP) 
Enhancement. 

You have to deduct CPP contributions from your employees’ pensionable earnings. As an 
employer, you must contribute an amount equal to the CPP contributions that you deduct 
from your employees’ remuneration. 

Each year, we determine all of the following: 

• the maximum pensionable earnings from which you deduct CPP ($61,600 for 
2021) 

• the year’s basic exemption, which is a base amount from which you do not 
deduct CPP contributions ($3,500 for 2021 – see Appendix 2) 

• the rate you use to calculate the amount of CPP contributions to deduct from 
your employees’ remuneration (5.45% for 2021) 

Note 

Different rates apply for employees working in Quebec. See Employment in Quebec. 

Example 

CPP contributions you deducted from your employee’s salary in the month        $240.40 

Your share of CPP contributions                                                                           $240.40 

Total amount you remit for CPP contributions                                                       $480.80 

You stop deducting CPP contributions when the employee’s annual earnings reach the 
maximum pensionable earnings or the maximum employee contribution for the year 
($3,166.45 for 2021). 

 

The annual maximum pensionable earning ($61,600 for 2021) applies to each job the 
employee holds with different employers (different business numbers). If an employee 
leaves one employer during the year to start work with another employer, the new 
employer also has to deduct CPP contributions without taking into account what the 
previous employer paid. This is the case even if the employee has contributed the 
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maximum amount during the previous employment. If your business went through a 
restructure or reorganization, see Changes to your business entity. 

The employee’s contribution rate for the next year can be found in the Payroll Deductions 
Tables, which are usually available in mid-December or go to Calculate deductions and 
contributions. 

Notes 

If you pay an amount to a former employee and you have to deduct CPP contributions, 
use the current rate in effect when you make the payment. 

Any overpayments will be refunded to employees when they file their income tax and 
benefit returns. However, there is no provision in the Canada Pension Plan that would 
allow us to refund or credit the employer for their contributions in those circumstances. 

Calculating the CPP deductions 

To determine the amount of CPP contributions to deduct, use one of the following tools: 

• the Payroll Deductions Online Calculator (PDOC) 

• the Payroll Deductions Tables (T4032) 

• the Payroll Deductions Supplementary Tables (T4008) 

• the Payroll Deductions Formulas (T4127) 

Note 

The Payroll Deduction Tables break the CPP basic yearly exemption down by pay periods. 

To find out which method is best for you, see Payroll Deductions Tables. 

You can also use a manual method to calculate your employee’s CPP deductions. For a 
single pay period, use the calculation in Appendix 2. For multiple pay periods, or to verify 
the CPP contributions deducted at the end of the year before filling out the T4 Slip, use 
the calculation in Appendix 3. 

Notes 

A pay period means the period for which you pay earnings or other remuneration to an 
employee. 

Once you have established your type of pay period, the pay-period exemption (see 
Appendix 2) must remain the same, even when an unpaid leave of absence occurs, or 
when earnings are paid for part of a pay period. 

Starting and stopping CPP deductions 

There might be special situations where you may have to start or stop deducting CPP in 
the year for a particular employee. In these situations, you also have to prorate the 
maximum CPP contribution for the year to make sure you have deducted the correct 
amount. 
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Note 

In some cases, the requirements are different for the Quebec Pension Plan. For 
information, see Guide TP-1015.G-V, Guide for Employers: Source Deductions and 
Contributions, which you can get from Revenu Québec (see Employment in Quebec). 

Special situations 

Your employee turns 18 in the year 

Start deducting CPP contributions in the first pay dated in the month after the employee 
turns 18. When you prorate, use the number of months after the month the employee turns 
18 (see example 1). 

Your employee turns 70 in the year 

Deduct CPP contributions up to and including the last pay dated in the month in which the 
employee turns 70. When you prorate, use the number of months up to and including the 
month the employee turns 70 (see example 2). 

Your employee gives you a completed Form CPT30 

By filling out Form CPT30, Election to Stop Contributing to the Canada Pension Plan, or 
Revocation of a Prior Election, and giving it to an employer, the employee can either stop 
or restart their CPP contributions. The employee is responsible for sending an original 
completed copy of Form CPT30 to the CRA. So an employer will only receive a copy. If 
an employee agrees to have an employer send the original to the CRA, the CRA will 
accept it. 

Stopping CPP contributions 

In certain situations, an employee can elect to stop contributing to the CPP. In order to be 
eligible for this election, the employee must meet all the following conditions: 

• the employee is at least 65 years of age, but under 70 

• the employee receives a CPP or QPP retirement pension 

• the employee is receiving, or will receive, pensionable employment earnings that 
require CPP contributions 

If the conditions are met, the employee can give you a copy of Form CPT30 with parts A, 
B and C completed. By filling out the form in this way, the employee is making an 
“election.” 

This “election” is effective the first day of the month following when you receive the 
completed form. You will deduct CPP contributions, up to and including the last pay dated 
in the month the employee gives you the form. When you prorate, use the number of 
months up to and including the month before the election becomes effective (see example 
3). 
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Note 

The election to stop contributing to the CPP does not affect the salary or wages of an 
employee working in Quebec or an employee who is considered to be disabled under the 
CPP or QPP, nor do they affect the salary and wages of a person who has reached 70 
years of age. Do not deduct CPP contributions from the salary and wages that you pay 
these employees. 

Restarting CPP contributions 

An employee can choose to restart contributing to CPP if all of the following conditions 
are met: 

• the employee filed a Form CPT30 “election” with an employer in a prior year 

• the employee is receiving, or will receive pensionable employment earnings that 
require CPP contributions 

If the conditions are met, the employee can give you a copy of Form CPT30 with parts A, 
B and D completed. By filling out the form in this manner, the employee is “revoking their 
election.” 

This “revocation” is effective the first day of the month following when you receive the 
completed form. You will restart CPP contributions in the first pay dated in the month after 
the employee gives you the form. When you prorate, use the number of months that 
includes the month the revocation becomes effective. 

Go to Changes to the rules for deducting Canada Pension Plan (CPP) contributions, to 
find detailed information such as: 

• what to do if you receive a form that is dated in the past or is post-dated 

• what to do if you have deducted CPP contributions after the “election” became 
effective 

• what to do when filling in boxes 16 and 26 of the employee’s T4 slip 

Note 

For more information on benefit entitlement, contact Service Canada or go to Canada 
Pension Plan – Overview. 

Your employee is considered to be disabled under the CPP 

An employee who is considered to be disabled under the CPP does not have to contribute 
to the CPP. Deduct CPP contributions up to and including the last pay dated in the month 
in which the employee becomes or is considered to be disabled according to the letter that 
Service Canada sent to the employee. When prorating, use the number of months up to 
and including the month the employee was considered to be disabled. 

Note 

If the employee is no longer considered disabled under the CPP, start deducting CPP 
contributions on the first pay dated in the month after the employee is no longer considered 
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disabled. When prorating, use the number of months after the month the employee ceased 
to be disabled. 

Your employee dies in the year 

Deduct CPP contributions up to and including the last pay dated in the month in which the 
employee dies. Also deduct CPP contributions from any amounts and benefits that are 
earned or owed to the employee on the date of death. When prorating, use the number of 
months up to and including the month of death. 

Checking the amount of CPP you deducted 

1) Prorate the maximum CPP contribution for the year by following these steps: 

Step 1: Deduct the year’s basic exemption ($3,500 for 2021) from the year’s maximum 
pensionable earnings ($61,600 for 2021). 

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

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

Step 4: Multiply the result of Step 3 by the CPP rate that applies for the year (5.45% for 
2021). 

To find out about the previous and current exemptions, maximums, and rates, go to 
CPP contribution rates, maximums and exemptions. 

2) Calculate the CPP contribution per pay period using Appendix 2, and withhold the 
amount calculated until one of the following happens: 

• the maximum prorated contribution for the year is reached 

• the last pay period for which deductions are required is completed 

3) The correct amount of CPP contributions will be 1) or 2), whichever is the lowest. 

Example 1 

Brent turned 18 on June 15, 2021. He receives $1,000 every two weeks ($26,000 a year). 
This amount is less than the maximum pensionable earnings ($61,600 for 2021) that 
requires CPP contributions. 

Prorated maximum contribution for 2021: 

($61,600 – 3,500) × 6/12 × 5.45% = $1,583.23 (6/12 represents the number of pensionable 
months divided by 12). 

Brent’s maximum CPP contribution for 2021 is $1,583.23. 

Pay period calculation: 

January to June 2021 

No CPP contributions. 

July to December 2021 

• Pay period: biweekly 
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• Earnings: $1,000 

• Brent’s first pay in July is July 3, for the period June 20 to July 3. 

Using the calculation in Appendix 2, Brent’s CPP contributions for each pay are calculated 
as follows: 

Step 1: Brent’s pensionable earnings    =  $1,000.00  

Step 2: Basic exemption for the period from the table in Appendix 2 =
 $134.61  

Step 3: Pensionable earnings minus basic exemption = $865.39  

Step 4: CPP contribution rate for 2021   = 5.45% 

Step 5: CPP contribution per pay period   = $47.16 

You will have to start deducting $47.16 from each of Brent’s pays, beginning with the one 
dated July 3 (the month after Brent turns 18). His actual contributions for the year will be 
$47.16 × 13 (biweekly pay periods) = $613.18. 

This does not exceed the prorated maximum contribution of $1,583.23; therefore, the 
correct amount of CPP has been deducted. 

When you fill out Brent’s T4 slip at the end of the year, report $26,000 in box 14, $590.59 
in box 16, and $13,000 in box 26. Fill in the rest of his T4 slip in the usual way. 

Example 2 

Maria turned 70 on February 15, 2021. She receives $1,144.23 per week ($59,500 per 
year). This amount is less than the maximum pensionable earnings ($61,600 for 2021) 
that requires CPP contributions. 

Prorated maximum contribution for 2021: 

($61,600 – 3,500) × 2/12 × 5.45% = $527.74 (2/12 represents the number of pensionable 
months divided by 12). 

Maria’s CPP contributions for 2021 should not be more than $527.74. 

Pay period calculation: 

January to February 2021 

• Pay period: weekly 

• Earnings: $1,144.23 

• Maria’s last pay in February is February 26, covering the period February 20 to 
February 26 

March to December 2021 

No CPP contributions 

Using the calculation in Appendix 2, Maria’s CPP contributions for each pay are calculated 
as follows: 
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Step 1: Maria’s pensionable earnings    = $1,144.23 

Step 2: Basic exemption for the period from the table in Appendix 2 = 
          $67.30 

Step 3: Pensionable earnings minus basic exemption = $1,076.93 

Step 4: CPP contribution rate for 2021   = 5.45% 

Step 5: CPP contribution per pay period   = $58.70 

Maria’s CPP contributions will be $58.70 each pay, up to and including her pay dated 
February 26 (the month in which she turns 70). Her actual contributions for the year will 
be $58.70 × 9 (weekly pay periods) = $528.30. 

Since the amount of $528.30 is more than the prorated maximum CPP contribution of 
$527.74, you should stop deducting when the maximum contribution is reached. If you 
deducted $528.30, you will have to reimburse your employee for the difference. For more 
information, see CPP overpayment. 

When you fill out Maria’s T4 slip at the end of the year, report $59,500 in box 14, $527.74* 
in box 16, and $10,266.66* ($61,600 × 2/12) in box 26. Fill in the rest of her T4 slip in the 
usual way. 

* These were calculated using the maximum pensionable earnings of $61,600 for 2021. 

Example 3 

Catherine is 64 years old and receives a CPP retirement pension. On July 23, 2021, she 
turned 65 and elected to stop paying CPP contributions. She gave you a signed and 
completed Form CPT30, Election to Stop Contributing to the Canada Pension Plan, or 
Revocation of a Prior Election, that same day. 

Catherine receives $1,000 every two weeks ($26,000 a year). This amount is less than 
the maximum pensionable earnings ($61,600 for 2021) that requires CPP contributions. 

Prorated maximum contribution for 2021: 

($61,600 – 3,500) × 7/12 × 5.45% = $1,847.09 (7/12 represents the number of pensionable 
months divided by 12). 

Catherine’s maximum CPP contribution for 2021 is $1,847.09. 

Pay period calculation: 

January to July 2021 

• Pay period: biweekly 

• Earnings: $1,000 

• Catherine’s last pay in July has a pay date of July 29, covering the period July 4 
to July 17. 

August to December 2021 

No CPP contributions 
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Using the calculation in Appendix 2, Catherine’s CPP contributions for each pay are 
calculated as follows: 

Step 1: Catherine’s pensionable earnings   = $1,000.00  

Step 2: Basic exemption for the period from the table in Appendix 2 = 
          $134.61  

Step 3: Pensionable earnings minus basic exemption = $865.39  

Step 4: CPP contribution rate     = 5.45% 

Step 5: CPP contribution per pay period   = $47.16 

You have to deduct CPP contributions from each of Catherine’s pays, up to and 
including the last pay dated in the month she gives the election to you. Her actual 
contributions for the year will be $47.16 × 16 (biweekly pay periods) = $754.56. 

This does not exceed the prorated maximum contribution of $1,874.09; therefore, the 
correct amount of CPP has been deducted. 

When you fill out Catherine’s T4 slip at the end of the year, report $26,000 in box 14, 
$754.56 in box 16, and $16,000 in box 26. Fill in the rest of her T4 slip in the usual way. 

For more information about these CPP rules, go to Changes to the rules for deducting 
Canada Pension Plan (CPP) contributions. 

Commissions paid at irregular intervals 

If an employee always gets paid on commission and is paid only after selling something 
(which does not occur regularly), you have to prorate the annual basic exemption amount 
for the number of days in the year between the commission payments to determine the 
maximum contribution amount. 

Example 

Sylvie, your employee, works on commission. You pay her only when she sells something. 
On June 1, 2021, you paid her a $1,800 commission. The last time you paid her a 
commission was March 16, 2021. There are 76 days between these two payments. 

Calculate the required contribution for 2021 as follows: 

• Prorate the basic yearly exemption: 

• 76 ÷ 365 (days) × $3,500 = $728.77 

• You have to deduct CPP contributions of: 

• $1,800 – $728.77 = $1,071.23 

• $1,071.23 × 5.45% = $58.38 

CPP overpayment 

If, during a year, you have overdeducted CPP contributions from your employee’s 
remuneration (for example, the maximum amount of pensionable earnings was reached, 
or the employee was not employed in pensionable employment), you should reimburse 
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the employee the amount deducted in error and adjust your payroll records to reflect the 
reduced deduction. This will result in a credit on your CRA payroll program account equal 
to the employee and employer part of the overdeduction. You may then reduce a future 
remittance in the same calendar year. 

Do not include the reimbursed amount on the T4 slip. If you cannot reimburse the 
overpayment, show the total CPP contributions deducted and the correct pensionable 
earnings on the employee’s T4 slip. If you reported the employee’s overpayment on the 
T4 slip, you can ask for a refund by filling out Form PD24, Application for a Refund of 
Overdeducted CPP Contributions or EI Premiums. Make your request no later than four 
years from the end of the year in which the overpayment occurred. 

Recovering CPP contributions 

If you receive a notice of assessment or if you discover that you have underdeducted CPP 
contributions, you are responsible for remitting the balance due (both the employer’s and 
employee’s shares). 

You can recover the employee’s contributions from later payments to the employee. The 
recovered contribution can be equal to, but not more than, the amount you should have 
deducted from each payment. However, you cannot recover a contribution amount that 
has been outstanding for more than 12 months. As well, you cannot adjust the employee’s 
income tax deduction to cover the CPP shortfall. 

If you should have made a deduction in a previous year and you recover it through an 
additional deduction in the current year, do not report the recovered contributions on the 
current year’s T4 slip. You may have to amend your employee’s T4 slip. For more 
information on how to amend a T4 slip, see Guide RC4120, Employers’ Guide – Filing the 
T4 Slip and Summary. 

The recovered amount does not affect the current year-to-date CPP contributions. 

Example 

a) You did not deduct or remit CPP contributions that should have been deducted as 
follows: 

Month    CPP 

September    $23.40 

October    $23.40 

November    $24.10 

December    $24.70 

Total    $95.60 

b) After auditing the records, we send you a notice of assessment as follows: 
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Example of notice of assessment (CPP) 

  Employee Employer Total 

CPP contribution $95.60 $95.60 $191.20 

Penalties and interest are added to the total.  

c) The following year, you can recover the employee’s contribution of $95.60 as follows: 

Employee’s deductions calculation – 

Current and recovered contributions 

Month 

Current 

contribution 

Recovered 

contribution 

Employee’s 

deduction 

April $24.70 + $23.40 (for September) = $48.10 

May $24.70 + $23.40 (for October) = $48.10 

June $25.10 + $24.10 (for November) = $49.20 

July $25.10 + $24.70 (for December) = $49.80 

Total   $95.60   

For more information on the Pensionable and Insurable Earnings Review (PIER), see 
Chapter 4. 

CPP coverage by an employer resident outside Canada 

If you are an employer who does not have a place of business in Canada, you can apply 
to have employment that you provide in Canada (for resident or non-resident employees) 
covered under the CPP. This coverage is optional. Even if your country does not have a 
social security agreement with Canada, you can apply for coverage by filling out Form 
CPT13, Application for an Employer Resident Outside Canada to Cover Employment in 
Canada Under the Canada Pension Plan. 

Canada’s social security agreements with other countries 

Canada has reciprocal social security agreements with other countries. These agreements 
ensure that only one plan covers an employee—the CPP or a foreign social security plan. 
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To find out which country has CPP coverage provisions with Canada and to get the 
specific CPT application form number, see Appendix 4. 

You can get an application form for coverage or for extending coverage under the CPP by 
going to Forms and publications. 

For additional information, go to Canada’s international social security agreements. 

Note 

If you have questions about coverage under the QPP in other countries, send them to the 
following address: 

Bureau des ententes de sécurité sociale 

Régie des rentes du Québec 

1055 René-Lévesque Blvd. East, 13th Floor 

Montréal QC  H2L 4S5 

Chapter 3 – Employment insurance premiums 
You have to deduct employment insurance (EI) premiums from each dollar of insurable 
earnings up to the yearly maximum. After you have deducted the maximum for the year, 
do not deduct any more premiums, even though the excess remuneration is still 
considered insurable. For 2021, the maximum annual insurable earnings are $56,300. 

When to deduct EI premiums 

You have to deduct EI premiums from an employee’s insurable earnings if that employee 
is in insurable employment during the year. 

Insurable employment includes most employment in Canada under a contract of service 
(see Are you an employer?). There is no age limit for deducting EI premiums. Some 
employment outside Canada is also insurable (see Employment outside Canada). 

Notes 

If the employee is a student, you will have to deduct EI premiums for each type of 
remuneration that is insurable, as you would for any other employee. 

Certain workers who are not employees might be considered to be in insurable 
employment. Examples are taxi drivers and drivers of other passenger-carrying vehicles, 
barbers and hairdressers, and fishers (see Chapter 7 for those special situations). 

For more information about insurable earnings, go to Pensionable and insurable earnings. 

Amounts and benefits from which you have to deduct EI premiums 

You generally deduct EI premiums from the following amounts and benefits: 

• Salary, wages, bonuses, commissions, or other remuneration (including payroll 
advances or earnings advances), and wages in lieu of termination notice. 
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• Most cash taxable benefits and allowances, including certain rent-free and low-
rent housing if paid as cash or a subsidy, the value of board and lodging if cash 
earnings are also paid in the pay period (other than an exempt allowance paid to 
an employee at a special work site or remote work location). 

• Employer contributions to an employee’s registered retirement savings plan 
(RRSP) except where employees cannot withdraw amounts from a group RRSP 
until they retire or cease to be employed, or if the RRSP agreement allows the 
employee to withdraw an amount from the RRSP under the Home Buyer’s Plan 
(HBP) or the Lifelong Learning Plan (LLP). 

• Gifts, prizes, and awards paid in cash. 

• Honorariums, a share of profit that an employer paid, incentive payments, 
management fees, and other fees if paid in the course of insurable employment. 

• Stipends, fees or remuneration paid to elected or appointed officials who hold an 
office in a union or an association of unions or who hold a position within a 
federal, provincial, or territorial government or agency. For more information on 
whether employment of an individual who is in tenure of office is insurable, go to 
Tenure of office. 

• Certain tips and gratuities employees receive for the services they carry out. For 
more information on when EI premiums have to be deducted on tips and 
gratuities, go to Tips and gratuities. 

• Remuneration received while on vacation, furlough, sabbatical, sick leave, or for 
vacation pay. 

• Benefits received from certain wage-loss replacement plans; for more 
information, see Wage-loss replacement plans. 

• The salary you continue to pay to an employee before or after a workers’ 
compensation board claim is decided, as well as both of the following: 

o any advance or loan you make that is more than the amount awarded 
under the claim 

o any advance or loan not repaid to you 

Note 

If you pay any of these amounts to a former employee and you have to deduct EI 
premiums, use the current rate in effect when you make the payment. 

Employment, benefits, and payments from which you do not deduct EI premiums 

Note  

Enter an “X” or a check mark in the “EI” box (box 28 on the T4) only if you did not have to 
withhold EI premiums from the earnings for the entire reporting period. 
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Employment 

Even if there is a contract of service, payments for the following types of employment are 
not insurable and EI premiums do not have to be deducted: 

• Casual employment if it is for a purpose other than your usual trade or business. 
For more information about casual employment, go to Casual employment. 

• Employment when you and your employee do not deal with each other at arm’s 
length. There are two main categories of employees who could be affected: 

o Related persons: individuals connected by a blood relationship, marriage, 
common-law relationship, or adoption. In cases where the employer is a 
corporation, the employee is considered related to the corporation when 
they are related to a person who either controls the corporation or is a 
member of a related group that controls the corporation. However, these 
individuals can be in insurable employment if you would have negotiated 
a similar contract with a person with whom you deal at arm’s length. 

o Non-related persons: an employment contract between you and a non-
related employee can be non-insurable if it is apparent from the 
circumstances of employment that you were not dealing with each other 
in the way arm’s length parties normally would. 

For more information, go to Not dealing at arm’s length for purposes of the 
Employment Insurance Act (EIA). 

If you are not sure whether you should deduct EI premiums when employing related 
persons (family members) or non-related employees whose circumstances of 
employment are unusual, we suggest you do one of the following: 

• Use our “Request a CPP/EI ruling” service through My Business Account or 
Represent a Client to request a ruling. 

• Fill out Form CPT1, Request for a Ruling as to the Status of a Worker Under the 
Canada Pension Plan and/or the Employment Insurance Act and mail it to the 
CPP Rulings Division at the Tax Services office in the province or territory of your 
residence or place of business. See the table found on Form CPT1 for the 
mailing addresses. 

Note 

If you deducted EI premiums and don’t think you should have, you can ask for a 
refund of the EI premiums. Normally we have to complete a ruling to confirm the 
employee’s working relationship with you first. 

• When a corporation employs a person who controls more than 40% of the 
corporation’s voting shares. This includes employment of a person who entered 
into an agreement or registered with Service Canada to receive employment 
insurance special benefits. Go to Service Canada for more information about 
applying for these special benefits. 
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• Employment of an individual holding an office in the private, municipal, or 
academic sectors. This includes mayors, municipal councillors, school 
commissioners, chiefs of Indian bands, band councillors, executors, liquidators, 
or administrators for settling estates, corporation directors, or any other position 
when a person is elected or appointed to that office. For more information about 
whether employment of an individual who is in tenure of office is insurable, go to 
Tenure of office. 

• Employment that is an exchange of work or services. 

• Employment in agriculture, horticulture, or an agricultural enterprise when one of 
the following applies: 

o the person receives no cash remuneration 

o works less than seven days with the same employer during the year 

Notes 

If the employee works seven days or more, the employment is insurable from the 
first day of work. 

For more information on when these types of employment are insurable, go to 
Agriculture and horticulture. 

• Employment of a person in connection with a circus, fair, parade, carnival, 
exposition, exhibition, or other similar activity, except for entertainers, if that 
person: 

o is not your regular employee 

o works for less than seven days in the year 

Notes 

If the employee works seven days or more, the employment is insurable from the 
first day of work. 

For more information on when these types of employment are insurable, go to 
Circus and fair. 

• Employment of a person in a rescue or disaster operation, as long as you do not 
regularly employ that person for that purpose. For more information, go to 
Rescue operations / Abating a disaster. 

• Employment by a government body as an election worker if the worker: 

o is not a regular employee of the government body 

o works for less than 35 hours in a calendar year 

Note 

If the employee works 35 hours or more, the employment is insurable from the first 
hour of work. 
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• Employment in Canada under an exchange program if the employer paying the 
remuneration is not resident in Canada. 

• 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 have to be paid according to the 
unemployment insurance laws of any state of the United States, the District of 
Columbia, Puerto Rico, or the U.S. Virgin Islands, or according to the Railroad 
Unemployment Insurance Act of the United States. 

• Employment in Canada of a non-resident person if the unemployment insurance 
laws of any foreign country require premiums to be paid for that employment. 

• Employment in Canada by a foreign government or an international organization, 
except when the foreign government or international organization agrees to 
cover its Canadian employees under Canada’s EI legislation (in this case, the 
employment is insurable if Employment and Social Development Canada 
agrees). 

• Employment under the “Self-employment assistance” or “Job creation 
partnerships” benefit program established under section 59 of the Employment 
Insurance Act, or under a similar benefit program that a provincial or territorial 
government or other organization provides and is part of an agreement under 
section 63 of the Employment Insurance Act. 

Benefits and payments 

Do not deduct EI premiums from: 

• a payment made under a registered supplementary unemployment benefit plan 
that qualifies as a SUBP under the Income Tax Act or is registered with Service 
Canada, and covering periods of unemployment resulting from a temporary 
stoppage of work, training, sickness, injury, or quarantine 

• any non-cash benefit, except the value of board and lodging when cash 
remuneration is also paid in a pay period 

• monies earned (such as salary, banked overtime, bonus, vacation) before the 
death of an employee and not yet paid at the time of death 

• employer contributions to an employee’s group RRSP where access is restricted 
and does not permit employees to withdraw the amounts until they retire or 
cease to be employed or if the RRSP agreement allows the employee to 
withdraw an amount from the RRSP under the Home Buyer’s Plan (HBP) or the 
Lifelong Learning Plan (LLP) 

• amounts received on account of an earnings loss benefit, supplementary 
retirement benefit, or permanent impairment allowance payable to the taxpayer 
under Part 2 of the Veterans' Well-being Act 
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• any amount excluded as income under paragraph 6(1)(a) or 6(1)(b) or subsection 
6(6) or (16) of the Income Tax Act 

• a retiring allowance (for information on what a retiring allowance includes, see 
Retiring allowances) 

• amounts you pay to an employee to cover the waiting period or to increase the 
maternity, parental, compassionate care benefits, or family caregive benefit for 
children or adults if the following two conditions are met: 

o the total amount of your payment and the EI weekly benefits combined do 
not exceed the employee’s normal weekly gross salary 

o your payment does not reduce any other accumulated employment 
benefits such as banked sick leave, vacation leave credits, or retiring 
allowance 

• an advance or loan you pay to employees before or after a workers’ 
compensation board claim is decided that is equal to the benefits awarded under 
the claim (see Workers’ compensation claims) 

• a top-up amount you pay to your employee, after the claim is decided, that is in 
addition to the benefits a workers’ compensation board paid (see Workers’ 
compensation claims) 

• top-ups to wage-loss replacement plan benefits from which you do not have to 
deduct EI premiums (see Wage-loss replacement plans) 

• benefits received from certain wage-loss replacement plans; for more 
information, see Wage-loss replacement plans 

• amounts that a trustee allocated under a profit sharing plan or that a trustee paid 
under a deferred profit sharing plan 

• an amount paid to a worker by a client of a placement agency when the worker is 
under the direction and control of that client 

EI premium rate and maximum 

You have to deduct EI premiums from your employee’s insurable earnings. As an 
employer, you must contribute 1.4 times* the amount of the EI premiums that you deduct 
from your employee’s remuneration. 

* The rate may be less than 1.4 (see Reducing the rate of your EI premiums if you have a 
short-term disability plan). 

Each year, we determine both of the following: 

• the maximum annual insurable earnings from which you deduct EI ($56,300 
for 2021) 

• a premium rate that you use to calculate the amount to deduct from your 
employees (1.18% for 2021—for Quebec, use 1.20). 
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Note 

Different EI rates apply for employees working in Quebec because of the Quebec Parental 
Insurance Plan (QPIP). See Employment in Quebec. 

Example 

EI premiums you deducted from your employees in the month $195.50 

Your share of EI premiums (× 1.4)     $273.70 

Total amount you remit for EI premiums    $469.20 

You stop deducting EI premiums when the employee’s annual earnings reach the 
maximum insurable earnings or the maximum employee premium for the year ($889.54 
for 2021). 

The annual maximum for insurable earnings ($56,300 for 2021) applies to each job the 
employee holds with different employers (different business numbers). If an employee 
leaves one employer during the year to start work with another employer, the new 
employer also has to deduct EI premiums without taking into account what the previous 
employer paid. This is the case even if the employee has paid the maximum premium 
amount during the previous employment. If your business went through a restructure or 
reorganization, see If you change your legal status, restructure or reorganize. 

The employee’s EI premium rate for the next year can be found in the Payroll Deductions 
Tables, which are usually available in mid-December at Payroll. 

Notes 

If you pay an amount to a former employee and you have to deduct EI premiums, use the 
current rate in effect when you make the payment. 

Any overpayments will be refunded to employees when they file their income tax and 
benefit returns. There is no provision in the Employment Insurance Act that provides a 
credit or refund to the employer in such circumstances. 

Example 

Hassan makes $30,000 of insurable earnings in Ontario, and after changes his province 
of employment to Quebec. He then makes an additional $40,000 with the same employer. 

Hassan’s maximum premium is calculated as follows: 

Total insurable earnings  $56,300.00 

In Ontario: $30,000 × 1.58% = $474.00 

In Quebec: $23,100 × 1.18% = $285.56 

Total premiums    $759.56 

Employment in Quebec 

Maternity, parental, and adoption benefits for residents of Quebec are administered by the 
province of Quebec under the Quebec Parental Insurance Plan (QPIP). QPIP replaces 
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similar benefits that Quebec residents previously received under the Employment 
Insurance Act. Because of this, all employers who have employees working in Quebec 
(regardless of the employee’s province or territory of residence) have to deduct a reduced 
EI premium using a reduced EI premium rate (1.18% for 2021) as well as QPIP premiums. 

The maximum annual EI premium that an employee working in Quebec will pay on 
insurable earnings in 2021 is $664.34. 

For information on deducting and remitting the QPIP, see Guide TP-1015.G-V, Guide for 
Employers: Source Deductions and Contributions, which you can get from Revenu 
Québec. 

You may have a place of business in Quebec and in another province or territory. If you 
transfer an employee from Quebec to another province or territory, in addition to deducting 
CPP/QPP contributions and EI/QPIP premiums you will also have to prepare two T4 slips. 
It is important that you calculate and report the proper deductions and 
insurable/pensionable earnings on both T4 slips. For more information, see Guide 
RC4120, Employers’ Guide – Filing the T4 Slip and Summary. 

Reducing the rate of your EI premiums if you have a short-term disability plan 

Some employers provide a wage-loss replacement plan for short-term disability to their 
employees. If the plan meets certain standards established by the Employment Insurance 
Regulations, the employer’s EI premiums could be paid at a reduced rate (less than 1.4 
times the employee’s premiums). 

To benefit from a reduced employer premium rate, you have to register with the EI 
Premium Reduction Program by submitting both of the following: 

• an initial application, which you can find in Service Canada’s publication called 
the EI Premium Reduction Program 

• a copy of the short-term disability plan provided to your employees 

You can get the guide at your Service Canada Centre or by contacting: 

Service Canada 

EI Premium Reduction Program 

Post Office Box 11000 

Bathurst NB  E2A 4T5 

Telephone: 1-800-367-5693  

Fax: 506-548-7473 

Website: EI Premium Reduction Program – For employers 

The employer’s EI premiums are reduced only in respect of employees covered by the 
approved plan (this includes employees serving an eligibility period under the plan of three 
months or less). These employees will continue to be reported under the current payroll 
program account, which will be set at a reduced rate. An officer of the EI Premium 
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Reduction Program will ask you to open an additional payroll program account under your 
business number (BN) to make a separate remittance for employees not covered by the 
plan. 

You have to file a separate T4 information return for each payroll program account under 
your BN: 

• For employees covered under an approved plan, report their income and 
deductions using your payroll program account at the reduced EI premium rate 
(for example, RP0001.) 

• For employees who are not covered by the plan, report their income and 
deductions using your payroll program account at the standard rate of 1.4 times 
the employees’ premiums (for example, RP0002.) 

Where an employee was transferred between both accounts in the same calendar year, 
file a separate T4 slip for each account. 

Calculating EI deductions 

To determine the amount of EI premiums to deduct, use one of the following tools: 

• the Payroll Deductions Online Calculator (PDOC) 

• the Payroll Deductions Tables (T4032) 

• the Payroll Deductions Supplementary Tables (T4008) 

• the Payroll Deductions Formulas (T4127) 

To find out which method is best for you, see Payroll Deductions Tables. 

You can also use a manual method to calculate your employee’s EI deductions if you pay 
your employees more than the maximum amount that appears in Section C of the Guide 
T4032, Payroll Deductions Tables. 

EI overpayment 

If, during a year, you over deducted EI premiums from your employee (for example, the 
maximum amount of insurable earnings was exceeded, or the employee was not 
employed in insurable employment), reimburse the employee the amount deducted in 
error and adjust your payroll records in the same year the overpayment was made to 
reflect the reduced deduction. This will result in a credit on your payroll program account 
equal to the employee and employer portion of the over deduction. You may reduce a 
future remittance in the same calendar year by that amount. 

Do not include the reimbursed amount on the T4 slip. If you cannot refund the 
overpayment, show the total EI premiums deducted and the correct insurable earnings on 
the employee’s T4 slip. 

If you reported the employee’s overpayment on the T4 slip, you can ask us for a refund 
by filling out Form PD24, Application for a Refund of Over deducted CPP Contributions or 
EI Premiums. Make your request no later than three years from the end of the year in 
which the overpayment occurred. 

CBWC Church Treasurer's Manual July 2023 Page 74

https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/payroll-deductions-online-calculator.html
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/t4032-payroll-deductions-tables.html
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/t4008-payroll-deductions-supplementary-tables.html
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/t4127-payroll-deductions-formulas-computer-programs.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4001/employers-guide-payroll-deductions-remittances.html#P293_20565
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/t4032-payroll-deductions-tables.html
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/t4032-payroll-deductions-tables.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/pd24.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/pd24.html


Recovering EI premiums 

If you receive a notice of assessment or discover that you have under deducted EI 
premiums, you are responsible for remitting the balance due (both the employer’s and 
employee’s shares). 

You can recover the employee’s premiums from later payments to the employee. The 
recovered premiums can be equal to, but not more than the premiums you should have 
deducted from each payment of remuneration. 

However, you cannot recover the premiums that have been outstanding for more than 12 
months. As well, you cannot adjust the employee’s income tax deductions to cover the EI 
premiums shortfall. 

If you should have made a deduction in a previous year and you recover it through an 
additional deduction in the current year, do not report the recovered premium on the 
current year’s T4 slip. You may have to amend your employee’s T4 slip. For information 
on how to amend a T4 Slip, see Guide RC4120, Employers’ Guide – Filing the T4 slip and 
Summary. 

The recovered amount does not affect the current year-to-date EI premiums deducted. 

Example 

a) You did not deduct or remit EI premiums that you should have deducted as follows: 

Month   EI 

September  $74.00 

October  $74.00 

November  $78.00 

December  $75.00 

Total    $301.00 

b) After auditing the records, we issue a notice of assessment as follows: 

Example of notice of assessment (EI) 

  Employee Employer Total 

EI premiums $301.00 $421.40 $722.40 

The employer premiums are 1.4 times the employee premiums. Penalty and interest are 
added to the total. 

c) The following year, you can recover the employee’s premiums of $301.00 as follows: 
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Employee’s deductions calculation – Current and recovered premiums 

Month 
Current 

premium 
  Recovered premium   

Employee’s 

deduction 

April $74.00  + $74.00 (for September)  = $148.00 

May $78.00  +  $74.00 (for October) =  $152.00 

June $80.00  +  $78.00 (for November) =  $158.00 

July $80.00  +  $75.00 (for December) =  $155.00 

Total     $301.00      

Note 

Details on the Pensionable and Insurable Earnings Review (PIER) are in Chapter 4.  

Establishing the number of insurable hours 

Hours of work are used to determine if workers are entitled to benefits and for how long. 
Employers have to keep records. 

Note 

For more information on how to report the total hours of insurable employment, contact 
your Service Canada Centre or visit Service Canada. 

The number of insurable hours is determined as follows: 

• For an employee who is paid hourly – The number of insurable hours is the 
number of hours actually worked and paid. 

• For an employee who is not paid hourly – If the employer knows the number 
of hours that the employee actually worked and for which they were paid, we 
consider the employee to have that number of insurable hours. For example, an 
employee who is paid on an annual basis, but whose employment contract 
specifies 32 hours as the usual hours of work per week, would be credited with 
32 insurable hours. 

• Note 

• If the employer does not know the actual number of hours worked, the employer 
and the employee can agree on the number of insurable hours of work for which 
they are paid. For example, an agreement on hours on the value of piecework 
would determine the number of insurable hours. However, if no contract or 
agreement on hours exists or can be reached, we determine the number of 
insurable hours by dividing the insurable earnings by the minimum wage. The 
result cannot be more than seven hours per day or 35 hours per week. 
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• Hours limited by federal or provincial statutes – Full-time employees who are 
limited by law to less than 35 hours per week will be credited 35 insurable hours 
per week. Part-time employees in these circumstances are credited with a 
proportionate number of hours. 

• Military and police – Full-time members of the Canadian Forces or a police 
force will be credited 35 insurable hours per week, unless the employer keeps 
and provides the actual number of hours worked. 

• Overtime hours accumulated and paid at a later date or paid on termination 
of employment – One hour of overtime work equals one hour of insurable 
employment, even if the rate of pay is higher. Overtime hours accumulated and 
paid at a later date, or paid on termination of employment, are equally insurable 
when the parties can establish the effective hours worked. The insurable hours 
will be the hours actually worked and not the hours accumulated at a rate greater 
than the regular one. 

• Example 

• An employee works 20 hours of overtime, so they accumulate 30 hours (1.5 
times the number of hours worked). At the end of the year, the worker asks their 
employer to be paid for their accumulated hours. The number of insurable hours 
will correspond to the actual hours worked, which is 20 hours in this case. 

•   

• Worker called in to work – The number of insurable hours equals the number of 
hours paid. 

• Stand-by hours – Stand-by hours are insurable if one of the following applies: 

o the stand-by hours are paid at a rate equal to or above the rate paid for 
the hours the employee would have worked 

o the employee is present at the employer’s premises, waiting for the 
employer to request their services, as required under a contract of 
employment, and these hours are paid, regardless of the rate paid 

• Public holiday – One hour of work on a public holiday equals one hour of 
insurable employment, even if the rate of pay is higher. When a public holiday is 
paid in straight time and a person doesn’t work on the holiday, the insurable 
hours will be the hours the person would have normally worked. 

• Paid leave – One hour of vacation time taken, paid sick leave, or compensatory 
time off is considered to be one insurable hour. 

• Remuneration paid with no hours attached – An employee who receives 
vacation pay without actually taking any leave does not generate any insurable 
hours. This also applies to such remuneration as bonuses, gratuities, and in lieu-
of-notice payments. 
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For more information on how to determine hours of insurable employment, go to Insurable 
hours. 

Record of Employment (ROE) 

Generally, if you are issuing an ROE electronically, you have five calendar days after the 
end of the pay period in which an employee’s interruption of earnings occurs to issue it. 
This is considered an interruption of service and includes situations where employment 
ends or the employee leaves because of pregnancy, injury, illness, adoption leave, layoff, 
leave without pay, or dismissal. For more information, see Changes to your business entity. 

Note 

A different deadline may apply if you file your ROE on paper. 

The employee needs the ROE to determine if they are entitled to employment insurance 
(EI) benefits. To create an ROE for your employee, you can use Service Canada’s online 
ROE web service, your payroll provider’s ROE Secure Automated Transmission, or fill out 
a paper ROE. 

For more information on the ROE, go to Record of Employment or call their Employer 
Contact Centre at 1-800-367-5693, (TTY: 1-855-881-9874). 

Chapter 4 – Pensionable and Insurable Earnings Review (PIER) 
Each year, we check the calculations you made on the T4 slips that you filed with your T4 
Summary. We do this to make sure the pensionable and insurable earnings you reported 
correspond to the deductions you withheld and remitted. 

We check the calculations by matching the pensionable and insurable earnings you 
reported with the required Canada Pension Plan (CPP) contributions or employment 
insurance (EI) premiums shown in the Guide T4032, Payroll Deductions Tables. We then 
compare these required amounts with the CPP contributions and EI premiums reported 
on the T4 slips. 

If there is a deficiency between the CPP contributions or EI premiums required and those 
you reported, we print the figures on a PIER listing. If you file electronically and report an 
employee number on your T4 slips, we will display the employee number on the PIER 
listing. 

We will send you the listing showing the name of the affected employees and the figures 
we used in the calculations. We will also include a PIER summary that shows any balance 
due. 

Notes 

You are responsible for remitting the balance due, including your employee’s share. 

If you agree with our calculations and are remitting the exact amount shown on the PIER 
summary (for remitting methods, go to Chapter 8), do not send the PIER listing back. We 
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only need the listing if you are correcting the figures or a social insurance number (SIN), 
or are sending information we should update on our file. 

If a payment or a reply is not received by the reply date noted on the PIER report, we may 
issue a notice of assessment that includes applicable penalties or interest, or both. 

Why is a review important? 

We verify these calculations so that your employees or their beneficiaries will receive the 
proper: 

• CPP benefits if the employees retire, become disabled, or die 

• EI benefits if the employees become unemployed, take maternity, parental, 
adoption, or compassionate care leave, leave to care for or support their critically 
ill or injured child, or are injured, ill, or on leave without pay 

Note 

If you report insufficient amounts, it could reduce an employee’s benefits. 

CPP deficiency calculations 

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

Step 1: Subtract the CPP basic exemption for the year from the CPP pensionable earnings 
shown in box 26 on the employee’s T4 slip. 

Step 2: Multiply the result of Step 1 by the current year’s CPP contribution rate. 

The yearly CPP basic exemption appears in Appendix 2 and the CPP contribution rate 
appears on CPP contribution rate and maximum. 

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

There may be cases when you have to either start deducting CPP, or stop deducting CPP, 
for your employee during the year. For more information, see Starting and stopping CPP 
deductions. In these cases, to verify the employee’s CPP contributions before you file the 
T4 slip, use the calculation in Appendix 3. 

If you put an “X” or a check mark in box 28 (CPP/QPP, EI and PPIP exempt) on the T4 
slip and you reported amounts in boxes 16 or 17, or 26 for CPP/QPP, our processing 
system ignores the “X” or check mark.  For more information, see “Box 28 – Exempt 
(CPP/QPP, EI and PPIP)” in Guide RC4120, Employers’ Guide – Filing the T4 Slip and 
Summary. 

If you issue more than one T4 slip to the same employee, report the pensionable earnings 
amount for each period of employment in box 26 on each T4 slip. Reporting these amounts 
correctly can reduce the number of unnecessary PIER reports for CPP deficiency 
calculations, especially if the employee worked both inside and outside Quebec. 

CBWC Church Treasurer's Manual July 2023 Page 79

https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4001/employers-guide-payroll-deductions-remittances.html#P1624_177860
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4001/employers-guide-payroll-deductions-remittances.html#P437_39804
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4001/employers-guide-payroll-deductions-remittances.html#P4001_0010
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4001/employers-guide-payroll-deductions-remittances.html#P4001_0010
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4001/employers-guide-payroll-deductions-remittances.html#P1658_178241
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4120-employers-guide-filing-t4-slip-summary.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/rc4120-employers-guide-filing-t4-slip-summary.html


EI deficiency calculations 

To calculate the required EI premiums, multiply the EI insurable earnings shown in box 24 
of the employee’s T4 slip by the current year’s EI premium rate. 

See the yearly EI premium rate or in the Guide T4032, Payroll Deductions Tables. 

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

To verify the employee’s EI premiums before you file the T4 slip, fill out Appendix 5 – 
Calculation of employee EI premiums (2021). 

If you put an “X” or a check mark in box 28 (CPP/QPP, EI, and PPIP exempt) on the T4 
slip and you reported amounts in boxes 18 or 24 for EI, our processing system ignores 
the “X” or check mark. For more information, see “Box 28 – Exempt (CPP/QPP, EI, and 
PPIP)” in Guide RC4120, Employers’ Guide – Filing the T4 Slip and Summary. 

If you issue more than one T4 slip to the same employee, report the insurable earnings 
amount for each period of employment in box 24 on each T4 slip. Reporting these amounts 
correctly can reduce the number of unnecessary PIER reports for EI deficiency 
calculations, especially if the employee worked both inside and outside Quebec. 

Security options on PIER listings 

The PIER program checks security options reported as a non-cash taxable benefit in box 
38 (Security options benefits) and box 14 (Employment income) on T4 slips because such 
a benefit is pensionable but not insurable. If this type of benefit is the only amount reported 
on a T4 slip, enter an “X” or a check mark in box 28 (Exempt) under EI. Do not place an 
“X” or a check mark in box 28 (Exempt) under CPP. This benefit is pensionable and CPP 
contributions are required. 

Multiple T4 returns 

If you are an employer with a business number (BN) that has multiple payroll program 
account extensions, we will not send you a PIER report if we detect deficiencies when 
your return is processed. At a later date we will compare all T4 returns for your BN to verify 
the PIER information and contact you if we confirm there are deficiencies. If we do not find 
any deficiencies, we will cancel the PIER. If you have any questions, contact the PIER unit 
at your NVCC. 

Chapter 5 – Deducting income tax 
As an employer or payer, you are responsible for deducting income tax from the 
remuneration or other income you pay. There is no age limit for deducting income tax 
and there is no employer contribution required. 

We have forms to help you determine how much income tax to deduct: 

• Most employees and recipients fill out Form TD1, Personal Tax Credits Return. 
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• Employees who are paid commissions and who claim expenses may choose to 
fill out Form TD1X, Statement of Commission Income and Expenses for Payroll 
Tax Deductions, in addition to Form TD1. 

• Fishers fill out Form TD3F, Fisher’s Election to Have Tax Deducted at Source. 

Form TD1, Personal Tax Credits Return 

There are two types of Form TD1, Personal Tax Credits Return – federal and provincial 
or territorial. Both forms, once completed, are used to determine the amount of federal 
and provincial or territorial tax to deduct from the income an individual receives in a year. 

Individuals who will receive salary, wages, commissions, employment insurance benefits, 
pensions, or other remuneration must fill out a federal Form TD1 and, if more than the 
basic personal amount is claimed, a provincial or territorial Form TD1. For Quebec, see 
Employment in Quebec. 

An employee must fill out a Form TD1 and give it to the employer when the employee 
starts work. The employee should fill out a new Form TD1 within seven days of any change 
that may result in a change to their personal tax credits for the year. 

Note 

If your employee has more than one employer or payer at the same time and has already 
claimed personal tax credit amounts on another TD1 form, the employee cannot claim 
them again. If the employee’s total income from all sources will be more than the personal 
tax credits claimed on another TD1 form, they must check the box “More than one 
employer or payer at the same time” on page 2 of the TD1 form, enter “0” on line 13 on 
page 1 and not fill in lines 2 to 12.  

Employees who do not fill out new forms may be penalized $25 for each day the form is 
late. The minimum penalty is $100, and increases by $25 per day to the maximum of 
$2,500. 

Employees do not have to fill out new TD1 forms every year if their personal tax credit 
amounts have not changed. 

The provincial or territorial Form TD1 the employee fills out should be the form for the 
province or territory of employment. The section Which tax tables should you use? 
explains how to determine the province or territory of employment. It also explains what 
to do if the employee lives in one province or territory and works in another. If the income 
is not employment income (for example, it is pension, retiring allowance, or RRSP income), 
use the Form TD1 for the recipient’s province or territory of residence. 

You are committing a serious offence if you knowingly accept a Form TD1 that contains 
false or deceptive statements. If you think a Form TD1 contains incorrect information, call 
1-800-959-5525. 

Have a completed Form TD1 on file for each of your employees or recipients. We may 
ask to see it. 
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Note 

You may create a federal and provincial or territorial Form TD1 and have your employee 
send it to you electronically. For more information, go to Electronic Form TD1. 

Employment in Quebec 

Individuals who work or receive other income (such as pension income) in the province of 
Quebec have to fill out a federal Form TD1, Personal Tax Credits Return, and a provincial 
Form TP-1015.3-V, Source Deductions Return. 

Individuals who incur expenses related to earning commissions have to fill out a federal 
Form TD1X, Statement of Commission Income and Expenses for Payroll Tax Deductions, 
and a provincial Form TP-1015.R.13.1-V, Statement of Commissions and Expenses for 
Source Deduction Purposes. 

You can get Quebec forms from Revenu Québec. 

Claim codes 

The total amount of personal tax credits an employee claims on Form TD1 will determine 
which claim code to use. An explanation of the claim codes is in the Payroll Deductions 
Tables (T4032). 

In some cases, you will use one claim code for the federal Form TD1 and another claim 
code for the provincial or territorial Form TD1. 

If your employee does not fill out a Form TD1, use the code that corresponds to the basic 
personal amount. 

A non-resident employee may not have a claim amount on Form TD1. For more 
information, see page 2 of Form TD1. 

Request for more tax deductions from employment income 

Employees can choose to have more tax deducted from the remuneration they receive in 
a year. To do this, they have to give a federal Form TD1 to their employer that shows how 
much more tax they want deducted. This amount stays the same until they give their 
employer a new Form TD1. 

You should advise part-time employees that it could be beneficial to have more income 
tax deducted from the remuneration they receive. In this way, they can avoid having to 
pay a large amount of tax when they file their income tax and benefit returns, especially if 
they have worked part-time for different employers during the year. 

Deduction for living in a prescribed zone 

Employees who live in a prescribed zone during a continuous period of at least six months 
(that begins or ends in the tax year) may be entitled to claim a residency deduction when 
they file their income tax and benefit return. Employees may claim a deduction for this on 
Form TD1. The deduction will reduce the remuneration on which you withhold income tax. 

If you provide housing and travel assistance benefits, see all of the following: 
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• Guide T4130, Employers’ Guide – Taxable Benefits and Allowances 

• Guide RC4054, Ceiling Amounts for Housing Benefits Paid in Prescribed Zones 

• Northern residents 

Form TD1X, Statement of Commission Income and Expenses for Payroll Tax 
Deductions 

Employees who are paid in whole or in part by commission and who claim expenses may 
choose to fill out this form in addition to Form TD1. They can estimate their 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 

• the current year’s estimated figures 

Employees who choose to fill out Form TD1X have to give you the form by one of the 
following dates: 

• on or before January 31 if they worked for you last year 

• within one month of the date their employment starts 

• within one month of the date their personal tax credits have changed 

• within one month of the date any change occurs that will substantially change the 
estimated remuneration or expenses previously reported 

Note 

An employee may choose, at any time during the year, to revoke in writing the election 
they made on Form TD1X. If so, use the total claim amount from the employee’s Form 
TD1 instead.  

There is only one Form TD1X for federal, provincial, and territorial tax purposes. For an 
employee in Quebec, see Employment in Quebec. 

Tax deductions from commission remuneration 

If an employee is paid on commission or receives a salary plus commission, you can 
deduct tax in one of the following ways: 

Employees who earn commissions without expenses 

If you pay commissions at the same time you pay salary, add this amount to the salary, 
then use the Payroll Deductions Online Calculator (PDOC), the Payroll Deductions 
Formulas (T4127), or the manual calculation method found in Section A of the Payroll 
Deductions Tables (T4032). If you pay commissions periodically or the amounts fluctuate, 
you may want to use the bonus method to determine the tax to deduct from the 
commission payment. See Bonuses, retroactive pay increases, or irregular amounts to 
find out how to do this. 
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Employees who earn commissions with expenses 

To calculate the amount of tax to deduct, you can use the Payroll Deductions Online 
Calculator (PDOC), the Payroll Deductions Formulas (T4127), or the manual calculation 
method found in Section A of the Payroll Deductions Tables (T4032). 

Note 

Employees who claim employment expenses on their income tax and benefit return must 
have their employer fill out Form T2200, Declaration of Conditions of Employment. 

Form TD3F, Fisher’s Election to Have Tax Deducted at Source 

When a fisher sells a catch, the fisher can choose to have the buyer, also known as the 
designated employer, deduct income tax at a rate of 20% from the proceeds of the sale. 
To do this, the fisher must fill out Form TD3F and give it to the designated employer. The 
designated employer is then responsible to deduct, remit and report the amounts withheld. 

Remuneration from which you have to deduct income tax 

You have to deduct income tax at source from all of the following types of remuneration 
in the pay periods in which the employee receives or enjoys them: 

• Salary, wages, bonuses, commissions, overtime, wages in lieu of termination 
notice, or other remuneration (including payroll advances or earnings advances). 

• Most cash and non-cash taxable benefits and allowances including taxable stock 
option benefits, certain rent-free and low-rent housing, the value of board and 
lodging (other than an exempt allowance paid to an employee at a special work 
site or remote work location), interest-free and low-interest loans, personal use of 
an automobile that you as the employer own or lease, allowances you pay to 
employees to use their own vehicle, holiday trips, gifts, subsidized meals, or any 
other taxable benefit you pay for or provide to your employee. For more 
information, see Guide T4130, Employers’ Guide – Taxable Benefits and 
Allowances. 

• Honorariums from employment or office, a share of profit that an employer paid, 
incentive payments, director’s fees, management fees, fees paid to board or 
committee members, and executor’s, liquidator’s, or administrator’s fees earned 
to administer an estate (as long as the executor, liquidator, or administrator does 
not act in this capacity in the regular course of business). 

• Remuneration paid after an employee dies. To find out which payments you have 
to withhold income tax on, see Death of an employee in the next chapter. 

• Remuneration paid to a member of a religious order who has taken a vow of 
perpetual poverty, unless you pay the remuneration to the order or the employee 
gives you a letter of authority approved by a tax services office. 

• Certain tips and gratuities employees receive for services they carry out. 
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• Remuneration received while on vacation, furlough, sabbatical, or sick leave, or 
for lost-time pay from a union, vacation pay, payments received under a 
supplementary unemployment benefit plan (SUBP) that does not qualify as a 
SUBP under the Income Tax Act (for example, employer paid maternity and 
parental top-up amounts), and payments for sick leave credits and accrued 
vacation. 

• Wage-loss replacement plans benefits. For more information, see Wage-loss 
replacement plans. 

• Pensions, retiring allowances (also called severance pay), certain amounts 
received for wrongful dismissal, and death benefits. 

• Distributions from a retirement compensation arrangement (RCA.) 

• Additional amounts that you as an employer pay while participating in a job 
creation project that Service Canada has approved. 

• Benefits under the Employment Insurance Act. 

• Benefits under the Employment Insurance Act respecting parental insurance. 

• Amounts received from a current or former employee life and health trust other 
than a payment of a “designated employee benefit.” 

Reducing remuneration on which you have to deduct income tax 

Certain amounts that you deduct from the remuneration you pay an employee, as well as 
other authorized or claimed amounts, can reduce the amount of remuneration from which 
you deduct tax for the pay period. Reduce the remuneration by the following amounts 
before you calculate tax: 

• A deduction for living in a prescribed zone. 

• An amount that a tax services office has authorized (see Letter of authority.) 

• Employee’s contributions to a registered pension plan (RPP)—for details on how 
to determine the exact amount of these contributions, see the section called 
Contributions to an RPP. 

• Union dues. 

Note 

The Quebec provincial rules for reducing remuneration for union dues are 
different—see the Guide TP-1015.G-V, Guide for Employers: Source Deductions 
and Contributions, which you can get from Revenu Québec. 

• Employee’s contributions to a retirement compensation arrangement (RCA) or 
certain pension plans. For more information on determining whether an 
employee can deduct contributions to an RCA, see Guide T4041, Retirement 
Compensation Arrangements. 
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• Employee’s and employer’s contributions to a registered retirement savings plan 
(RRSP) provided you have reasonable grounds to believe the employee can 
deduct the contribution for the year (see the section called RRSP contributions 
you withhold from remuneration). 

• Employee’s contributions to a pooled registered pension plan (PRPP), or a 
similar provincial pension plan, as long as the plan is registered with the Minister 
of National Revenue and you have reasonable grounds to believe the employee 
can deduct the contributions for the year. For more information, go to The Pooled 
Registered Pension Plan (PRPP). 

Do not subtract CPP contributions and EI premiums to determine the remuneration that 
requires tax deductions. 

Example 
David is paid weekly (52  pay periods per year).   
Basic salary  $500.00  
Plus: taxable benefits    $50.00  
Gross remuneration $550.00  
Minus: weekly deductions for:   $25.00  
RPP contributions     $5.50 
Union dues   $77.00  
Deduction for living in a prescribed zone ($11.00 per day × 7 
days) $107.50  
Total weekly deductions   $442.50  
Remuneration that requires tax deductions at source  

Letter of authority 

Your employee will have to give you a letter of authority from a tax services office in order 
for you to reduce the amount of tax you deduct from the remuneration that you pay to the 
employee. For example, this would be the case if an employee makes deductible RRSP 
contributions during the year, or if an employee lives in one province or territory but works 
in another and will have too much tax deducted. 

To get a letter of authority, the employee has to send Form T1213, Request to Reduce 
Tax Deductions at Source, or a written request to the appropriate Taxpayer Services 
Regional Correspondence Centre. For a complete list of these centres and their address, 
go to Where to send the request. The employee should include documents that support 
their position why less tax should be deducted at source. For example, if the employee 
regularly contributes to an RRSP in the year, they should provide documents to show the 
amounts they contribute. 

We usually issue a letter of authority for a specific tax year. If an employee has a balance 
owing or has not filed outstanding income tax and benefit returns, we will not usually issue 
a letter of authority. 

Keep all letters of authority with your payroll records so our officers can review them. 
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Note 

Non-resident employees who carry out services in Canada and non-resident directors 
should not use Form T1213. For more information, see Chapters 5 and 6. 

RRSP contributions you withhold from remuneration 

A registered retirement savings plan (RRSP) contribution you withhold from the 
remuneration you pay an employee in a year automatically reduces the remuneration on 
which you have to deduct tax if you make the contribution on behalf of the employee. This 
applies to an RRSP contribution you withhold from remuneration on which you have to 
deduct tax, regardless of the amount of the payment or whether it is paid periodically or in 
a lump-sum. However, you have to have reasonable grounds to believe that the employee 
can deduct the contribution for the year. 

Note 

The total amount the employee contributes to their RRSP or to their spouse’s or common-
law partner’s RRSP cannot be more than the employee’s available RRSP deduction 
limit for the year.  

Generally, we consider you to have reasonable grounds when your employee has given 
you confirmation that the contribution can be deducted for the year or you have a copy of 
the employee’s RRSP deduction limit statement from their notice of assessment. 

You do not need confirmation of the employee’s RRSP deduction limit when you directly 
transfer the eligible part of a retiring allowance to their RRSP. This is because a special 
deduction under paragraph 60(j.1) of the Income Tax Act applies to this amount. For 
information on how to calculate the eligible part of a retiring allowance, see Transfer of a 
retiring allowance. 

Note 

The employee is not allowed to transfer the eligible part of a retiring allowance to their 
spouse’s or common-law partner’s RRSP.  

Contributions to an RPP 

If the registered pension plan (RPP) requires or permits employees to make contributions, 
you have to determine the amount of contributions that your employee can deduct on their 
income tax and benefit return. You have to do this before you can calculate the amount of 
tax to deduct. In addition to contributions for current service, make sure you consider any 
contributions for past service. 

For information on contributions to an RPP for current or past service, see archived 
Interpretation Bulletin IT-167, Registered Pension Plans – Employee’s Contributions, and 
Guide T4040, RRSPs and Other Registered Plans for Retirement. 

You have to report these contributions on a T4 slip. For information on how to report RPP 
contributions on a T4 slip, see “Box 20 – RPP contributions” in Guide RC4120, Employers’ 
Guide – Filing the T4 Slip and Summary. 
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Calculating income tax deductions 

To determine the amount of income tax to deduct, use one of the following tools: 

• the Payroll Deductions Online Calculator (PDOC) 

• the Payroll Deductions Tables (T4032) 

• the Payroll Deductions Supplementary Tables (T4008) 

• the Payroll Deductions Formulas (T4127) 

To find out which method is best for you, see Payroll Deductions Tables. 

Note 

Even if the period of employment for which you pay a salary is less than a full pay period, 
you must continue to use the tax deductions table that corresponds to your regular pay 
period. 

You can also use a manual method to calculate your employee’s income tax deductions. 
For more information, see the instructions in the section called “Step-by-step calculation 
of tax deductions” in Section A of the Guide T4032, Payroll Deductions Tables. 

You have to deduct tax according to the claim code that corresponds to the total personal 
amount the employee claims on Form TD1. If an employee states that their total expected 
income from all sources will be less than the total amount claimed, do not deduct any 
federal, provincial or territorial tax. However, if you know this statement is false, you have 
to deduct tax on the amounts you pay. For more information, see Claim codes. If you need 
advice, call 1-800-959-5525. 

Tax deductions on other types of income 

For tax deductions on other types of income, such as bonuses, director’s fees, and retiring 
allowances, see Chapter 6. 

Labour-sponsored funds tax credits 

The tax credit for solely federally registered labour-sponsored venture capital 
corporations has been eliminated for 2017 and later years. However, tax deductions at 
source can be reduced by the tax credit that applies to the purchase, by the employee, of 
approved shares of capital stock in a provincially registered labour-sponsored venture 
capital corporation. For information on the labour-sponsored funds tax credits, see Guide 
T4127, Payroll Deductions Formulas. 

Non-resident employees who carry out services in Canada 

Employers have to deduct income tax from remuneration they pay to non-resident 
employees who are in regular and continuous employment in Canada in the same way 
they do for employees who are resident in Canada. This applies whether or not the 
employer is a resident of Canada. A tax treaty between Canada and the country of 
residence of a non-resident employee providing services in Canada may provide relief 
from Canadian tax deductions. 
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Note 

For information about employment in Canada by certified non-resident employers, see 
Employment in Canada by certified non-resident employers. 

Application for a waiver of tax withholding 

A non-resident employee who wants less tax to be withheld based on a tax treaty can 
send a letter or a waiver application with supporting documents to the applicable 
International Waivers Centre of Expertise. To find out which centre the employee should 
send the application to, go to Where to send waiver application. 

Notes 

You also have to deduct tax from payments you make to non-resident individuals, 
partnerships, or corporations for services rendered in Canada that they did not carry out 
in the ordinary course of an office or employment. For more information about payments 
for services other than in the course of employment, see Guide RC4445, T4A-NR – 
Payments to Non-Residents for Services Provided in Canada. 

In addition, you may have to deduct tax, if you pay or credit an amount, such as interest, 
a dividend, rental income, a royalty, pension income, a retiring allowance, or other similar 
types of income to a non-resident of Canada, or if you pay, credit, or provide an amount 
as a benefit for film or video acting services rendered in Canada. See Guide T4061, NR4 
– Non-Resident Tax Withholding, Remitting, and Reporting. 
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A.2 Clergy Residence Deduction 
 (Belovska, Charities Handbook 20th Edition, 2016) © Canadian Centre for Christian 
Charities, www.cccc.org Not to be Used or Further Reproduced Without Permission. 

Deduction Overview 

The clergy residence deduction, as set out in subsection 8.(1)(c) of the Income Tax Act 
(ITA), allows an eligible individual to reduce their income subject to taxation for costs 
associated with their housing.  An eligible individual is someone who meets both the 
“status test” and the “function test”, as described below. The Canada Pension Plan (CPP) 
also addresses the clergy residence deduction, which may cause a reduction in CPP 
pensionable earnings; this is set out in the payroll administration section of this chapter. 

An eligible individual may claim a clergy residence deduction through one of two methods: 

1. When the annual rental value, including utilities, of a residence or other 
accommodation is supplied by the employer. 

2. If a residence or other accommodation is not supplied by the employer, then an 
eligible individual is entitled to deduct the rental value plus utility costs of a home 
they own, or, the rent plus utilities paid for rental accommodation.  

Specific limitations will be discussed later in this chapter. 

Individuals Eligible for the Clergy Residence Deduction 

The courts have determined that if a specific ITA provision affords relief from the general 
rules, that provision must be strictly interpreted and, for the individual to be entitled to the 
relief, he or she must meet every eligibility criteria. To be eligible for the clergy residence 
deduction, the individual must be 

1. a member of the clergy, a member of a religious order, or a regular minister of a 
religious denomination (the status test); and 

2. in charge of, or ministering to, a diocese, parish, or congregation, or be engaged 
exclusively in full-time administrative service by appointment of a religious order or 
a religious denomination (the function test). 

To be eligible for the clergy residence deduction, an individual must meet both the status 
and function tests. 

Note: Additional Eligibility Requirement in Quebec 

 In addition to the status and function tests, the province of Quebec has added a usage 
test to its provincial eligibility requirements for the clergy residence deduction under its 
Taxation Act. This usage test requires the taxpayer to make use of or utilize his residence 
in the course of his office or employment. Exactly what amount of usage will be required 
to be eligible for the deduction is not clear; however, employers are required to certify that 
the individual was “required to use his or her residence or lodgings in the course of his or 
her office or employment” on the necessary tax form. The rationale for the changes appear 
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to be based on the observation that the homes of certain clergy are less frequently used 
as offices or meeting spaces in carrying out their duties.  

Religious workers in Quebec who bear the cost of their own accommodations will continue 
to be eligible for the Quebec deduction if they use their homes in performing their religious 
duties as an office or meeting space. This applies to those not living in a church manse or 
parsonage. 

1. The Status Test 

Members of the Clergy 

A member of the clergy is an individual set apart from other members of the church or 
denomination as a spiritual leader. Being set apart is not restricted to ordination, nor does 
a requirement exist that such an individual be set apart by someone higher in an 
ecclesiastical hierarchy. This may be done by the congregation itself. A legitimate act of 
recognition and a serious and long-term commitment to the ministry must occur.  

Regular Minister of a Religious Denomination 

A regular minister of a religious denomination is not limited to individuals ordained or 
formally set apart for religious service. The phrase “regular minister of a religious 
denomination” was considered by the Tax Court of Canada in a series of cases heard in 
1998. In the judgments, issued in 1999, the court concluded that a regular minister is an 
individual who performs religious duties, conducts religious services, administers 
sacraments, or performs other similar religious activities. Religious functions appear to 
include conducting worship services, administering some of the rituals, ordinances, and 
sacraments, or fulfilling pastoral responsibilities for specific segments of the worship 
service or the religious organization. 

A regular minister must be appointed or recognized by a body or person with the legitimate 
authority to appoint, recognize, or ordain ministers within the congregation or 
denomination. The taxpayer so appointed or recognized must hold the position with some 
permanence.  

A religious denomination is a group of individuals having a particular system of religious 
faith or belief that is called or identified by the same name. The set of religious beliefs or 
ideology or practices of the members should be sufficiently distinct to distinguish the 
members from society as a whole. A new denomination could likely be recognized as such 
before it has an affiliation of a group of churches. 

Member of a Religious Order 

A member of a religious order may also meet the status test. For a more detailed 
discussion of religious orders, see below. 

2. The Function Test  

Ministering 

The word “ministering” means the very broad concept of serving or attending to the needs 
of a congregation, diocese, parish, or their individual members. A person of status 
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employed by a religious organization is considered to be ministering to a congregation 
such as a church, a chaplaincy audience, or a disadvantaged group if he or she is fulfilling 
a pastoral or ministerial role consistent with the religious ministry of the organization in 
which he or she has status.  

An individual of status who ministers part time or as an assistant and one having a 
specialized ministry satisfies the function test. For part-time ministering, the deduction is 
limited to income from qualifying employment. As long as ministering to a congregation is 
an integral part of his or her employment responsibilities and expectations, the activity will 
qualify.  

Specialized Ministries 

Persons who perform specialized ministering may satisfy the function test, depending on 
the significance of the ministry in the context of the particular religious denomination. 
Recognized forms of specialized ministry may include chaplaincies, religious education 
within a congregation, congregational pastoral responsibilities for music or youth, ethnic 
focus ministries, overseas and domestic missionaries, and ministries to the disadvantaged 
or disabled. 

Congregation 

A congregation is not defined by any particular church structure, territorial boundaries, nor 
the number of people gathered in one place. It is an assemblage or gathering of individuals 
to whom a minister gives spiritual counselling, advice, illumination, and inspiration. A 
person of status does not have to be in charge of a single or fixed congregation. The same 
person can serve multiple congregations. Congregations can also be of diverse and fluid 
makeup, require neither compulsory or voluntary attendance, nor homogeneity of religious 
belief. Chaplains in hospitals, jails, armed forces, and other organizations are generally 
considered to minister to congregations. Furthermore, persons of status who minister to 
the spiritual needs of disabled or handicapped persons in group homes minister to 
congregations.  

Full-time Administrative Service 

A qualified individual engaged in full-time administrative service must be appointed either 
by a religious order or religious denomination and be engaged exclusively in such service. 
The Tax Court of Canada decided that this does not mean that an individual is not able to 
engage in related religious activities. The court said that the words “full-time” and 
“exclusive” are to be understood as not earning income from any other employment. 
Qualifying administrative service generally includes only those positions requiring the 
individual to determine the organizational policies or to co-ordinate various activities of the 
ministry at the management level. Administrative service does not include strictly clerical 
functions. Staff engaged exclusively as accounting clerks, grounds keepers, or information 
technology technicians are not engaged in administrative service for purposes of the 
clergy residence deduction. If, however, a qualified individual engaged in full-time 
administrative service performs some incidental ministering activities (that would satisfy 
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the function test) in addition to duties such as managing other persons or co-ordinating 
ministry activities, they are considered to be engaged in administrative service. 

Appointment by a Religious Order or Religious Denomination 

The appointment of a person of status to administrative responsibilities must be made by 
a religious order or a religious denomination. The appointment need not be employment 
with the denomination or order itself. The appointment can be to a position with an entity 
that is controlled by the denomination or order or with an organization having sufficient 
nexus to the denomination or order. A religious order or denomination, however, cannot 
appoint a person of status to an administrative service position with another entity unless 
a significant relationship exists between the appointing body and the employing entity that 
gives the appointing organization the right of appointment. Simply recommending or 
commending a person of status for administrative service to another organization does 
not constitute appointment.  

Teaching and the Function Test 

Teaching at an educational institution, whether a denominational school, college, or 
seminary, is not by itself recognized as meeting the function test. A person who meets the 
status test and is otherwise engaged in a recognized and permitted ministry may, 
however, also engage in teaching without being disqualified for the deduction (e.g., a 
school chaplain may have some teaching responsibilities or a congregational minister may 
also take on teaching responsibilities for his or her denomination).  

A person of status who is in charge of a congregation as its pastor and who also teaches 
one or more local church education classes is not disqualified from claiming the deduction. 
Similarly, a person of status employed as a teacher and who is also employed separately 
by a congregation or denomination to conduct worship services off campus or to be 
chaplain in another facility or facilities should be eligible to claim the deduction on that 
part-time income. 

CRA has provided some additional guidelines for situations when teaching is combined 
with full-time administration. If a person who meets the status test is primarily engaged in 
teaching at a Bible college but also engages in some administrative work (e.g., serving as 
registrar or director of development), he or she will not qualify for the deduction. If, 
however, the administrative duties normally require 35 hours per week and the individual 
also teaches one or more courses outside those 35 hours, he or she will likely qualify for 
the deduction. In that situation, the appointment to the administrative position clearly has 
to be by a denomination or a religious order which controls or has a sufficient nexus with 
the Bible college.  

Religious Order  

The phrase “religious order” is not defined in the ITA and has no clear legal definition. The 
Tax Court of Canada, however, established guidelines to determine which organizations 
qualify as containing religious orders within their organizational structures as follows: 
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While I do not intend these criteria to be inflexible, I should think that the following 
characteristics would be indicative of a religious order as that expression is used in . . . 
the Income Tax Act: 

1. The purpose of the organization should be primarily religious. By this, I do not imply that 
it can have no other objects within the overall context of that religious purpose such as 
education, the relief of poverty, or the alleviation of social ills and suffering. Indeed, to 
exclude religious organizations from the definition of religious order on the ground that 
they had objects that went beyond preaching the gospel and prayer and meditation and 
extended to works beneficial to humanity such as running hospitals, or helping the poor 
and homeless, is historically incorrect, spiritually wrong, at least in the context of Christian 
orders, (see James 2:20-26) and, as a practical matter, unreasonable and unworkable. 
The propagation of the gospel has traditionally been by example, good works and 
ministering to people’s needs, not merely preaching to them. 

2. The members must agree to adhere to and in fact adhere to a strict moral and spiritual 
regime of self-sacrifice and dedication to the goals of the organization to the detriment of 
their own material well being. 

3. The commitment of the members should be full-time and of a long-term nature. In some 
cases it may be for life, but this is not essential. It is important that it not be short term, 
temporary, or part-time. 

4. The spiritual and moral discipline and regime under which the members live must be 
markedly stricter than that to which the lay church members are expected to adhere. 

5. Admission to the order must be in accordance with strict standards of spiritual and 
personal suitability. 

6. There should generally be a sense of communality. 

In formulating these criteria, I have endeavoured to draw upon the numerous authorities 
to which counsel referred me in an attempt to find a common thread that takes into account 
the varieties of religious institutions that have developed over the centuries and that is at 
the same time practical and workable within the statutory regime governed … It goes 
without saying that any definition of religious order … should not be premised upon the 
assumption of a legislative bias in favour of one particular denomination. 

A religious order will normally impose restrictions on the outside lifestyle and employment 
activities in which members may engage. A religious order will regulate the amount of 
financial support its members may receive. Members of an organization who are free to 
fundraise for their own purposes, earn income from other sources, and set their own level 
of income will not likely meet the criteria of being members of a religious order. 

Obtaining an Advance Ruling for Religious Order Status 

A religious organization may obtain an advance income tax ruling if it wishes to be 
recognized as a religious order.  

Religious organizations that wish to avail themselves of this should be aware that this is a 
technical process. It requires the person preparing the application to be familiar not only 
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with the advance ruling process, but also with the distinction between the organization and 
the class of employees who may constitute the religious order. Since this is a complex 
procedure, organizations that believe they may qualify for religious order status should 
obtain professional advice from an individual or firm that has experience in this area. The 
request for an advance ruling must be written in a way that makes it useful in later years, 
for example, when the individual who relied on the ruling to meet the status or function 
test is required to defend his or her entitlement to a CRA auditor. 

How to Determine the Body that is the Religious Order 

The tax court made a distinction between the nature and criteria of the collectivity of the 
group of employees who claim to be members of the religious order and the corporate 
structure within which the collectivity operates. It is important that this distinction between 
the corporate, legal entity and the collectivity of the members it employs be recognized 
and understood before a determination is made whether a person’s claim of membership 
in a religious order is valid. The claim’s validity cannot be determined based solely on the 
governing documents of the corporate structure which employs the collectivity of 
members. The nature and criteria of the collectivity are equally important. 

The court also confirmed that the religious order’s collectivity is distinct from an office or 
employment that a member of the order might hold within a particular organization.  

Based on the court’s reasoning in Alemu, one can safely conclude that the validity of a 
membership claim in a religious order must be determined based on the criteria applied 
to the collectivity of persons sharing the membership. It is not based solely on the 
governing documents, beliefs, standards, and objectives of the corporation which employs 
the member. 

In the Alemu case, the religious order members were all employed by the same corporate 
structure, Christian Horizons. This single employer relationship is not a requirement for 
members of a religious order. The members of the Youth for Christ religious order are 
employed by numerous corporate entities across the country. The members of most 
historical religious orders are also employed by a variety of corporate entities. For 
example, a member of the Jesuits may be employed by the order itself, a public hospital, 
or a public educational institution. The same applies to a protestant religious order. 
Nothing prevents the Youth for Christ religious order from appointing one of its members 
to work for another employer, such as a school or even the government, if the purpose for 
the appointment is consistent with the order’s beliefs, standards, and objectives. 

To determine the validity of a claim that a religious order exists, enquiries should be made 
regarding the collectivity’s beliefs, standards, and objectives. Determination of whether 
the collectivity is a religious order can be made based on the order’s doctrinal statement 
(which may or may not be the same as that for the corporate structure by which the 
collectivity’s members are employed), the mission statement, its membership manual, its 
personal lifestyle and morality standards, its admission process, and the ongoing 
relationships between the members. This information may be in written documents or may 
exist only as practices. Determining whether a religious order exists for tax purposes can 
become a matter subject to CRA audit, so demonstrable evidence is highly desirable. 
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Summary of Eligibility for the Clergy Residence Deduction 

In summary, two conditions commonly referred to as the status test and the function test 
must both be met for an individual to qualify for the clergy residence deduction. The first 
deals with the individual’s status. The second deals with the functions the individual 
performs. The first condition is met if the individual is: 

• a member of the clergy having been ordained, set apart, or recognized by a 
recognized religious denomination; or 

• a regular minister of a religious denomination which appears to include an 
individual so recognized because of the religious functions he or she performs 
within the denomination or congregation; or 

• a member of a religious order, which may include a missionary society, or a 
religious organization involved in ministry. 

The second condition is met if the individual is: 

• in charge of, or ministering to, a diocese, parish, or congregation; or 

• engaged exclusively in full-time administrative service by appointment of a 
religious order or a religious denomination. 

Note that an individual who otherwise qualifies but does not earn income from an office or 
employment; or who is not an employee of a congregation, denomination, or religious 
order; or who is not appointed by a denomination or religious order to perform ministry or 
administrative service as an employee with a body having nexus to the denomination or 
order is not entitled to this deduction.  

CRA Form T1223 Clergy Residence Deduction 

The annual completion of Form T1223, Clergy Residence Deduction, is required for an 
eligible individual to make a clergy residence deduction claim. The ITA requires the form 
to be submitted with the taxpayer’s tax return, but CRA administratively waives this 
requirement, as long as the form is retained by the taxpayer and made available for review, 
if requested. The T1223 is divided into three parts. In Part A the employee identifies him 
or herself. The employer completes Part B. The employee completes Part C for the 
calculation of the deduction. 

The clergy residence deduction is to be deducted from income from qualifying 
employment, defined as the remuneration received from the office or employment which 
qualifies the individual for the clergy residence deduction, during the period of the year in 
which income was earned from qualifying employment. The amount claimed for the clergy 
residence deduction can not exceed the total amount of remuneration for the year received 
by the taxpayer from his/her qualifying employment.  

In cases where eligible taxpayers own or rent accommodation and pay their own utilities, 
the clergy residence deduction is restricted to equal the least of the following amounts:  

• The total remuneration from the qualifying employment 
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• The greater of  

o one-third of the total remuneration from qualifying remuneration or 

o $1,000 for each month in the year during which the employee meets the 
status and function test (up to $10,000) 

• The actual rent and utilities paid (or, if the residence is owned, the fair market 
value) for the residence, for the total period it was rented or owned and the 
taxpayer was in qualifying employment. 

The clergy residence deduction in these cases must also be reduced by all other amounts 
deducted in calculating income from a business or from an office or employment in 
connection with the same accommodation, if such amounts are in respect of the same 
months or periods pertaining to the clergy residence deduction (for example, an amount 
deducted for an office in the home, or a clergy residence deduction claimed by the 
employee’s spouse).  

If an eligible individual rents his or her own residence or other accommodation, he or she 
is entitled to deduct the actual rent and utilities paid within the prescribed income limitation 
outlined above. Rent may include certain services or household equipment normally 
supplied for the particular type of accommodation. If the residence or other 
accommodation is owned, the annual rental value is ordinarily that which would be paid 
for the residence or other accommodation if unfurnished. 

As the T1223 can also be used by CRA for review purposes, the employee and employer 
must complete their sections accurately.  

Part B Section 4 - Conditions of Employment and Job Description 

In Part B, section 4 seeks to verify the information provided in section 3 dealing with how 
the individual meets the “function test,” which is an eligibility requirement in the Income 
Tax Act (ITA) for making a Clergy Residence Deduction (CRD) claim. 

The prior version of the T1223 allowed the “list of his or her duties” to be used in completing 
the T1223. This list enabled individuals to demonstrate their eligibility in a way that most 
job descriptions are not designed to do. 

The list is no longer allowed and a job description is now mandatory, along with a new 
CRA requirement for “percentage of time per week that each duty takes.” 

This job description now serves as both an in-house human resource tool and an 
assessment document for tax authorities to determine whether an individual does or does 
not meet the “function test.” 

CCCC Suggestions for Preparing Job Descriptions 

Employers should carefully prepare job descriptions for individuals eligible to claim the 
CRD. 

The first step in this process is to review the item selected in the T1223’s Part B Section 
3, which describes the employee’s function. The employee would have been described as 
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• being in charge of a diocese, parish, or congregation; 

• ministering to a diocese, parish, or congregation; or 

• engaged exclusively in full-time administrative service by appointment of a 
religious order or religious denomination. 

This choice must be clearly and unequivocally backed up by the employee’s job 
description. This may involve revising the current job description in order to clarify the 
specific functions carried out by the employee in language that can be easily understood 
by the tax authorities, and not just a religious audience. If so, the revisions should be 
reviewed with the employee and possibly legal counsel. It is imperative that the job 
description remain an accurate and truthful reflection of the actual duties and functions 
carried out by the employee. 

The terms used in section 3, as noted above, have been defined by the courts and have 
significant legal meaning. These terms include “ministering,” “congregation,” “full-time 
administrative service,” and “by appointment of a religious order or religious 
denomination.” Charities should carefully review the discussion of these terms set out 
above in this chapter, as well as in CRA Interpretation Bulletin IT-141R, and ensure they 
are familiar with the legal requirements before finalizing their employee’s job description. 

The layout of the job description should set out the job functions that speak to the law’s 
requirements in a clear fashion and in priority order, with the percentages now required 
by CRA. Details that are needed for human resources purposes should be added as an 
appendix to help avoid clutter and potential confusion. A sample follows here (provided 
for illustration purposes only): 
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CRA has not disclosed the reasons for the percentage requirement. However, it is 
reasonable to assume they are required to determine if the “function test” elements, such 
as being “engaged exclusively in full-time administrative service,” is factually correct or if 
“ministering” makes up the majority of a job’s duties. 

Box 30 of the T4 Slip  

The annual rental value of housing supplied and utilities paid by the employer is 
considered to be a taxable benefit under the ITA’s general provisions dealing with income 
from an office or employment. In effect, the specific deduction permitted for an eligible 
individual’s housing offsets this taxable benefit. Although the deduction will always equal 
the value of the benefit, to obtain certain provincial tax credits, the value of the benefit 
must be shown in Box 30 of the individual’s T4 and included in total employment income 
in Box 14. For example, this amount will be treated as rent for purposes of the Ontario 
property tax credit.  

If housing is not supplied by the employer, the deduction permitted will be determined 
either from rent plus utility costs the eligible individual pays for a residence, or the fair 
rental value plus utility costs of a residence he or she owns. In this case, the employer 
does not make an entry related to housing on the T4 slip. Box 30 is left blank. 

The two different T4 slip treatments noted above are needed to comply with the two 
separate and different ITA requirements. The different treatments are also needed to allow 
the eligible individual to complete the appropriate sub-part of Part C of Form T1223. Sub-
part (A) is for those whose housing is provided by the employer such as a manse or 
parsonage plus employer-paid utilities. Sub-part (B) is for those who own or rent their own 
housing and pay their own utilities. 

The following chart reflects this: 
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Further to the special note above, a housing allowance figure should not be put in Box 30 
of the T4 slip when housing is not provided by the employer, but is part of total cash 
remuneration disclosed in Box 14. Making an artificial entry in Box 30 removes the 
employee’s right under the ITA to correctly determine the deduction amount in sub-part 
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(B) in Part C of the T1223 Form. The form’s wording would oblige the employee to 
erroneously follow the instructions in sub-part (A). This forced mismatch nearly always 
leads to an inaccurate deduction figure. Employees frequently find their deduction amount 
is below what the ITA would allow, had they been able to complete the proper portion of 
the T1223 Form. This inappropriate Box 30 entry also, arguably, forces the taxpayer into 
non-compliance with the ITA. An inappropriate T4 slip entry leads to an incorrect T1223 
claim amount made under the wrong section of the ITA.  

Payroll Administration and the Clergy Residence Deduction 

The clergy residence deduction affects the three statutory deductions (income tax, EI, and 
CPP) in different ways. 

Income Tax 

The clergy residence deduction reduces income subject to tax. Taxpayers eligible for this 
deduction normally access this tax relief by making a clergy residence deduction claim 
when filing their individual tax returns. 

If an eligible taxpayer wishes to receive tax relief sooner (i.e., a reduction of taxes withheld 
at source during the year via payroll), one of two distinct steps must be taken, depending 
on which of the two types of clergy residence deduction methods the ITA allows the eligible 
taxpayer to claim. 

1. An eligible taxpayer receives free housing and utilities as a taxable benefit from the 
employer (e.g., a pastor housed by a church in a manse or parsonage). The fair market 
rental value of the housing and basic utilities (heat, hydro, water and sewer) paid by the 
employer are reported in Box 30 of the T4 slip. The Box 30 amount becomes the clergy 
residence deduction claim amount, per sub-part (A) of Part C of Form T1223. 

In this case, CRA administratively allows the taxpayer to simply notify the employer, in 
writing, of the employee’s intent to make a clergy residence deduction claim. When the 
written notification is received by the employer, taxes can be reduced at source. A Form 
T1213 does not need to be filed in this specific case  

2. An eligible taxpayer supplies his or her own housing and utilities by renting or owning 
the accommodation. Here, the taxpayer uses the formula in sub-part (B) of Part C of Form 
T1223, Clergy Residence Deduction to determine the claim amount. 

In this case, if the taxpayer wishes to receive advance tax relief at source of each pay, 
he/she is required to file Form T1213, Request to Reduce Tax Deductions at Source with 
CRA. CRA will review the submission and, if acceptable, issue a Letter of Authority to the 
taxpayer, with instructions to submit the Letter to the employer. Only with CRA’s Letter of 
Authority in hand will the employer be allowed to reduce taxes at source for the employee.  

The filing of a T1213 is optional. If taxpayers who intend to claim the clergy residence 
deduction want their taxes for the following year reduced at source, they must file the 
T1213 about 60 days prior to December 31. The clergy residence deduction amount 
should be included in the “Other” category near the bottom of the T1213. 
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CCCC has been contacted by numerous individuals across Canada who followed the filing 
directions supplied by CRA, but received inconsistent replies and rejections. To increase 
the probability of obtaining CRA approval, the following information should be supplied 
with the T1213: 

• A completed CRA Form T1223, Clergy Residence Deduction for the upcoming 
year for which the T1213 is being submitted. 

• A signed letter from the employer, consistent with the answers given in Part B 
(Employer) of the T1223 form. The letter should state 

• that the employee will remain eligible for the clergy residence deduction in the 
upcoming calendar year as the employee is a _______ (pick one: Member of the 
Clergy; Regular Minister of a Religious Denomination; Member of a Religious 
Order); 

• that the employee will be _______ (pick one: in charge of a congregation; 
ministering to a congregation; appointed to full-time administrative service by the 
_____ religious denomination or the _____ religious order); and 

• the estimated total compensation to be paid in the upcoming calendar year. 

• A complete detailed job description that itemizes the taxpayer’s specific religious 
duties and responsibilities at the ministry and provides a percentage of time spent 
doing each listed item. 

• Proof of how the employee meets the “status test,” as set out in the employer’s 
responses to sections 1 and 2 of Part B of the T1223 form. (Note: CRA explicitly 
states that a provincial license to perform weddings is not sufficient). 

• If the residence is rented, a letter that confirms the amount of rent and utilities the 
taxpayer expects to pay for the upcoming year for which they plan to make a CRD 
claim. 

• If the residence is owned, a letter (e.g., by a real estate professional) that confirms 
the fair market rental of the residence (unfurnished), including basic utilities (i.e., 
services for electricity, heating, water, and sewer). 

• Whether the residence is owned or rented, written confirmation of any other 
amount that will be deducted by the employee or another person (e.g., their 
spouse) for the same residence and for the same period in the upcoming year. If 
any other amount will be deducted, CRA requires the employee to declare the 
purpose of the deduction and the amount.  

Employment Insurance (EI) 

The clergy residence deduction does not reduce income subject to EI premiums. 

Canada Pension Plan (CPP) 

CRA has, at times, stated that the clergy residence deduction is exempt from CPP 
contributions. This may, or may not, be correct, depending on the facts of the situation. 
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The clergy residence deduction will reduce CPP contributions only to the extent it reduces 
CPP Pensionable Earnings below the year’s maximum pensionable earnings (YMPE). 
This can be illustrated using three eligible individuals who have the same clergy residence 
deduction claim amount, but who are at different income levels: 

 
For Pastor A, the gross earnings of $45,000 are below the YMPE. After deducting the 
$12,000 clergy residence deduction claim, the remaining $33,000 is the income subject to 
CPP contributions. As both the gross earnings and CPP pensionable earnings are below 
the YMPE figure, the clergy residence deduction claim produced a dollar-for-dollar 
reduction in CPP Pensionable Earnings. 

For Pastor B, the gross earnings of $55,000 are just above the YMPE. After deducting the 
$12,000 clergy residence deduction claim, the CPP pensionable earnings figure is 
$43,000. This is $11,900 below the YMPE (the difference between the $54,900 YMPE 
and the actual $43,000 CPP pensionable earnings). In this case, the $12,000 clergy 
residence deduction claim produced only a $11,900 reduction in CPP pensionable 
earnings. 

For Pastor C, the gross earnings of $69,000 exceeds the YMPE figure by more than the 
clergy residence deduction claim amount. After deducting the $12,000 clergy residence 
deduction claim amount, the CPP pensionable earnings figure ($57,000) remains above 
the $54,900 YMPE. Accordingly, in this case, maximum CPP contributions will still be 
made by this pastor and the clergy residence deduction claim will have produced no 
reduction in CPP pensionable earnings. 

In the cases of Pastor A and B, when completing the T4 slip, Box 26 (CPP/QPP 
pensionable earnings) must have the reduced numbers entered (i.e., respectively $33,000 
and $43,000). Pastor C would show that year’s YMPE figure (i.e., $54,900 for 2016). If 
Box 26 is left blank, CRA will default to Box 14 (Employment income) and this will result 
in the calculation of a CPP contribution shortfall for Pastor A and B. CRA will issue a 
Pensionable Insurable Earnings Review (PIER) report and demand payment of this CPP 
shortfall. To avoid the extra work of responding to a PIER, Box 26 should be filled in 
properly. 

If the eligible individual rents or owns his or her own accommodation, the employer may 
not be aware of the deduction amount the employee claimed for housing. The proper CPP 
contributions can only be made if the eligible person’s clergy residence deduction can be 
determined in advance. A reasonable determination is a written statement by the 
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employee giving the clergy residence deduction amount he or she claimed in the 
immediately preceding calendar year. 

Alternatively, though not recommended, CPP contributions may be based on 
remuneration without taking into account the clergy residence deduction, and the 
employer may request a refund of excess CPP contributions when the clergy residence 
deduction is established and claimed by the eligible individual. Excess contributions paid 
by the eligible individual are automatically refunded on filing his or her income tax return. 

The employer’s matching contribution will, however, not be automatically refunded without 
the employer filing Form PD24, Application for a Refund of Over-deducted CPP 
Contributions or EI Premiums with CRA. The employer’s excess contribution is 
permanently lost if the form is not filed within four years and produces no additional benefit 
for the employee. To avoid this, CCCC recommends that employees eligible for the clergy 
residence deduction inform employers of their intended claim at the beginning of each 
year. This will ensure that year end T4 information will correspond with the clergy 
residence deduction amount claimed by the employees in their personal tax returns. 

As a final note, if an employee fits the “Pastor A” or “Pastor B” examples above, 
consideration should be given to placing the “saved” employer and employee CPP 
contributions in a retirement savings vehicle (e.g., an RRSP). This is relevant for long-
term planning because, although the employer and employee save money each year on 
reduced CPP contributions, these employees will have less CPP at retirement. Setting 
aside the CPP “savings” each year will provide funding to help offset this reduction at 
retirement. 
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Protected B when completed

Clergy Residence Deduction
•   You have to complete this form to claim the clergy residence deduction. You complete Part A and Part C, and your employer 

completes Part B. If you have more than one employer in the year, each employer has to complete a separate Part B. In this 
situation, you must complete only one Part C calculation by combining the income from all eligible employers.

•   You do not have to file this form with your return. However, you have to keep it in case we ask to see it.

•   For more information, see Interpretation Bulletin IT-141, Clergy Residence Deduction.

Part A – Employee information (to be completed by the employee)
Last name First name Tax year Social insurance number

Home address Address of residence being claimed (if different)

Part B – Conditions of employment (to be completed by the employer)
1. Was this employee (tick whichever of the following applies): 

a) a member of the clergy? If so, specify their title as designated by the denomination or church that formally 
recognized them as well as the name of that denomination or church. Provide a copy of their proof of 
appointment (for example, an ordination certificate). 

b) a regular minister of a religious denomination? If so, specify the spiritual duties the employee is authorized to 
perform. Provide the name of the religious denomination and describe how they were appointed.

If you ticked a) or b), go to question 3.
c) a member of a religious order? If so, provide the name of the order.

2. If this employee was a member of a religious order, answer the following: 

a) Were they employed by the order on a full-time basis? Yes No
b) Does the order place restrictions on this employee's outside employment activities? Yes No

If yes, specify the restrictions. 

c) Describe how this employee was admitted to the order.

d) Are there written standards of conduct to which this employee must adhere? Yes No
If yes, are these standards exclusive to members of the order? Yes No

3. Was this employee (tick whichever of the following applies): 

a) in charge of a diocese, parish, or congregation?

b) ministering to a diocese, parish, or congregation?

c) engaged exclusively in full-time administrative service by appointment of a religious order or religious 
denomination? If so, provide the name of the organization, if different from the employer, that appointed this 
employee to their position and describe how they were appointed.

4. Provide this employee's job title and attach a detailed job description describing all of their duties. The description should
indicate the percentage of time per week that each duty takes.

5. Did you provide free accommodation to this employee? Yes No

T1223 E (19) (Ce formulaire est disponible en français.)



Protected B when completed

Employer certification
I certify that the information provided in Part B for this employee is, to the best of my knowledge, correct and complete.

Name of employer (print) Name and title of authorized person (print)

Date Telephone number Signature of employer or authorized person

Part C – Calculation of deduction (to be completed by employee)
(A) If you owned or rented the residence you occupied, complete calculation (B) below, even if you received a housing 

allowance or an allowance for eligible utilities from your employer. If the residence you occupied was provided by your 
employer (i.e., you did not rent or own the residence), the value of this benefit (including any allowance for eligible 
utilities) is shown as a taxable benefit in box 30 of your T4 slip. Claim this amount as a deduction at line 23100 of your 
return and do not complete (B) below. 

(B) If you owned or rented the residence you occupied, complete the following:
How many months did you ordinarily occupy this residence during the year?

Calculation:

1Income from qualifying employment (from all eligible employers) $ See Note 1

21/3 of Line 1 $

3Number of months in qualifying employment

4Line 3 × $1,000 (to a maximum of $10,000) $

5Enter the greater of Line 2 and Line 4 $

6

Actual rent and eligible utilities paid or, if residence owned, fair rental value 
including eligible utilities for the total period in the year that the residence was 
owned or rented and you were in qualifying employment $

 See Note 2 
Note 3 

7Deduct: All amounts claimed by you or by any person in respect of the accommodation $ See Note 4

8Line 6 minus Line 7 $

Enter the lesser of:

9Line 5 and Line 8 $

10Line 6 and Line 9 $

11Line 1 and Line 10 $

Enter the amount from Line 11 on Line 23100 of your return.

Note 1: "Income from qualifying employment" has the same meaning as "remuneration for the year from the office or 
employment" as stated in paragraph 8(1)(c) of the Income Tax Act. Do not include any CPP or QPP disability 
benefits received on line 1.

Note 2: When both the spouses or common-law partners are clergy members, each person should record the full 
amount of rent paid or the fair rental value on this line.

Note 3: The actual rent and eligible utilities paid. If the residence is owned, the fair rental value including eligible utilities, 
must be reduced by all amounts, other than the employee's clergy residence deduction (see Note 4), that are 
claimed by you or any other person, in respect of the same accommodation, if the other amounts deducted are 
for the same months or period. This could arise, for example, when you or your spouse or common-law partner 
claims work-space-in-the-home expenses.

Note 4: If both spouses or common-law partners are claiming clergy residence deductions, the person with the higher 
salary should complete the calculation first, showing "0" on this line, provided there are no other deductions for 
accommodations other than clergy residence. The person with the lower salary should then take into 
consideration the deduction with respect to the clergy residence, made by the person with the higher salary, and 
also include any other deduction for the same accommodation (as explained in Note 3).

(C) If the residence you occupied was provided by your employer (A) for part of the year and was owned or rented by you (B) 
for a different part of the year, add amounts (A) and (B) and claim the total amount on line 23100 of your return. The 
amount claimed for the clergy residence deduction can never exceed income from qualifying employment on Line 1 of 
the above calculation. 

See the privacy notice on your return.



A.3 Pension Deduction (Canadian Baptist Ministries, 2023) 
(Taken from TREASURER'S GUIDE To Pension Plan Administration) 

To make it simple, churches are obligated to offer your employees to join the pension plan 
if your employees work 20 or more hours a week. 

CBWC Church Treasurer's Manual July 2023 Page 107
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We’re here to serve you 
This administration guide is designed to help you explain the plan to your members. It also serves as 
your reference source, and it includes a brief description of administrative procedures. 

Your role in the administration of your organization’s employee retirement plan is an important one. If 
you have any questions about your plan with us, or your role as Treasurer, you can connect with your 
Customer Service Specialist by emailing grscbpp@canadalife.com. Ensure to include the word 
“Savings” in the email subject line. 

Who to contact for help 
Questions on the day to day administration of your plans such as: 

1. Assist a member with enrolling into the pension plan 
2. Sending in contributions 
3. Terminating or retiring a member from the plan 
4. Queries on member contributions 
5. Change of Treasurer or updating the current Treasurer information 

Contact your Canada Life Customer Service Specialist team, using grscbpp@canadalife.com. Include 
the word “Savings” in your email subject line. 

If plan members have questions about their account, they should contact Canada Life at  

1-833-900-3853, weekdays between 8am and 8pm ET.  

Members can also view their account online anytime at www.mycanadalifeatwork.com. 

mailto:grscbpp@canadalife.com
mailto:grscbpp@canadalife.com
http://www.mycanadalifeatwork.com/
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Access to plan information through our website 
New Treasurers need to be added to the plan before Canada Life can send the website ID and 
password letters to you. Email your Customer Service Specialist at grscbpp@canadalife.com to notify 
that you are new to the church as Treasurer. Ensure to specify the name of the church you are 
representing. Your Customer Service Specialist will ask if you are replacing another Treasurer, in the 
event Canada Life needs to remove the previous Treasurer’s information from the plan.   

As Treasurer, you’ll be registered for access to the Canada Life administrator website, 
www.grsaccess.com, when Canada Life adds your name and contract information to the plan.  

You’ll receive your Access ID and password letters in the mail, and once you receive those letters, 
you can log into grsaccess.com to see the plan online.   

Visit www.grsaccess.com - Online access for Treasurers 

What’s available for you at www.grsaccess.com  

Once you receive your logon credentials, you’ll have access to: 

• A summary of your contributions for a selected time period 

• Administrative functions such as producing Guest access, sending contributions etc 

• Approve members who enrol online  

• Update termination of employment/retirement dates 

mailto:grscbpp@canadalife.com
http://www.grsaccess.com/
http://www.grsaccess.com/
http://www.grsaccess.com/
http://grsaccess.com
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Adding new members 
Member enrolment in your RPP 
To join the RPP, each eligible employee must join the plan online. If a plan member is unable to 
access the enrolment process online, they must complete a paper Application for membership.  

See the Online Enrolments section below for more information about how a new member can join 
the plan online. Paper enrolment forms are described later in this guide, under Forms You Will Need.   

Online enrolments (Enrolment express) 
Plan members use Enrolment express to complete the enrolment process by logging onto 
www.mycanadalifeatwork.com  Treasurers use www.grsaccess.com   to approve the pending 
enrolments in the pension plan.  

A unique member ID will be created by Canada Life as each member joins the plan and establishes 
an account.  This ID is referred to as the member’s certificate number. 

1. The Treasurer will provide a new plan member with a Guest access ID and password, 
generated via Guest access on www.grsaccess.com  at Client & member details > 
Administrative functions > Guest access.  

http://www.mycanadalifeatwork.com/
http://www.grsaccess.com/
http://www.grsaccess.com/


Administration Guide for Canadian Baptist Treasurers 

 
 

 

Canada Life and design are trademarks of The Canada Life Assurance Company. Page 6 of 27 

 

When the Guest access ID/password has been generated through the website, you will 
provide the ID and password to the new plan member.  The member will follow the steps listed 
below to access the Canada Life website and join the pension plan. 

The new plan member will then visit www.mycanadalifetatwork.com , select  

Enrolment express > Register to create their own logon ID and password, select the pension 
plan as the plan they want to join, and they will enter their information online.   

After the plan member has joined the pension plan, they will have access to join the TFSA 
online, under the same policy. More information about joining the TFSA is located in the 
Helpful References and Information for Plan Members section of this guide.  

2. As Treasurer, you must verify and approve the online application form for new members who 
are joining the pension plan. When approving an enrolment the Treasurer is prompted to 
provide an enrolment date, an employment date and/or an *employee number for each 
applicant if the information was not completed by the applicant during enrolment.  

*Note: As Canada Life will automatically generate a member certificate number upon the 
successful enrolment of the new member, input the letter A in the employee number field 
during the approval process. This letter will be disregarded when the member certificate 
number is generated. Once the approval process is complete, the new member’s information 
will be loaded to the Canada Life administration system. 

These are all optional fields for the new member to complete however, the fields are 
mandatory in order to complete approval. The information entered by the Treasurer will 
override the new member’s submission. The province of employment field is a mandatory field 
for the applicant to complete; however, the Treasurer can update it during the approval 
process.  

http://www.mycanadalifetatwork.com/
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Member Contributions 
Employers and Plan Members each contribute 6% of the Member’s monthly earnings to the Plan for a 
total of 12% to be remitted to Canada Life each month.  

Plan Members may also make Additional Voluntary Contributions (AVCs). There is no matching 
Employer contribution with AVCs. Since the AVC amount must be recorded on the T4 for tax 
purposes, a member on an unpaid leave may not make an AVC. 

AVCs impact the yearly contribution limit to retirement savings plans. Plan members are allowed to 
shelter up to 18% of their earned income in their Pension Plan and RRSP savings. Plan members are 
responsible to make sure they do not over contribute. 

AVCs can be done through monthly payroll deductions or through a lump sum/ periodic payment by 
advising the Treasurer. 

Please ensure that the member has enrolled prior to sending in contributions. 

If a plan member is on a leave from work and contributions to the pension plan are going to stop 
temporarily, notify your Canada Life Customer Service Specialist team, using 
grscbpp@canadalife.com. Include the word “Savings” in your email subject line. 

mailto:grscbpp@canadalife.com
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Sending in plan contributions 
Contributions for the previous month must be sent to Canada Life by the 10th day of the following 
month. For example, February contributions must be submitted by March 10th. There is one exception 
to this process - Canada Life must receive December contributions by December 31st to ensure 
the amounts are reported in annual member statements which are issued shortly after year-end.  

Treasurers can remit contributions to Canada Life using one of two methods: 1) Online Sponsor 
Contributions or 2) through a file upload using www.grsaccess.com . If you do not have access to 
these online methods, option 3 can be used to mail a paper contribution file to Canada Life. 

In this section, you will see the step by step process to use either one of these online options.  

Important: To ensure same business day processing, contributions must be 
received by Canada Life, no later than 3pm ET. Contributions received after 3pm ET 

will be processed the following business day. 

Option 1: Online Sponsor Contributions  

Submitting contributions online: directly to member accounts 
This feature allows you to submit contributions directly to member accounts, online via 
www.grsaccess.com. Important to note, online contributions must be remitted by the Treasurer each 
month; it will not automatically occur.  

To set up this process Canada Life requires your banking information. The client authorization form as 
well as a job-aid with details on how to submit contributions online can be found on 
www.grsaccess.com under Forms > Printable forms > Employer/Plan Sponsor Forms > Online 
sponsor contributions. 

How to access online sponsor contributions 
As Treasurer, you should have already received your login and password confirmations in two distinct 
letters. 

1. Go to GRS Access (www.grsaccess.com) 
2. Enter your Administrator Access ID as indicated in the first letter 
3. Enter your Password as indicated in the second letter 
4. Click Sign in 

http://www.grsaccess.com/
http://www.grsaccess.com/
http://www.grsaccess.com/
http://www.grsaccess.com/
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Once signed in: 

5. Click Menu to open the menu items 

From the Client & member details column: 

6. Click Administrative functions  

The Administrative functions screen appears. 

7. Click Submit contributions  
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How to submit contributions for members: 
From the Start screen of the Submit contributions page: 

1. Enter the Last day of the pay period for the contribution you’re submitting by using the 
calendar to select the date 

2. Click Continue  

The Select screen appears.  

3. Select All to submit a contribution for all available plans, or select Subgroup to submit a 
contribution for specific subgroups and/or plans 

4. If you select Subgroup, check the appropriate subgroups, plans and accounts   
5. Click Continue 

The Enter contribution screen appears.  
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6. Enter contributions for each active member in the appropriate plan/account column 
a. If you want to use the amounts that were saved previously, click Use saved 

contribution amounts 
b. If you want to delete information in the table and enter new information, click Clear 

contribution amounts  
c. If you want to customize your display, click Customize display. A box will appear with 

the following options:  
i. Display social insurance number (SIN) 
ii. Display subgroup 
iii. Display certificate number 
iv. Once you make a selection, the contribution screen will display that option.  

d. Scroll down to see more members, if applicable. 
7. Click Save to save any unsaved contributions  
8. When all contributions have been entered, click Continue to save contributions and to move 

to the next screen 

NOTE: If you click the Back button, any unsaved contributions will be lost. 

A scroll bar will appear if the members listed can’t fit on the screen. However, the 
scroll bar won’t have a top arrow. If there are too many members, the scroll bar will 
become very small and can disappear under the header row. However, the scroll 
bar will appear if you use the bottom arrow or if you use the mouse to scroll.  

A single contribution amount cannot exceed $99,999.99. 
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The Confirm & submit screen appears. 

9. Confirm the information is correct.  
a. Click Back if the information isn’t correct – the table on the previous screen opens 

so you can make your corrections 
b. If you want to save the member contribution amounts as a template to use next 

time you need to enter contributions, click the Save member contribution 
amounts for use in a future contribution listing check box   

c. Click Confirm to save your information.  
d. Click Submit to submit your contributions  

IMPORTANT: You can’t access or change the information once you’ve submitted it. 
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The Print screen appears. 

10. Click Print to print the page  
11. Click Start another contribution listing if you want to submit another contribution 

NOTE: The cut-off time for submitting contributions and having them invested on the 
same business day is generally 3 p.m. eastern time. Contributions submitted after 

this time will be invested on the next business day. The withdrawal from the 
company’s bank account will be initiated on the effective date of the contribution.  
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How to update contributions that haven’t been submitted 
If you previously saved a contribution listing but you didn’t submit it, and you need to make updates to 
the listing: 

From the Start screen of the Submit contributions page: 

1. Click Edit beside the listing you want to update 

2. Enter updates 
3. Click Save 
4. Click Continue to move to the next screen  
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How to delete contributions that haven’t been submitted 
If you previously saved a contribution listing but you didn’t submit it, and you need to delete the listing:  

From the Start screen of the Submit contributions page: 

1. Click Delete beside the listing you want to delete 

2. A pop-up window appears with the question: Are you sure you want to delete the 
contribution listing?  

3. Click Yes to delete the listing – you’ll be returned to the existing page with the listing 
removed from the page, or 
Click No – you’ll be returned to the existing page with the listing remaining on the 
page 

4. Start a new contribution or edit a contribution that you haven’t submitted 
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Or option 2: Submitting contribution files to Canada Life 
Upload through www.grsaccess.com   
With each payment of plan contributions, Canada Life requires basic information to allocate the 
payment to the plan members – see sample remittance on page 12. 

• Policy/plan number 
• Time period the remittance covers 
• Member name 
• Social Insurance Number  
• Contribution amount by member broken down by contribution type (member required, member 

voluntary and employer)  
• Total amount of remittance  

You can provide this information in an excel spreadsheet and transmit electronically through the 
Canada Life website.  

To send the contribution listing electronically, use the file transfer process available on 
www.grsaccess.com > Client & member details > Administrative functions > File transfer. 

Send your cheque the same day if you are not using direct debit. If you are using direct debit, Canada 
Life will debit the amount of your contribution remittance from your corporate bank account. You do 
not need to notify Canada Life about the direct debit process each time a file is sent through the 
website. 

http://www.grsaccess.com/
http://www.grsaccess.com/
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Sample payment remittance outline: 

Pension Plan for CANADIAN BAPTIST MINISTRIES (include your church name here) 
Policy/plan number 74855 
Contributions for the period ending July 1, 2022 (remittance date) 

RPP Contributions 

Member  Social Insurance Member 
Required 

Member 
Voluntary 

Employer 

P. Smith 123456789 $200.00 $100.00 $200.00 

E. Jones  678901234 $125.00 $    0.00 $125.00 

Total  $325.00 $100.00 $325.00 

TOTAL REMITTANCE* $$750.00 
*Include the total amount of your remittance 

Option 3:  
If a Treasurer is not able to remit contributions online using either method described in this section, 
mail the paper contribution file and corresponding cheque to Canada Life at the following address:  

Canada Life 
Group Retirement Services, R1052-S7 
330 University Ave 
Toronto, ON  M5G 1R8 
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Additional Voluntary Contributions  
Members may choose to make additional voluntary contributions to the pension plan through regular 
payroll deduction or by providing a cheque to the Treasurer. A member’s T4 must include voluntary 
contributions in both registered pension plan contributions and pension adjustment amounts. 

Additional voluntary contribution funds can be remitted by the Treasurer in the same way as the 
member required/employer contributions as noted above as options 1, 2 or 3. 

Inform Canada Life of a member’s termination date 
If a member’s employment has been terminated, you’ll need to advise us of their termination date and 
indicate when you’re submitting the member’s final contribution. The final contribution may be 
submitted after you’ve advised us of their termination date.   

From the Enter contributions screen: 

1. Select the member’s name 
2. Use the calendar to fill in the Employment termination date field  
3. Select the Final contribution check box if the contribution is the last one 
4. Click Save to save any unsaved contributions 
5. Click Continue to save the termination date/final contribution and move to the next screen  



Administration Guide for Canadian Baptist Treasurers 

 
 

 

Canada Life and design are trademarks of The Canada Life Assurance Company. Page 19 of 27 

 

Reporting 

Contribution reminder process - Delinquency Reporting 
Canada Life will reach out to the Treasurer if a contribution is not received for a specified church/plan 
member as expected. The delinquency reporting contains information about plan members who have 
not received employer/member contributions and it will indicate the month(s) where Canada Life has 
not received contributions as expected. 

Step one - at 60 days: A reminder email is sent to the Treasurer. Contributions are now         
outstanding for up to 65 days from the date the contributions were 
supposed to have been remitted 

Step two - at 75 days: If contribution is not received, a second reminder email is sent to the 
Treasurer. Regional Office and CBBenefits Management is  copied on the 
email. Contributions are now outstanding for up to 75 days from the date 
that the contributions were supposed to have been remitted 

Step three - at 90 
days: 

Under pension legislation, Canada Life is required to report 
overdue/unremitted contributions to the Financial Services Regulatory 
Authority of Ontario (FSRA). This is the government regulatory body that 
oversees pension plan administration. This could result in the de-
registration of the Pension Plan; therefore, it is important for you to 
ensure this situation never occurs.  

Annual pension plan audit 
Annually, external auditors for the pension plan randomly select approximately 30 churches and 
compare contributions recorded in the church’s payroll register to the remittances recorded by 
Canada Life. If your church is selected, you will be contacted and asked to complete/return a 
Confirmation of Salary and Remittance of Pension Contributions Form.  

Since this is part of an important process, ensure to complete/return the form promptly.  

If the auditors find a discrepancy in any information, the item will be investigated, and corrective action 
will be taken as required. 
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Changing member information  
During an employee’s membership in the pension plan, specific member information may change. To 
ensure that Canada Life’s records are accurate and up-to-date, plan members should update their 
information on www.mycanadalifeatwork.com any time a change is required. Plan members can also 
call Canada Life at 1-833-900-3853 weekdays between 8am and 8pm ET to make changes to their 
information.   

If a plan member does not have the ability to update their information online and they prefer to mail a 
paper change form, Treasurers can provide a printed form located on the Canada Life website at 
www.grsaccess.com for the member to complete and mail to Canada Life. See the section below 
called Forms You Will Need for more information.   

When a member retires  
When a member elects to retire, notification can be sent to Canada Life using www.grsaccess.com. 
Click Member details>Terminate Employment, then complete the termination date and select 
Retirement as the reason for termination.   

If you prefer using email, notify your Customer Service Specialist with the retirement date for a plan 
member, at grscbpp@canadalife.com. Include the word “Savings” in your email subject line. 

Plan members should consider speaking with a Canada Life investment and retirement specialist 
within 6 months of their upcoming retirement date, to help with financial decisions related to their 
pension plan balance. Members can call Canada Life at 1-833-900-3853 weekdays between 8am and 
8pm ET.  

Upon receipt of the plan member’s retirement effective date, Canada Life will prepare a detailed 
package for the member outlining the options available. Once the member has made a decision and 
returned the required documents to Canada Life, the election will be processed as quickly as possible. 

If a retiring member does not make an election to move their pension money from the plan after the 
options package has been sent, their account will remain in the pension plan until the member makes 
a request to transfer it, or until the member reaches age 71, when the account balance will 
automatically be transferred to the Income Plan for Canadian Baptist Ministries, policy # 74856.      

Members who choose to be actively employed past their 71st birthday, must stop pension 
contributions and make an election prior to the December 31st, of the year in which they turn age 71, 
or their account balance will automatically be transferred to the Income Plan for Canadian Baptist 
Ministries, policy # 74856 and they must begin to draw income from it.  

http://www.mycanadalifeatwork.com/
http://www.grsaccess.com/
http://www.grsaccess.com/
mailto:grscbpp@canadalife.com
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When a member terminates employment  
When a member has left your employment, notify Canada Life by using www.grsaccess.com. Click 
Member details>Terminate Employment, then complete the termination date and select 
Termination of Employment as the reason for termination.   

If you prefer using email, notify your Customer Service Specialist with the termination of employment 
date for a plan member, at grscbpp@canadalife.com. Include the word “Savings” in your email subject 
line. 

Upon receipt of the plan member’s termination effective date, Canada Life will prepare a detailed 
package for the member outlining the options available. Once the member has made a decision and 
returned the required documents to Canada Life, the election will be processed as quickly as possible. 

If a terminating member does not make an election to move their pension money from the plan after 
the options package has been sent, their account will remain in the pension plan until the member 
makes a request to transfer it, or until the member reaches age 71, when the account balance will 
automatically be transferred to the Income Plan for Canadian Baptist Ministries, policy # 74856.     

When a member dies  
If a member of the group retirement savings plan dies, notify Canada Life using www.grsaccess.com.  
Click Member details>Terminate Employment, then complete the date field and select Death as the 
reason.  Any contributions made by the member or on their behalf prior to the date of death must be 
submitted. 

If you prefer using email, notify your Customer Service Specialist with the death date for a plan 
member, at grscbpp@canadalife.com. Include the word “Savings” in your email subject line. 

Upon receipt of the plan member’s date of death, Canada Life will contact the beneficiary to provide a 
summary of options available and ask for any additional information or forms required.  

http://www.grsaccess.com/
mailto:grscbpp@canadalife.com
http://www.grsaccess.com/
mailto:grscbpp@canadalife.com
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Government Reporting (RPP) 
Completing a T4 
Canada Revenue Agency (CRA uses the pension information on a T4 slip to determine the plan 
member’s taxable income and RSP contribution room.  

Box 20 – this is the total amount of regular pension contributions the plan member (employee) made 
during the previous year. This includes employee required and employee voluntary contributions 
(Additional Voluntary Contributions or AVC) 

Box 50 – Canadian Baptist Pension Plan registration number with is 0345769 

Box 52 – total member (member required and member AVC) and employer contribution 
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Forms you will need 
This section includes a brief description of the various forms available online for situations where 
employees may not have access to perform online transactions. Treasurers can access these forms 
and print a copy for plan members through www.grsaccess.com > Forms > Member Application 
Forms or Member Change Forms.  

Pension Forms: 
Application for membership in a registered pension plan 
This form must be completed by each employee joining the plan if they cannot enrol online.  

Transfer authorization for registered investments 
Complete this form if a member wishes to transfer investments from another registered plan in their 
name into their RPP Member Voluntary Account. 

TFSA Forms: 
Application for membership in a tax-free savings account 
This form must be completed by each employee wishing to join the TFSA if they cannot enrol online. 

Lump sum contribution - Tax-Free Savings Account  
This form is used by a member to make an additional lump sum contribution to a Tax-Free Savings 
Account (TFSA). Attach the completed form to the personal cheque and send it to Canada Life. 

Transfer authorization for Tax-Free Savings Account (TFSA)  
To be used when a member wishes to transfer funds from a Tax-Free Savings Account (TFSA) to 
their Group Retirement Services Tax-Free Savings Account (TFSA).  

Forms for all plan types: 
Designation of revocable beneficiary/trustee appointment 
This form is completed by the plan member to change a beneficiary, contingent beneficiary, or trustee 
appointment, if they cannot perform the update online. 

Member investment instructions 
Use this form to change direction for new contributions, maturing guaranteed investments and/or to 
transfer existing assets between investment options. 

Notice of member termination 
Complete this form when a member retires, terminates, or dies, if you are unable to complete the 
notification online.  

Notice of death, claimant  
This form is to be completed by the member’s beneficiary when a member dies.  
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Helpful references and information for plan members 
Plan Member Guides 
Members get personalized one-on-one guidance from member guides. They can help your employees 
understand what their coverage is and what their plan includes. 

From enrolment to retirement and beyond, member guides are there to build ongoing and lasting 
relationships with your employees, engaging them on a continuous basis through their life to help 
ensure their needs are being met. 

For many Canadians, retirement is one of the most complex financial decisions they’ll need to make.  

Canada Life’s investment and retirement specialists are salaried professionals, which means they’ll 
help your plan members make decisions that work for them. Each specialist has extensive expertise 
in financial services. They have industry-recognized financial designations and life insurance licenses.  

Members can get in touch with a specialist by email at retirementready@canadalife.com or call 1-
833-900-3853, weekdays from 8 a.m. to 8 p.m. ET. Members can also book an appointment with a 
plan member guide using http://canlife.co/cbbenefits (or http://canvie.co/cbbenefits_fr for French). 

What’s available for members at www.mycanadalifeatwork.com    

Your members will have access to: 

• View and change their personal information (name, address, email, phone, etc.)  
• Review their plan information (type of plans, investment options available, etc.) 
• Access interest rates and net unit values for investment options available to their plans 
• Add or change their plan beneficiary 
• Perform online withdrawals if the plans permit 
• Access fund reviews and fund reports available to their plans 
• View a breakdown of their current investments by plan and account 
• View and change their future and maturing investment allocation instructions  
• Submit a request to transfer investments between investment options 
• Order plan statements for a specified time period 
• Walk through the entire retirement planning process – assess the cost of retirement, discover 

their investment personality, and select their investment option 

Booklets 
Canada Life produces member booklets, outlining the specific plan details. Member booklets are 
posted online for members to access any time. Booklets can be found at 
www.mycanadalifeatwork.com under Info Centre for savings > Tools and Resources > Planning 
and Learning > Member Booklets. 

http://canlife.co/cbbenefits
http://canvie.co/cbbenefits_fr
mailto:retirementready@canadalife.com
http://www.mycanadalifeatwork.com/
http://www.mycanadalifeatwork.com/
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•   

Member enrolment in the TFSA  
To join the TFSA, each eligible employee must join the plan online. If a plan member is unable to 
access the enrolment process online, they must complete a paper Application for membership.  

See the Online Enrolments section for more information about how a new member can join the plan 
online. Paper enrolment forms are described in this guide, under Forms You Will Need.   

Identifying a member – Certificate number 
A unique member ID will be created by Canada Life as each member joins the plan and establishes 
an account.  This ID is referred to as the member’s certificate number. A member’s certificate number 
is the same for their pension plan and their TFSA.  

Member transfers from other plans 
Members have the option of transferring assets from other personal/registered plans, into their RPP or 
TFSA available through Canada Life. 

Transfers from another plan can be made by using the applicable Transfer authorization form 
located on the Canada Life website. Treasurers can access these forms and print a copy for plan 
members through www.grsaccess.com > Forms > Member Change Forms if the member does not 
have access to the form online themselves. 

Changing a beneficiary or successor holder appointment  
If a plan member wishes to change the beneficiary/successor holder appointed to receive the death 
benefits under the plan, the member should make updates online at www.mycanadalifeatwork.com.   

Online, members can also appoint: 

• A contingent beneficiary/successor holder, to receive the death benefits if the beneficiary 
predeceases the member 

• A trustee, which is required for all beneficiaries/successor holders under the age of 18 

If a plan member does not have the ability to make the update online, Treasurers can access these 
forms and print a copy for plan members through www.grsaccess.com > Forms > Member Change 
Forms.  

Changing Member investment options 
Members of the plan have the option of making changes to their investment direction. To make a 
change, members should complete the transaction on www.mycanadalifeatwork.com.   

If a plan member does not have the ability to make the update online, Treasurers can access these 
forms and print a copy for plan members through www.grsaccess.com > Forms > Member Change 
Forms.  

http://www.grsaccess.com/
http://www.mycanadalifeatwork.com/
http://www.grsaccess.com/
http://www.mycanadalifeatwork.com/
http://www.grsaccess.com/
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Members may also call Canada Life at 1-833-900-3853 weekdays between 8am and 8pm to make 
investment changes.  

Member statements  
Each member of the plan will receive a semi-annual member statement which outlines: 

• Contributions received 
• Reinvestments 
• Transfers between investment options 
• Fund values 
• A personalized rate of return 
• A schedule of upcoming reinvestments in the guaranteed investments 
• Current non-financial information (such as beneficiary and date of birth) 

Plan members should review these statements carefully. If changes to plan member information is 
required, call Canada Life at 1-833-900-3853 weekdays between 8am and 8pm ET.  



A.4 Calculation Samples 
The CRA encourages employers to take advantage of its electronic payroll deductions 
services: 

• Payroll Deductions Online Calculator (PDOC) – You can use this application to 
calculate payroll deductions for all provinces and territories except Quebec. It 
calculates payroll deductions for the most common pay periods (such as weekly 
or biweekly), based on exact salary figures. You will find the PDOC at  Payroll 
Deductions Online Calculator. 

• Payroll Deductions Tables (T4032) – Use these tables to calculate payroll 
deductions for the most common pay periods. They are available at Payroll. 

• Payroll Deductions Supplementary Tables (T4008) – Use these tables to 
calculate payroll deductions for irregular pay periods (for example, 10 times per 
year or daily). They are available at Payroll. 

• Payroll Deductions Formulas (T4127) – You may want to use these formulas 
instead of the tables to calculate your employees’ payroll deductions. This guide 
contains formulas to calculate CPP contributions, EI premiums, and federal, 
provincial (except Quebec), and territorial income tax. They are available at 
Payroll. 

All the Payroll Deductions Tables are available for each province and territory (except 
Quebec) and for employees working in Canada beyond the limits of any province, or 
outside Canada. 

The CBWC recommends churches to use the online calculator. You can click the following 
link to visit the online calculator. 

https://www.canada.ca/en/revenue-agency/services/e-services/e-services-
businesses/payroll-deductions-online-calculator.html 

Basic Income Information 
– Calculate Payroll Deductions in 2023 for Pastor John Minister in BC  
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A. Employee Income 
Calculation 

Income #1 Income #2 Income #3 Income #44 

Monthly Annual Monthly Annual Monthly Annual Monthly Annual 

1. Employee Earnings: $3,785.42 $45,425.00 $3,785.42 $45,425.00 $3,785.42 $45,425.00 $3,785.42 $45,425.00 
2. Car allowance 

(subject to CPP & EI 
Deductions; T4 slip 
Box 40) 

$300.00 $3,600.00 $300.00 $3,600.00 $300.00 $3,600.00   

3. Employee 
Contribution to 
RRSP/Sun Life 
Pension 

  -$227.13 -$2,725.50     

4. Clergy Residence 
Deduction  
(subject to EI yet 
not to CPP & tax) 

$1,600.00 $19,200.00     $1,600.00 $19,200.00 

Total $5,737.92 $68,855.00 $4,137.92 $49,655.00 $4,012.55 $48,150.6 $5,385.42 $64,625.00 

 

Recommended - Payroll Deductions Online Calculator (PDOC) 

Step 1: Select the type of calculation 

 
Explanation: Choose Salary for most of the cases. 

 

 
1 Income #1 is subject to EI deduction. This income is the total income of pastor John Minister. We 
assume that Pastor John has received the Letter of Authority from CRA and handed it to the church.  
According to CRA Employers' Guide, you deduct EI premiums from employer contributions to 
RRSP "except where employees cannot withdraw amounts from a group RRSP until they retire or 
cease to be employed". In this case, Sun Life Pension Plan is a defined contribution pension plan 
(DCPP), which is one type of a Registered Pension Plan. 
2 Income #2 is subject to Income tax. 
3  Income #3 is subject to CPP. According to CRA Employers' Guide, you don't deduct CPP 
contributions from "amounts for the residence of a clergy member if they receive a tax deduction 
for the residence". Car allowances is taxable and pensionable, meaning that it's subject to CPP 
deduction. 
4 Income #4 is subject to Employee Sun Life Pension Plan. According to the Plan Administration 
Guide, monthly earnings for ministry leaders = salary plus housing allowance, if applicable. Monthly 
earnings for support staff = salary. 
5 Clergy Residence Deduction is not subject to income tax and CPP, yet subject to EI. 

Choose Salary for most of the cases 
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Step 2: Fill in basic information 

 
 

Step 3: Fill in income 

  
CRA definition of Housing Benefit: "If you provide an employee, including the 
superintendent of an apartment block, with a house, apartment, or similar accommodation 

It's recommended to enter gross salary per pay 
period, including clergy residence deduction (CRD) 

For non-salary staff, if a vacation pay amount is 
paid out each pay period, enter it here 

Typically not apply. So leave No bonus. 

Must select if church pays for life insurance premiums through the 
Sunlife Pension Plan or provides other non-salary benefits as noted. 

Must select if pastors joins Sun Life Canadian 
Baptist Pension Plan. 

Usually not applicable; Not for CRD 

Usually not applicable 

If your employee has given you the CRD approval letter 
from CRA, “No housing benefit or allowance” is the 
selection. CRD should be included in salary/wage on top 
of this page. If a Housing benefit or allowance is being 
paid, select Housing benefit or allowance accordingly. 
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rent free or for less than the fair market value (FMV) of such accommodation, there is a 
taxable benefit for the employee." Housing Benefit is taxable and pensionable. 

CRA definition of Housing Allowance: "If you give your employee an allowance to pay 
for rent or utilities, include the allowance in your employee's income as a taxable housing 
and/or utilities benefit." 

Clergy residence deduction (CRD): Please refer to Section A.2 for more details. 

 CRD: Employer provided or paid – benefit: If you provide your employee with free 
or low-rent accommodation, do not include the accommodation and utilities share 
of the benefit that is equal to the clergy residence deduction, in your employee’s 
income when you calculate the income tax and CPP contributions to deduct as 
long as your employee does both of the following: (Canada Revenue Agency, 
2020) 

 gives you a completed Form T1223, Clergy Residence Deduction 

 tells you in writing they intend to claim the clergy residence deduction and tells 
you the amount of the deduction that will be claimed 

 CRD: Employee owned or rented – allowance: Your employee may own or rent 
the accommodation and pay for utilities either out of their own money or by using 
the allowance you paid to them. If your employee will be claiming the clergy 
residence deduction on their personal income tax and benefits return, they may 
get a letter of authority from a tax services office to reduce the income on which 
you have to deduct tax and CPP. When your employee provides you with a letter 
of authority from a tax services office, reduce the income by the amount stated in 
the letter. 
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Step 4: Fill in taxable benefits and allowances 

  
Check the following link for detailed information on taxable benefits and allowances. 

https://www.canada.ca/en/revenue-
agency/services/tax/businesses/topics/payroll/benefits-allowances/benefits-allowances-
chart.html 

Step 5: Fill in year-to-date earnings 

Both CPP and EI have maximum annual contributions that could be triggered and change 
net pay for your employees if their gross salary for the year is above certain thresholds. 
Unless there is an agreement between the congregation and employee to ignore these 
thresholds (keeping CPP and EI deductions constant for the year) and for the employee 
to recover their overpayment through income taxes, this may involve recalculating 
employee pay periodically during the year.  

For the calendar year 2020, the maximum CPP an employee or employer can contribute 
for the year is $2,898.00, and the maximum annual EI premium is $856.36. 

Make sure you fill in cash benefits as you indicated in the last 
step. Note: This number doesn’t match the calculation result 
below. It’s just there for demonstration purposes. 

If your employee has given you an approval letter from 
CRA, then enter the number here (per period). 

You'll get this error if you put in "300.1" 
instead of "300.10"! 

Must fill in contributions for employees 
joined Sunlife Canadian Baptist 
Pension Plan. 

Canadian Baptist Choices Group Benefit Flex plan managed 
by Great West Life is not considered insurable, pensionable, or 
taxable income. Don't claim it here. 
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Note: If you want to know more about Claim Code and TD1, please go to the following link 
to read Guide T4001 Chapter 5. 

https://www.canada.ca/en/revenue-agency/services/forms-
publications/publications/t4001/employers-guide-payroll-deductions-remittances.html 

Claim Code 1 is the default and usually the 
choice to make. 

To make it simple, we choose the pay period 
of January, and the year-to-date amount is 
0. 
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Step 6: Result 
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Section B: Canadian Centre for Christian 
Charities 

CBWC Church Treasurer's Manual July 2023 Page 141



B.1 Accountability and Trust 
(CCCC, 2020) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

As public trust in charities continues to decline, a growing number of Canadians are 
looking for evidence of a charity’s credibility before deciding to make a donation. Many 
ministries struggle to demonstrate their trustworthiness in a compelling way and find it 
challenging to ensure that they are meeting the highest standards. 

Accredited Membership with the Canadian Centre for Christian Charities (CCCC) helps 
ministries to demonstrate financial and organizational integrity. Accredited Members 
agree to abide by CCCC’s Standards of Accountability and voluntarily undergo regular 
external reviews. Accreditation provides tangible evidence of a charity’s transparency and 
desire to exceed the minimum requirements for maintaining charitable status. This pro-
active approach builds trust and inspires confident, generous giving. 

Standard 1 Christian Ministry 
The charity demonstrates its commitment to the Christian faith.  

1.1 All members of the governing board (the “Board”), officers, and key staff annually 
affirm a written statement of faith that is consistent with the commonly held and historic 
central tenets of the Christian faith. 

1.2 The organization publicly declares a Christian mission that guides its values and 
activities. 

Standard 2 Diligent Governance 
The charity is governed by an independent, active board that establishes policy and 
reviews the impact of the organization’s activities. 

2.1 Board Composition 

a. The Board has at least five members. 

b. A majority of the Board members reside in Canada. 

c. A majority of the Board members are at arm’s length to each other and to the 
CEO/Lead Pastor.  

d. No member of the Board may be an employee of the organization or receive, 
directly or indirectly, any remuneration from the organization unless,  

i. the organization is constituted by a Special Act that provides such an 
exception, 

ii. the organization is a university accredited with a body that requires a faculty 
member to be appointed to the board (if permitted by law), or 
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iii. an arrangement with a director for goods or services is permitted by and 
carried out in accordance with the organization’s bylaws, conflict-of-interest 
policy, and any relevant legislation. In such situations, at a minimum, 

• the discussion and decision must occur with the director absent, 

• the organization must document its analysis of why the arrangement is in the best 
interests of the charity, 

• the arrangement is disclosed in accordance with any requirements of the Canadian 
Accounting Standards for Not-For-Profit Organizations, and 

• the remuneration is not for services provided by a director in their capacity as a 
director or employee. 

For clarity, reimbursement for out-of-pocket expenses is not considered remuneration if in 
accordance with CRA’s policy guidance3, and where the spouse of a director is employed 
by the organization, the remuneration paid to the spouse is an indirect benefit to the 
director. 

e. There are at least as many voting members of the organization as members of the 
Board. 

2.2 Board Meetings 

a. The Board holds at least two full agenda meetings each year where the discussion 
is not restricted to one specific issue (e.g., appointing officers). 

b. Quorum is at least a majority of the authorized number of Board members.  

c. The Board keeps proper written minutes of all meetings. 

2.3 Board Responsibilities 

a. The Board ensures that the organization complies with the organization’s 
governing documents. 

b. b. The Board ensures that the organization adheres to all the requirements of the 
CCCC Standards of Accountability. Each Board member, officer, and key staff 
member, when elected or appointed, receives a copy of these Standards and the 
organization’s governing documents and relevant policies. 

c. Each member of the Board acts in the best interests of the organization and is not 
controlled or restricted by any external entity or interest. Any real or perceived 
conflict of interest is declared and is subject to board policy as per Standard 4.6. 

d. The Board maintains control over the organization. 

e. The Board creates policy for the organization. 

f. The Board ensures that all necessary regulatory filings are prepared factually, 
accurately, and remitted on a timely basis. 

g. The Board has a process to regularly review the performance of the CEO/Lead 
Pastor based on reasonable criteria. 
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2.4 Program Evaluation 

The Board monitors the effectiveness, efficiency, and impact of the organization’s 
activities by regularly reviewing program evaluations conducted by management. The 
Board is aware of and considers the impact of its activities on an ongoing basis. 

2.5 Annual Meeting of the Members 

The organization holds an annual meeting to, among other things, 

 fulfill the requirements as identified in the organization’s governing documents 
or relevant legislation; 

 inform members of its activities, performance, and achievements; 

 provide reasonable opportunity for members to ask questions or seek clarity 
about matters of legitimate interest. 

Standard 3 Financial Oversight and Transparency 
The charity demonstrates transparency and proper financial oversight through an 
independent financial audit, an audit review committee, and public disclosure of its 
financial statements. 

3.1 Financial Statement Preparation and Audit/Review 

a. The organization prepares complete and accurate financial statements in 
accordance with Canadian Accounting Standards for Not-For-Profit Organizations. 
The statements are received  and approved by the Board and presented to the 
members within six months of the fiscal year end. 

b.  The financial statements are audited by an independent licensed public accountant 
(“auditor”). An organization with less than $1M in total annual revenue as reported 
on line 4700 of its T3010 Charity Information Return can opt to have an auditor 
complete a review engagement (if permitted by law in its jurisdiction). 

3.2 Audit Review Committee 

a. The Board appoints an audit review committee (“audit committee”) that consists of 
at least three members of the Board. 

b.  The Board may appoint individuals to the audit committee who are not members 
of the Board, provided that at all times a majority of the audit committee members 
are members of the Board. 

c. All members of the audit committee are at arm’s length5 to management and to all 
other members of the committee. 

d.  The audit committee meets at least annually to review, among other things, the 
following: 

 internal controls and financial policies 
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 the response of management to each of the auditor’s recommendations (if any) 
for the prior year 

 the audit program of the auditor 

 the annual financial statements 

 

In addition, the audit committee 

 discusses the annual financial statements with the auditor; 

 receives specific feedback from the auditor relating to management and internal 
policies and processes without management present; 

 receives specific feedback from management relating to the auditor without the 
auditor present; 

 makes written recommendations to the Board with respect to such statements 
and the fees to be paid for audit services; 

 presents minutes of its meetings to the Board. 

3.3 Board 

a. The Board approves the organization’s annual operating budget and monitors the 
organization’s performance in relation to the annual budget. 

b. The Board approves the total compensation of the CEO/Lead Pastor. 

c. The Board provides for effective and efficient management of the organization by 
ensuring that adequate resources are directed to administration and fundraising. 

3.4 Transparency 

a. The organization makes readily available and accessible the following information: 

 a copy of its most recent financial statements, as defined in 3.1, together with 
the auditor’s report 

 its charity registration number (BN) as assigned by Canada Revenue Agency 

 any information contained in the public portion of its most recent Charity 
Information Return (Form T3010) 

 a list of the names of the current Board members 

b.  The organization participates in regular CCCC compliance reviews in a timely 
manner. 

Standard 4 Organizational Integrity 
The charity upholds the highest standards of integrity, adheres to applicable laws, and 
operates in accordance with its own governing documents. 
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4.1 The organization understands and complies with federal, provincial, and municipal 
laws and regulations. 

4.2 The organization operates within the limits of, and in accordance with, the objects in 
its governing documents. 

4.3 The organization is open and accurate in all of its dealings. 

4.4 Charitable assets are not used to provide an undue benefit6 to any officer, member of 
the Board, or staff member of the organization. 

4.5 The organization respects the dignity and privacy of the people it serves. All personal 
information about beneficiaries is treated confidentially. 

4.6 The organization has a written conflict of interest policy.7 

4.7 The organization has a written privacy policy that is readily available. 

4.8 The organization regularly undertakes an assessment of its major strategic and 
operational risks and provides a report of its plan to minimize and mitigate these risks 
to the Board. 

4.9 The organization has appropriate controls in place to ensure adequate direction and 
control of its foreign activities, whether carried out directly or by an intermediary. 

4.10 The organization informs CCCC when it is involved in litigation, an investigation, or 
an audit by any government authority, including Canada Revenue Agency, or another 
party, unless advised otherwise by their legal counsel. 

Standard 5 Ethical Fundraising 
The charity is ethical in its fundraising activities and respects the dignity and interests of 
the donor. 

5.1 Fundraising Representatives 

a. Paid fundraisers are not compensated by commissions or other payments based 
on either the number of donations received or the value of funds raised. 

b. Anyone authorized to solicit or receive funds on behalf of the organization 

 adheres to the provisions of Standard; 

 acts with fairness and integrity in accordance with all applicable laws; 

 adheres to the organization’s conflict of interest policy; 

 does not induce a donor to transfer giving from another organization. 

c.  The organization provides appropriate training and controls so that its fundraising 
representatives can uphold the aforementioned expectations. 

5.2 Fundraising Communication 

a. The organization advises and encourages donors to seek legal advice before 
making a gift to the organization which, in the opinion of the organization’s 
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stewardship representative or Board, might significantly affect the donor’s financial 
position. 

b. Fundraising solicitations 

 truthfully describe the organization’s activities for which the donations will be 
used; 

 respect the dignity and privacy of those who benefit from the organization’s 
activities. 

c. Donors are kept fully informed with comprehensive and current information about 
the organization and its ministries. 

d. Donors and prospective donors are made known, upon request, whether an 
individual soliciting funds on behalf of the organization is a volunteer, an employee, 
or a fundraising consultant. 

e. The organization provides to donors, upon request, a copy of their own donation 
record. 

5.3 Donations 

a. Donations are only accepted for activities that are within the charity’s objects and 
have been approved by the organization. 

b. All donors, except for registered charities, are entitled to receive an official receipt 
for income tax purposes for the amount of eligible donation made in cash or for the 
fair market value of the property donated. The Board may establish a minimum 
amount for the issuance of official receipts, requiring smaller donations to be 
receipted only upon request. 

c. The organization maintains and publishes a donor restricted gift policy on all 
appropriate fundraising materials, including its website. All donations restricted to 
a particular approved activity are used for the purpose for which they were given, 
subject to certain specific situations as identified in the donor restricted gift policy. 

5.4 Privacy and Solicitation of Donors 

a. The privacy of donors is maintained, including the donor’s request to remain 
anonymous, unless the law requires otherwise. 

b. The donor or prospective donor list is not exchanged, sold, rented, or otherwise 
shared externally. If an external fundraiser is retained, access to the master donor 
list is limited and kept under strict control. 

c. Donors and prospective donors are treated with respect. Every effort is made to 
honour requests  to limit the frequency of solicitations or to not be solicited. The 
organization ceases solicitation of a prospective donor whenever requested. 

5.5 Addressing Complaints 

The organization responds promptly to a complaint by a donor or prospective donor about 
any matter that is addressed in these standards. The organization has developed and 
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implemented a process for addressing complaints. The organization’s Board is informed 
at least annually of the number, type, and disposition of any complaints received from 
donors or prospective donors. 
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B.2 Sample Benevolence Fund Policy 
(CCCC, 2022) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

I. Purpose 
People in need matter to God. No individual in the community who is willing to receive 
help in Christ’s name should be without food, shelter, and other basic needs. Furthermore, 
God’s people are commanded to care for each other. As an integral part of the ministry of 
our church, [place church name here], the Benevolence Fund provides financial 
assistance to individuals or families who are experiencing financial or material needs.  

“Bear one another’s burden and thus fulfill the law of Christ and give to the people 
in need” Galatians 6:2. 

“Whoever has the world’s goods and sees his brother in need and closes his 
heart against him, how does the love of God abide in him?” 1 John 3:17. 

"He will reply, ‘Truly I tell you, whatever you did not do for one of the least of 
these, you did not do for me.'" Matthew 25:45 (NIV). 

II. Levels of support 
The Deacon Board of the church is responsible for administering the Benevolence Fund 
within established guidelines. There are three levels of approved benevolence ministry: 

A. Basic (up to Dollar Amount per situation) 
Any Deacon may approve this level of assistance in each single situation. The 
Senior Pastor or the Associate Pastor may also approve this level of assistance 
but must inform the Deacon Board in writing. Repeat support at this level places 
the assistance at the Intermediate level. 

B. Intermediate (over Dollar Amount up to Dollar Amount) 
A majority of the Deacon Board may approve this level of assistance in each single 
situation. A phone poll with corresponding documentation may be used if 
necessary. Repeat support at this level places the assistance at the Advanced 
level. 

C. Advanced (over Dollar Amount) 
This level of assistance per situation may be approved by a two-third majority at a 
meeting of the Deacon Board, subject to meeting all specified criteria. 

Note: Deacons and those consulted must disclose conflicts of interest (e.g., where 
proposed assistance involves a family member) and excuse themselves from the related 
discussion and decision. 
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III. Funding 
The Deacons will only provide benevolent aid as resources are available. 

All funds remain under the direction and control of the overall governing board responsible 
for the church’s charitable resources and will be administered by the Deacon Board until 
they have authorized a specific disbursement. 

a. The Benevolence Fund will be funded by gifts designated to the Benevolence 
Fund. 

b. Church leadership may also allocation of funds from the General Fund to the 
Benevolence Fund as part of the annual budget process or on an emergency 
basis. 

The Benevolence Fund will be subject to the church’s Donor Restricted Gift Policy. 

IV. Guidelines 
Private charity (private benevolence) between individuals is encouraged by the Church, 
but it must be done independently of the church based on charity guidance from the 
Canada Revenue Agency (CRA). An example of which is found at CRA’s webpage “What 
is a Gift?”: 

“Did the donor ask for the gift to be directed to a specific person, family, 
or other non-qualified donee? 

A donor cannot choose a specific beneficiary for their gift or ask the 
qualified donee [note: a Canadian registered charity, like our church] to 
give the gift to another non-qualified donee. However, a donor can ask 
that their gift be used in a particular program of the qualified donee as 
long as there is no benefit to the donor or anyone not at arm's length to 
the donor. The qualified donee must be able to use the gift within the 
particular program as it sees fit. If the donor retains control, the donation 
is no longer considered a gift at law and a receipt cannot be issued.” 

For the church's own benevolence program, the following guidelines should be applied in 
determining need and eligibility for assistance from the church’s Benevolence Fund. 

A. Determining need 

• The need of an individual or family may come to a Deacon’s attention during the 
course of ministry, or by referral from a third party. 

• A dependent individual’s need must be assessed in consultation with the person 
who has legal responsibility for the individual and the financial status of the legal 
parent or guardian will be taken into consideration. 

• Other sources of community assistance, including support from other area 
churches, may need to be verified. 
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B. Eligibility 

• All assistance, including reporting, shall comply with the requirements of the 
Income Tax Act and Regulations. The assistance must be charitable under the 
law. 

• The church’s person responsible for reporting financial information to CRA must 
be kept informed of the individuals and amount provided from the Benevolence 
Fund for purposes of determining if any T5007 slips and T5007 Summary must be 
filed with CRA.  

• Token assistance may be provided as a tangible demonstration of moral support 
without meeting all of the eligibility criteria. 

• A person in the community whose current status is financially or materially ‘needy’. 
Support will not be restricted to members. 

• Needs that will be considered for benevolent assistance include the following: 

o An accident that results in financial needs. 

o An unavoidable unemployment situation. 

o Families that encounter legitimate financial difficulties covering the following 
costs: 

 Individuals that are in need of special education/ training opportunities due 
to social, emotional, delinquency, or related difficulties. These 
opportunities should serve to help the individual for the greater good of 
society in the short and long-term. 

 Medical treatments and related expenses prescribed by a recognized a 
Canadian medical professional not covered by a public or private 
insurance/medical plan. 

o Other situations of demonstrated need. 

• When financial assistance is provided consideration should also be given to 
meeting the spiritual, physical, mental, emotional, and other needs of the party 
receiving assistance. This will be done in consultation with the pastoral staff and/or 
the care team and/or other qualified professionals. 

• Needs NOT usually considered for benevolent assistance 

o Discretionary expenses (e.g., vacations). 

o Treatments not prescribed by a recognized Canadian medical professional. 

o Business needs arising for any reason. 

o Insured losses. 
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o Individuals on social assistance (except for types of assistance that are not 
considered to be ‘income’ by the relevant funding agency, to be determined in 
advance by consulting with a knowledgeable employee of the funding agency). 

o Where an individual or those legally responsible for the individual are 
determined to have adequate resources, unless the individual has been 
rejected by those persons (e.g., because of faith). 

o Projected and future needs (e.g., education fund for an orphaned child). 

• Duration of charity 

o The church will provide assistance for a specific need that is not expected to 
involve a long-term commitment. 

o When a major need arises, other possible sources for assistance will be 
explored with the party in need (e.g., community and/or government 
programs). 

V. Reporting/Documentation/Evaluation 
The Deacons evaluating a case for assistance are responsible for the following: 

A. Basic 

To report the process involved in evaluating and reasons for granting assistance at 
the next regularly scheduled meeting of the Deacon Board. No written ‘needs’ 
documentation is required. To avoid repeat requests at the basic level between 
meetings, the Deacon involved should consult with the Chair of the Deacon Board 
prior to providing assistance when possible, or immediately after assistance is 
provided. 

B. Intermediate 

To report the process involved in evaluating and reasons for granting the assistance 
at the next regularly scheduled Deacon Board meeting. Written documentation may 
be limited to documentation of subjective factors at the discretion of the Deacons. 

C. Advanced 

Two Deacons to evaluate the financial resources available to the person (including 
government support and resources available from other family members/significant 
others) being considered for advanced assistance, by reviewing copies of the most 
recent tax returns, pay stubs, and/or financial statements, etc., and to provide a 
written report at a meeting of the Deacon Board, that includes the process followed in 
evaluating the need and the maximum level of assistance recommended.  

All documentation shall be signed by two members of the Deacon Board and filed in 
a confidential and secure place. Care should be taken not to reveal the names of 
individuals considered and/or approved for assistance. Individual names should not 
be included in the minutes of Deacon Board meetings. 
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Payments will only be processed upon written authorization from a Deacon (or, in the 
case of Basic assistance, the Senior Pastor or Associate Pastor) by means of memo, 
check requisition, etc., a copy of which should be filed by the Deacon Board. 

Whenever reasonably possible, benevolent assistance should be paid directly to a 
supplier/service provider, or the assistance should be in the form of physical goods or 
vouchers. When paid to a supplier (e.g., landlord, utility company), the church will 
provide an attachment with the payment to explain this is temporary assistance and 
does not constitute the church taking responsibility for the account. 

Terms of Use 
This sample document is provided as a general guideline to assist CCCC member 
charities. This information does not constitute legal or other professional advice. 
Appropriate modifications are required to suit the facts applicable to each situation. CCCC 
also provides general guidance on how to write, review, and update your charity's policies. 
We encourage you to review these resources as you consider this sample document. 
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B.3 Board Agenda Planning 
(CCCC, 2009) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

A continuous board agenda is a rolling agenda that contains: 

• routine items that occur at every board meeting (e.g., receive staff reports and the 
interim financial statements); 

• predictable items that occur only at particular meetings (e.g., the budget will have 
to be approved by a particular date and a performance review of the senior staff 
member completed by another date); and 

• general items that will be made specific when an agenda is prepared for a 
particular meeting. The general items may either occur regularly (e.g., board 
development is on the agenda for every meeting, and at the next meeting the role 
of the chair will be reviewed) or they may occur at specific meetings (e.g., 
stakeholder consultation occurs at every September meeting, and at the next 
September meeting a number of volunteers will be invited to meet with the board). 

To identify items for the agenda, consider the various kinds of business a board 
should address: 

• fiduciary business that the board must do to fulfill its legal and regulatory 
obligations or to ensure operational effectiveness; 

• strategic business, including prophetic inquiry (discerning and reflecting on God’s 
purpose for the ministry), planning, and evaluation; and 

• generative business, which is the creative work of the board that is outside of the 
regular ‘business’ of the ministry and that provides the grist for the board’s planning 
activities (e.g., looking at the ministry from different perspectives, brainstorming 
how else it could fulfill its purpose, anything to help the board break out of an 
habitual pattern of thinking and stimulate creative thought). 

The basic idea is to lay out an agenda that accommodates everything the board needs to 
do over the course of a year. This template is then used from year to year. At the beginning 
of each year, the template is fleshed out with the board’s priorities for that year and as 
each meeting comes up, the template is customized with the needs and items that apply 
to that particular meeting. The template ensures the board addresses everything it wants 
to do. 

A continuous agenda helps the board in several ways. It: 

• ensures that the board remembers what has to happen at each meeting (ever 
forgotten that this was the meeting that the board should have received the risk 
management report?); 

• blocks out time for what the board really wants to do and keeps that time reserved 
for high priority items; and 
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• encourages the board to plan year-by-year rather than meeting-by-meeting, so the 
board works on larger goals than it otherwise might. 

The board chair and senior staff member often develop or update the continuous agenda 
together at the beginning of each board year. The board chair will bring forward whatever 
the board has said it wants to have included while the senior staff member will bring 
forward items the staff believes the board needs to address or be aware of. (Throughout 
the year, other items can of course be suggested for the agenda.) This initial meeting 
usually sets out the ‘big picture’ for the board’s annual work plan. Two questions in 
particular should be discussed by the chair and senior staff member: 

1. “What must our board do in order to meet its obligations and fulfill its 
responsibilities in the coming year?” and 

2. “What are the most important decisions we must make this coming year?” 

To create a continuous board agenda, start with a core agenda that is common to all 
meetings, the routine agenda items. The sample agenda that follows shows what might 
be included in the core agenda. Notice in particular: 

• item #3, the consent agenda. A consent agenda is a great way to give the board 
more time for discussion on business that really needs discussion. Often the board 
has delegated responsibility for certain business to the staff, yet outside suppliers 
(banks, insurance companies for example) may want the board to approve a 
motion for some item of business. In this case, these items can be bundled 
together and presented for approval in a single motion. At the same time, many 
routine items can also be included in this bundle, such as receiving committee 
minutes. The board can deal with all these items at one stroke by passing one 
motion to cover them all with no discussion of individual items. This is called a 
consent agenda because the board has consented to bundling the items together. 
If a board member does want to discuss an item that is on the consent agenda, 
that item is removed from the consent agenda and added to the regular agenda. 

• item #6. This is what makes a continuous agenda work, because it is here that you 
will insert everything else that the board wants to accomplish in its meetings. This 
one point on the core agenda will likely end up taking at least 60% of the board’s 
time. 

Aside from the continuous agenda, it helps to keep a running list of everything that has 
been assigned to either the staff or a board committee, along with the expected dates 
when there will be a follow-up report to the board. The expected reports could then be 
added to the agendas for the appropriate meetings. 

You may wish to have a theme for each board meeting. Directors will then turn their mind 
toward what the essential work of the board will be for that meeting. We suggest setting 
themes based on your fiscal year (which has a natural rhythm for planning and evaluation) 
and on your governance year (recruiting directors, board orientation, and the annual 
business meeting). If you meet more than four times a year, you could assign themes for 
entirely different topics or go deeper into the ones already on the sample agenda. 
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Overview of the Meetings 

Sample Agenda #1 is designed for any board that meets four times a year and possibly 
has an annual retreat. If you meet more or less often, simply expand or contract the 
agenda so that you have a set of items for each meeting. 

Sample Agenda #2 assumes the same core agenda as Sample Agenda #1, but shows 
what item #6 might like look for a church board that meets monthly. The following overview 
is for Sample Agenda #1. 

The first meeting of a new fiscal year will likely receive final reports for the prior year. This 
is the meeting that lends itself to approving year-end reports, evaluation of the ministry’s 
performance and preparation for the annual meeting. 

The second of four meetings will likely take place just after the annual meeting, so it is a 
good meeting to organize the new board for the year ahead. In addition to appointing the 
board’s officers, this meeting also appoints people to the various committees. The board 
should review the committees’ mandates and assign any special work or projects that the 
committees must produce in this board year. (When board meetings are less frequent than 
monthly, the board often has a short meeting right after the annual meeting just to appoint 
the officers.) In preparation for the board’s planning activities, this second meeting is a 
great time to consult with external stakeholders. It informs the board (and staff) about what 
is going on outside the ministry that might affect the ministry and gives them time to do 
further research before the annual plan is prepared. At CCCC, for example, the board has 
used this opportunity to meet with our members, our peers (Christian and secular), media 
reporters, and regulators. 

The third meeting is one where the board can focus on governance. With lots of time to 
the annual meeting, it is an ideal point at which to address any by-law changes that might 
be wanted and to guide the nominating committee in terms of what the board wants from 
new directors. It can also review its policies to see if any changes are desired and do some 
board training on governance. At CCCC, we have a block of time reserved at each 
February meeting (our governance meeting) to review board policy according to a four 
year rotation schedule. The purpose of the review is to see if a policy is still needed, if it 
needs more clarification or if new policies need to be added. We review board policies on 
a rotating basis: 

• Year 1: Board-CEO linkage 

• Year 2: Board policies that relate to its own operations 

• Year 3: Board policies that relate to individual board members 

• Year 4: Board policies that are implemented by the staff 

The Ends statements and executive limitations are not included in this cycle because they 
are reviewed annually in June as part of our planning and review meeting. 

A strategic retreat at this point in the fiscal year will build on the consultations from the 
second meeting and give the board time to provide direction to the staff before they begin 
their planning for the following year. 
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The fourth meeting looks ahead to the following year. At this meeting the board will 
consider an action plan and budget. 

A continuous board agenda will help move the board to a higher level of professionalism, 
reduce the risk that something important is neglected and encourage the board to be more 
proactive by thinking in terms of annual goals and projects (which should improve 
governance). 

SAMPLE #1 - Continuous Board Agenda 
(Four meetings per year) 

Core Agenda: Every meeting 

1. Opening and devotional/prayer 

2. Approval of agenda/Declaration of conflicts-of-interest 

3. Approval of minutes of prior meeting/Consent agenda/receive committee minutes 

4. Business arising from minutes 

5. Reports: 

o Finance - Financial reports 

o CEO/Pastor report 

o Other (e.g. committees that have met since the last meeting) 

6. [Additional agenda items depending on time of year - see boxes below] 

7. New business 

8. In camera session/Report to the Pastor/CEO 

9. Meeting evaluation/Next meeting dates/Adjournment 

Additional Agenda Items re #6 above (Assuming a fiscal year-end of December 31). 

Meeting 1: February/March - Theme: Evaluation 

10. Board performance assessment 

11. Pastor/CEO performance review 

12. Review program evaluation reports 

13. Risk management compliance report of prior year 

14. Approval of financial statements of prior year, audit committee report, T3010 
approval, annual corporate filings 

15. Preparation for annual meeting 

Meeting 2: May/June - Theme: Organizing 

16.  Officer appointment and annual affirmations (code of conduct etc.) 
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17.  Board orientation for new board members 

18.  External consultation (e.g. meet with peer ministries, stakeholders etc.) 

Meeting 3: September - Theme: Governance 

19. By-law changes (if necessary) 

20. Review board policies (a few each year on a 3 or 4 year cycle) and board 
structure review 

21. Board development 

22. Direction and guidance to the Nominating Committee 

23. Review of staff salary and benefits 

[Optional] September/October Retreat - Theme: Board’s choice (strategic, 
generative) 

Meeting 4: November/December- Theme: Planning 

24. Following year’s action plan and budget 

25. Board goals 

 

SAMPLE #2 - Continuous Board Agenda  
(For a church board that meets 11 or 12 times a year with a December 31 year-end) 

Alternative Additional Agenda Items re #6 on Sample Continuous Board Agenda #1 

January 

• Board self-evaluation 

• Board succession planning 

• Direction and guidance to the 
Nominating Committee 

• Risk management compliance 
report of prior year 

• Review board structure and board 
policies (a few each year on a 3- or 
4-year cycle) 

February 

• Annual meeting planning 

• Approve audited financial 
statements 

March 

• Annual General 
Meeting of members 

• Board organizational 
meeting 

• Establish board 
committee membership 
and mandates 

• Appoint officers 

• Update bank signing 
authorities 
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April 

• Set board goals 

• Quarterly review of budget and 
ministry plans 

May 

• Board/Staff retreat 

• Strategic/long-term planning 

• External consultation (e.g. 
meet with peer ministries, 
stakeholders etc.) 

• Board goals 

June 

• T3010 and corporate 
reports approved for 
filing 

• Program review and 
evaluation 

July/August 

• Quarterly review of board goals 

• Quarterly review of board committee mandates 

• Quarterly review of budget & ministry plans 

September 

• Board development 

October 

• Quarterly review of board goals 

• Quarterly review of board 

committee mandates 

• Quarterly review of budget & 
ministry plans 

• Preliminary budget review–set 
general guidelines for ministry staff 

November 

• Senior pastor performance 
review 

• Preliminary budget & ministry 
plan review 

• By-law changes discussed (if 

necessary) 

December 

• Approve budget & 
ministry plans for next 
fiscal year 

• Review of staff salary 
and benefits 
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B.4 Board Self-Evaluation 
(CCCC, 2007) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

It is prudent for boards of charities to evaluate both their individual and collective 
performance on a regular basis. This process acts as a fresher for members on their duties 
and responsibilities and also opens channels of communication among directors. By 
engaging in self-evaluation, boards are also better able to identify where they are 
performing well and where they might improve collectively and individually. 

Approaches to Board Self-Evaluation 

There are a number of ways that boards can evaluate their performance: 

• informally through open-ended discussion; 

• formally, through the use of a self assessment tool or survey; 

• informally by comparing board performance generally to best practices or case 
studies; and 

• formally, through the use of consultants, interviews and board retreats. 

The appropriateness of each method will depend on the preferences of your board and 
your unique situation. For example, the use of an outside consultant may be helpful if 
things have not been going well and the board needs a facilitator to work through issues. 

What to Evaluate 

Boards are primarily responsible for the charity and stand in a fiduciary (trustee like) 
relationship to the organization. They must: 

• act honestly and in good faith; 

• be loyal to the best interest of the charity's beneficiaries and the charity itself; 

• avoid conflicts of interest; 

• subordinate personal interest; and 

• conserve and protect the organization's property 

With these responsibilities in mind, here are several key areas that boards should evaluate 
whether a policy governance board or a working board. 

Individual Board Member Performance 

Before looking at the performance of the whole board, it is often helpful for each board 
member to examine him or herself and their own board performance. Being prepared, 
attending meetings and actively participating are often considered basic requirements for 
board members. In addition, the individual board member should examine issues related 
to conflict of interest. 

Board Quality  
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The long-term health of a board is directly proportional to the quality of each individual 
board member. This is influenced by a number of factors. Having a planned rotation of 
board members ensures continuity and provides a context of past decisions that may be 
helpful for future decisions. Board education and new board member orientation can also 
be great way to increase board effectiveness. In evaluating board quality, the size of the 
board and committee structure also come into play. 

Board-Staff Supervision & Relationships  

Another area that is vital toward an effective ministry is board-staff relationships. It is 
critical that board and staff roles are defined, clearly understood and respected. A healthy 
working relationship built upon respect, trust and Christian principles will be the catalyst 
that moves a ministry ahead. 

Mission and Program  

In Christian ministry, the mission, vision and program are always in the context of God's 
leading and direction. From a legal perspective, the mission, vision and program need to 
fall within the context of the charity's charitable purposes and objects set out in its 
governing documents. The board should ensure that its strategic plan is prepared within 
the boundaries of its legal documents. Planning without consideration of its corporate 
objects can lead to a drift away from permitted activities. For the same reason, the board 
should also periodically review its mission statement and approve the annual operating 
plans and budgets annually. 

To effectively review programs, plans and budgets, the board needs a general awareness 
of laws that apply to charities. For example, if the organization engages in activities or 
funding outside Canada, the board needs to know not only that the activities comply with 
the charity's objects, but also that it has done so within applicable laws. 

In terms of stewardship of resources, the board should evaluate whether there are 
mechanisms in place to evaluate programs for their effectiveness. 

Financial Controls  

Even though the board members may not directly implement financial controls, it is 
important that they have an awareness of this area and that they ensure systems are in 
place. 

For example, board members are personally liable if certain payments, such as CPP, EI 
and income taxes are not remitted to Canada Revenue Agency. The board should ensure 
that a process is in place to ensure such remittances have been made. 

In addition, the board should have clear policies to prevent externally restricted funds from 
being used or borrowed for other purposes or by other funds. Financial reporting should 
occur regularly and clearly distinguish between externally and internally restricted funds. 
Depending on the province and whether the ministry is incorporated, an annual audit may 
also be required. 

Fundraising and Fund Management  
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A good practise is for the board to have a clearly-defined, written code of ethical 
fundraising and donor-designation policy. This code should ensure that there is a process 
in place to ensure designations for gifts are honoured? 

Board Performance  

In order to make well-informed decisions, a board should operate from a written agenda 
with supporting documents ideally sent to each board member at least 10 days before 
each board meeting. Where necessary the board should consult professional experts such 
as lawyers and accountants. Minutes from both committees and full board meetings 
should be sent to all board members and reviewed at the next subsequent meeting. 

Risk Management 

One of the duties of the board member is to conserve and protect the charity's assets. The 
board should ensure that risks have been identified and that steps have been taken to 
monitor and diminish risks. Boards should also follow the risk management advice of its 
insurance provider and obtain adequate property and director & officers liability insurance. 
In the area of cash management, an investment policy is essential. 

Create the Right Environment 

Evaluating the strengths and weaknesses of your board requires a relationship of trust 
and an honest assessment of where things need to improve. Board self-evaluation should 
not be used as an opportunity to personally attack another board member or staff member. 
Neither should you save up issues throughout the year and deal with them only during this 
process. 

Create a Plan of Action  

Look at the evaluation process as an opportunity to strengthen your board. What did you 
learn? What are the next steps? By prioritizing the areas that need improvement you will 
be able to come up with actionable items for improvement. 

CCCC Member Resources 

CCCC has a number of resources available to members that can assist boards with 
various aspects mentioned in this article. 

Sample Policies 

• Board Self-Evaluation Tool 

• Ethical Fundraising Code 

• Investment Policy 

Webcasts 

• Evaluating the CEO & Senior Pastor 

• Understanding Your Duties as Directors or Trustees 

• How to do a Board and Organizational Checkup 
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• Permissible Charitable, Business & Political Activities 

• Role & Function of a Board Audit Committee 

• Effective Minute Taking for Boards  
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B.5 Conflict of Interest Policy - Sample 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Conflict of Interest Policy 

Terms of Use 

This sample document is provided as a general guideline to assist 
CCCC member charities. This information does not constitute legal or 
other professional advice. Appropriate modifications are required to suit 
the facts applicable to each situation.CCCC also provides general 
guidance on how to write, review, and update your charity's policies. 
We encourage you to review these resources as you consider this 
sample document. 

 

Document Control   

 Policy Number: (Add #) 

  Approval Date: DD / MM / YYYY 

  Approved By: (Add Position or Name) 

  Review Date DD / MM / YYYY 

  Reviewer Name: (Add Position or Name) 

No director, officer, employee or volunteer of [CHARITY] shall have an inappropriate 
conflict of interest.  A conflict of interest will be considered to be inappropriate where such 
a situation would, in the opinion of the board, influence or would have the appearance of 
influencing the conduct or judgment of any director, officer, employee, or volunteer of 
[CHARITY]. 

 Every board meeting shall begin with opportunity for directors, officers, employees and 
volunteers to declare potential conflicts of interest with items that are on the agenda. 

 It is also the continuing responsibility of all directors, officers, employees, and volunteers 
to scrutinize their transactions and outside business interests and relationships for 
potential conflicts of interest and to immediately make such disclosures to the appropriate 
person: the Chair (if a board member) or the Chief Executive Officer (“CEO”) for all 
others.  The CEO or Chair shall bring these matters to a meeting of the board. 

The board shall then determine whether a conflict exists and whether it is material, and 
where, in the opinion of the board, a material conflict exists, decide whether the 
contemplated transaction may be authorized as just, fair and reasonable having regard to 
the fiduciary and trustee-like duties of [CHARITY], its directors and officers.  The  primary 
concern must always be the welfare of [CHARITY] and the advancement of its 
purposes.  Even if a director, officer, employee, or volunteer is invited to enter into a 
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transaction which may be a conflict, but refuses, the individual involved should notify the 
appropriate person of the offer as a point of information but the board need not be advised. 

The fact that a conflict exists does not necessarily mean that the conflict is objectionable, 
or material enough to be of practical importance, or that it is necessarily adverse to the 
interests of [CHARITY] or its charitable purposes.  However, it is the policy of the board 
that the existence of any conflict must be disclosed before any transaction or action is 
carried out.  If a director, officer, employee, or volunteer has any doubt, or has questions 
of interpretation, the appropriate person should be consulted. 

Violations of this Policy by a director or officer, may constitute grounds for dismissal at the 
exclusive discretion of the board, particularly if the director or officer has failed to disclose 
relevant information in a timely manner.  Violations of this Policy by an employee or 
volunteer may constitute grounds for dismissal at the exclusive discretion of the CEO, with 
advice to the board or its executive committee.  Disclosure should be made at the earliest 
date possible and should be in writing. 

Reason for the Policy 

[CHARITY], as a ministry initiated and sustained by God, has a mandate to conduct all of 
its affairs decently and above reproach both in the sight of God and man.  Such a mandate 
includes a commitment to operate with the highest level of integrity and to avoid conflicts 
of interest that either directly or indirectly result in material personal advantage or privilege. 

As a registered charitable organization, [CHARITY] depends for its continued existence 
on charitable contributions from the public.  Maintenance of [CHARITY] as a charity  under 
trust law and registration with CRA under the Income Tax Act is important both for its 
continued financial stability and for the receipt of contributions and public support.  CRA 
and provincial regulators view the operations of [CHARITY] as a public trust which must 
devote all of its resources for exclusively charitable purposes of benefit to the 
public.  Therefore, [CHARITY] is accountable to both governmental authorities and the 
public at large. 

[CHARITY], its directors and officers have a fiduciary and trustee-like duty which carries 
with it a broad and unbending duty of honesty, loyalty, care, diligence, skill, and 
prudence.  Since the board delegates the carrying out of the policies and affairs of 
[CHARITY] to its employees and volunteers, the board also requires such employees and 
volunteers to respect the legal duties imposed on such directors and officers.  The 
directors, officers, employees, and volunteers have the duty and responsibility to 
administer the affairs of [CHARITY] in accordance with the governing documents and trust 
law, and to exercise their respective tasks in furthering the objects of [CHARITY] for the 
sole benefit of its public purposes.  Directors, officers, employees, and volunteers of 
[CHARITY] must exercise good faith in all their transactions and not use their position or 
knowledge gained from their position for any personal advantage or privilege. The phrase 
“advantage or privilege” received or given because of a conflict of interest has a 
commercial meaning in this policy signifying consideration resulting from covert or overt 
bartering. There should never be a question of, or even an appearance of, an advantage 
or privilege being received or given without the individual concerned fully disclosing the 
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facts that could give rise to a question of real or perceived conflict to the person designated 
by the board under this policy. 

1. Conflict Definition 

Conflict of interest arises in a transaction or significant relationship involving [CHARITY] 
where the director, officer, employee or volunteer or a person who does not deal at “arm’s 
length” with a director, officer, employee or volunteer: 

 Realizes a direct or indirect gain of a commercial nature. 

 Receives money or property. 

 Receives a direct or indirect significant advantage or privilege in connection with any such 
transaction or significant relationship. 

Note: This policy is not intended to prohibit the acceptance or giving of gifts of nominal 
value, provided they are consistent with commonly accepted courtesies, any applicable 
Canada Revenue Agency policies, and could not be construed as an improper payment. 
Cash payments in any amount must never be accepted or given as a gift or favour under 
any circumstances. 

2. Areas in Which Conflicts May Arise 

Areas of potential conflict areas may include but are not limited to: 

• The acquisition or supply of goods or services. 

• The acquisition or granting of property and equipment leases. 

• The investments made by [CHARITY]. 

• Dealings with donors. 

• Dealings with any other individuals, agencies, organizations, companies, governments 
or associations that affect the purpose or operation of [CHARITY]. 

3. Application of the Policy 

Examples of potential conflicts of interest are where the director, officer, employee or 
volunteer or a person who does not deal at arm’s length with a director, officer, employee 
or volunteer: 

• has a significant interest in any business which deals with [CHARITY] or an Affiliate. 

Note: An Affiliate is any other entity over which [CHARITY] may exercise direction or 
control by means of being able to appoint 20% or more of the board members or 
trustees, or by means of controlling 30% or more of the decision making vote of the 
entity. 

Note: A significant interest for the purpose of this policy means either direct or indirect 
control of more than 10% of the business 
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• Is engaged in a professional practice which provides services to [CHARITY] or an 
Affiliate organization. 

• Is a director or an employee of [CHARITY] while serving on the board or holding an 
office in any entity that has dealings with [CHARITY] or an Affiliate. 

• Provides goods or services to [CHARITY] or an Affiliate for consideration, while serving 
as a director, officer, employee or volunteer of [CHARITY] or an Affiliate. 

• Receives any compensation, whether cash, goods or services, from any business, 
charity or individual where such compensation is provided as a direct or indirect result 
of a relationship established through [CHARITY] or an Affiliate. 

• Uses [CHARITY]'s or an Affiliate's personnel, equipment, supplies, name, 
publications, or other resources for non-[CHARITY] purposes outside of established 
policy. 

• Receives personal gifts or loans from any third parties having dealings with [CHARITY] 
or an Affiliate given as a direct or indirect result of the [CHARITY] relationship. 

• Has an interest in real estate, securities or other property that [CHARITY] or an Affiliate 
has an interest in buying or leasing. 

4. Interpretation of the Policy 

The examples in section 3 above are not exhaustive.  There will be other areas and 
situations that could also be considered a conflict of interest.  The examples are based on 
the basic principles stated in section 1 above.  It is assumed that the directors, officers, 
employees, and volunteers will use these principles and recognize a conflict of interest 
when it arises. 

It is the continuing responsibility of all directors, officers, employees, and volunteers to 
scrutinize their transactions and outside business interests and relationships for potential 
conflicts of interest and to immediately make such disclosures to the Chair (if a board 
member) or the Chief Executive Officer (“CEO”) for all others.  Even if a director, officer, 
employee, or volunteer is invited to enter into a transaction which may be a conflict, but 
refuses, the individual involved should notify the CEO of the offer.  The CEO shall bring 
these matters to a meeting of the board.  The board shall then determine whether a conflict 
exists and whether it is material, and where, in the opinion of the board, a material conflict 
exists, decide whether the contemplated transaction may be authorized as just, fair and 
reasonable having regard to the fiduciary and trustee-like duties of [CHARITY], its 
directors and officers.  The  primary concern must always be the welfare of [CHARITY] 
and the advancement of its purposes. 

The fact that a conflict exists does not necessarily mean that the conflict is objectionable, 
or material enough to be of practical importance, or that it is necessarily adverse to the 
interests of [CHARITY] or its charitable purposes.  However, it is the policy of the board 
that the existence of any conflict as defined in section 2 above and described in sections 
3 and 4 above must be disclosed before any transaction is consummated.  If a director, 
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officer, employee, or volunteer has any doubt, or has questions of interpretation, the CEO 
should be consulted. 

Violations of this Policy by a director or officer, may constitute grounds for dismissal at the 
exclusive discretion of the board, particularly if the director or officer has failed to disclose 
relevant information in a timely manner.  Violations of this Policy by an employee or 
volunteer may constitute grounds for dismissal at the exclusive discretion of the CEO upon 
the advise of the board or its executive committee.  Disclosure should be made at the 
earliest date possible and should be in writing. 

  

 

Signature: 

 

Date: 

Print Name:   

Copyright © 2020-2022 Canadian Centre for Christian Charities - Website: www.cccc.org 
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B.6 Consent Form for Recording Speaker Presentations – 
Sample 
(CCCC, 2000) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Name: 

Organization: 

Address: 

City: 

Province: 

Postal Code: 

Email: 

   

Thank you for participating in the [Name of Charity]’s upcoming [Month, Year] [Name of 
Program]. 

[Charity Name] will be recording all of the [Name of Program] sessions to enable it to 
evaluate and keep a record of what is said. 

As a way of extending the benefit of the [message/resources/expertise] [given/ available] 
at the [Charity]’s [Program], [Charity] wishes to make [audio/video] copies of these 
recordings available for [no fee/a modest fee/a significant fee]. Interested purchasers 
would typically be individuals and ministries that wish to listen to a session a second time 
or those that could not attend the [Program]. Recordings would be made available for up 
to [ ___ months/years] following the [Program]. 

As a speaker do you consent to the recording, reproduction and sale of recordings of your 
[presentation/workshop] as described above? Please circle one of the following: 

● I consent. 

● I do not consent. 

 

Signed this _________ day of _______________________ in the year, _____________. 

Signature __________________________________________ 

  

Please return this form to _______________ at [Name of Charity] 

Address 

or Fax to [Charity Fax Number] 
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B.7 Donor Restricted Gift Policy - Sample 
(CCCC, 2016) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Charities should ensure that gifts or donations received that are restricted for the support 
of a particular ministry or intended to be used for a particular program or project are used 
solely for such purpose or purposes. 

To avoid receiving funds that have no practical use for the charity, the charity should also 
have a policy that states that donations will not be accepted for projects or purposes 
outside of the charity’s objects or approval. 

Occasionally, using funds as restricted becomes impossible. Consider the example of a 
church holding a special offering to raise $7,000 for a new piano. The offering raises 
$10,000.  What happens to the other $3,000?  In this case, the charity is legally prevented 
from either using the funds in another program or returning them to the donor, without 
making application to the courts. This can be an expensive and time-consuming exercise. 

To avoid being precluded from using restricted funds at all if a project is oversubscribed 
or is terminated, the following Donor Restricted Gift Policy should be made known to the 
prospective donor: 

Suggested wording: 

"Spending of funds is confined to [board/charity] approved programs and projects. Each 
contribution directed toward an approved program or project will be used as restricted with 
the understanding that when the need for such a program or project has been met, or 
cannot be completed for any reason as determined by the [board/charity], the remaining 
restricted contributions will be used where most needed.” 
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B.8 The Ethical Fundraising and Financial Accountability 
Code of [name of organization] - Sample 
(CCCC, 2020) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Terms of Use 

This sample document is provided as a general guideline to assist CCCC member 
charities. This information does not constitute legal or other professional advice. 
Appropriate modifications are required to suit the facts applicable to each situation.CCCC 
also provides general guidance on how to write, review, and update your charity's policies. 
We encourage you to review these resources as you consider this sample document. 

Document Control   Policy Number:   (Add #) 

    Approval Date:   DD / MM / YYYY 

    Approved By:   (Add Position or Name) 

    Review Date   DD / MM / YYYY 

    Reviewer Name:   (Add Position or Name) 

A) Responsibility to the Donor 

1. All contributors to [name of organization] that are not themselves registered 
charities are entitled to receive an official receipt for income tax purposes for the 
amount of eligible contributions made in cash or for the fair market value of the 
property contributed.  The governing board may establish a minimum amount for 
the automatic issuance of official receipts, in which case smaller contributions will 
be receipted only upon request. 

2. All fundraising solicitations by or on behalf of our organization will disclose our full 
legal name and the purposes for which funds are requested.  All contribution 
appeals will contain the statement in C. 3. below. 

Printed solicitations (however transmitted) will also include our address or other 
contact information. 

3. Contributors and prospective contributors are entitled to receive the following 
information, promptly upon request:  

1) our most recent annual report and audited financial statements as 
approved by the governing board and the membership 

2) our charity registration number (BN) as assigned by Canada Revenue 
Agency 

3)  any information contained in the public portion of our most recent Charity 
Information Return (Form T3010) 
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4) a list of the names of the members of the governing board 

5) a copy of this Ethical Fundraising and Financial Accountability Code 

4. Contributors and prospective contributors are entitled to know, upon request, 
whether an individual soliciting funds on our behalf is a volunteer, an employee, or 
a fundraising consultant. 

5. The privacy of contributors will be respected, including their right to remain 
anonymous, unless information must be released by law.  Contributors have the 
right to receive a copy of their own contribution record and  challenge its accuracy. 

6. The contributor or prospective contributor list will not be exchanged, rented, or 
otherwise shared with other organizations. 

7. Contributors and prospective contributors will be treated with respect.  Every effort 
will be made to honour their request to   

1. limit the frequency of solicitations 

2. not be solicited by telephone or other electronic technology 

3. receive printed material concerning our specific fundraising appeals 

8. The organization will respond promptly to a complaint by a contributor or 
prospective contributor about any matter that is addressed in this Ethical 
Fundraising and Financial Accountability Code.  A designated staff member or 
volunteer will attempt to satisfy the complainant's concerns in the first instance.  A 
complainant who remains dissatisfied will be informed that he/she may appeal in 
writing to our governing board or its designate and will be advised in writing of the 
disposition of the appeal.  A complainant who is still dissatisfied will be informed 
that he/she may notify the Canadian Council of Christian Charities in writing of 
his/her concerns. 

B) Fundraising Practices 

1. Our fundraising solicitations will   

1. truthfully describe our projects or programs for which the contributions will 
be used 

2. respect the dignity and privacy of those who benefit from our activities in 
pursuit of our objects 

2. Volunteers, employees, and hired fundraisers who solicit or receive funds on our 
behalf shall   

1. adhere to the provisions of this Ethical Fundraising and Financial 
Accountability Code 

2. act with fairness, integrity and in accordance with all applicable laws 

3. adhere to the provisions of the applicable professional codes of ethics, 
standards of practice, etc. 
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4. cease solicitation of a prospective contributor who identifies the solicitation 
as harassment or undue pressure 

5. disclose immediately to the organization any actual or apparent conflict of 
interest 

6. not accept contributions for projects or programs that have not been 
approved by our board 

3. Paid fundraisers, whether staff or consultants, will be compensated by a salary, 
retainer, or fee, and will not be paid finders' fees, commissions, or other payments 
based on either the number of contributions received or the value of funds 
raised.  Compensation policies for fundraisers will be consistent with our policies 
and practices that apply to all our personnel. 

4. If an external fundraiser is retained, access to our master contributor list will be 
limited and will be kept under strict control. 

5. The governing board will be informed at least annually of the number, type, and 
disposition of complaints received from contributors or prospective contributors 
about matters that are addressed in this Ethical Fundraising and Financial 
Accountability Code. 

6. Our donors will be kept fully informed with comprehensive and current information 
about our organization and its ministries. 

7. Contributors will be encouraged to seek independent professional advice before 
making a significant gift to ensure that the proposed contribution will not adversely 
affect the contributor's financial position or his or her relationship with family 
members. 

C) Financial Accountability and Organizational Integrity 

1. The governing board shall be comprised of responsible individuals, the majority of 
whom are Canadian residents. No member of the governing board shall be 
employees of the organization or otherwise receive compensation from the 
organization except as authorized by law. 

2. The governing board shall  

a. hold at least two full-agenda meetings each year 

b. create policy for the organization 

c. maintain effective control over the organization 

d. establish a proper financial reporting system which permits the production of 
annual operating statements and a balance sheet, showing reasonable 
detailed information that 

i is factual and accurate in all material respects 
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ii identifies government grants and contributions separately from other 
contributions 

iii is prepared in accordance with generally accepted accounting principles 
established by the Canadian Institute of Chartered Accountants 

e. ensure that the organization at all times operates within the limits of and in 
accordance with the objects in its governing documents 

f. take seriously its responsibility to be conversant with and comply with federal, 
provincial, and municipal laws and regulations 

g. ensure that the organization is open and accurate in all its dealings 

h. not permit any officer, member of the governing board, or staff member of the 
organization to receive royalties for the use of any property of such person that 
is used for fundraising or promotional purposes by the organization 

i. not permit the payment of fees for service that is based on a percentage of 
funds raised or is based on another form of paying commissions 

j. ensure that the organization appropriately serves the interests of each 
contributor or potential contributor by encouraging representatives of the 
organization to emphasize the concern of the organization is to nurture 
responsible stewardship on the part of the contributor 

k. avoid questionable motives or programs that are not factual or that negate the 
contributor's sound judgement 

l. require responsible stewardship on the part of our representatives through 
effective training and cost controls 

m. ensure that the organization or its representative does not by any means, 
either directly or indirectly, induce a contributor or other constituent to transfer 
to it a benefit from any other organization or purpose 

n. ensure that all government prescribed returns such as the Registered Charity 
Information Return (T3010) and voluntarily produced reports will be prepared 
factually, accurately, and on a timely basis 

o. ensure that sufficient funds will be spent on administration and fundraising 
(where appropriate) to assure effective and efficient management of our 
resources 

p. ensure that the organization meets or exceeds its disbursement requirements 
imposed by section 149.1 of the Income Tax Act, Canada 

q. review the cost-effectiveness of our programs and report thereon in our annual 
report 

r. is factual and accurate in all material respects 
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s. identifies government grants and contributions separately from other 
contributions 

t. is prepared in accordance with generally accepted accounting principles 
established by the Canadian Institute of Chartered Accountants 

3. A restricted contribution designated in support of a program or a single project 
which is approved by the board will be used for the purpose for which it was given.  
We make our policy dealing with donor designated funds known to all donors and 
potential donors by printing it on all fundraising material.  To avoid being legally 
precluded from using designated funds at all if a project is oversubscribed or is 
terminated, the following policy is in place and is published: 

"Spending of funds is confined to [board/charity] approved programs and projects. 
Each contribution directed toward an approved program or project will be used as 
restricted with the understanding that when the need for such a program or project 
has been met, or cannot be completed for any reason as determined by the 
[board/charity], the remaining restricted contributions will be used where most 
needed." 

The board of [name of organization] has adopted the preceding Code as its policy.   In so 
doing, the governing board commits itself to being the responsible custodian of 
contributions received to pursue the organization's objects, to exercise due care 
concerning the governance of fundraising and financial reporting, and to ensure, to the 
best of its ability, that the organization adheres to the provisions of the Code.  It is hereby 
confirmed that each member of the governing board and staff has received a copy of the 
Code and that a copy will also be provided to each person who is subsequently elected to 
the governing board or appointed to the staff. 

is factual and accurate in all material respects identifies government grants and 
contributions separately from other contributions is prepared in accordance with generally 
accepted accounting principles established by the Canadian Institute of Chartered 
Accountants. 

  

  

 

Signature: 

 

Date: 

Print Name:   

 
Copyright © 2020-2022 Canadian Centre for Christian Charities - Website: www.cccc.org 
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B.9 Ethics Policy - sample 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Terms of Use 

This sample document is provided as a general guideline to assist CCCC member 
charities. This information does not constitute legal or other professional advice. 
Appropriate modifications are required to suit the facts applicable to each situation.CCCC 
also provides general guidance on how to write, review, and update your charity's policies. 
We encourage you to review these resources as you consider this sample document. 

Document Control   Policy Number:   (Add #) 

    Approval Date:   DD / MM / YYYY 

    Approved By:   (Add Position or Name) 

    Review Date   DD / MM / YYYY 

    Reviewer Name:   (Add Position or Name) 

It is the policy of [CHARITY] that its employees, volunteers and board members uphold 
the highest standards of ethical, professional behaviour.  To that end, employees, 
volunteers and board members shall dedicate themselves to carrying out the mission of 
this organization and shall: 

• Hold paramount the safety, health and welfare of the public in the performance of 
professional duties. 

• Act in such a manner as to uphold and enhance personal and professional honour, 
integrity and the dignity of the ministry. 

• Treat with respect and consideration all persons, regardless of race, religion, 
gender, sexual orientation, maternity, marital or family status, disability, age or 
national origin. 

• Engage in carrying out [CHARITY]’s mission in a professional manner. 

• Collaborate with and support fellow workers in carrying out [CHARITY]’s mission. 

• Build professional reputations on the merit of services and refrain from competing 
unfairly with others. 

• Recognize that the chief function of [CHARITY] at all times is to serve the best 
interests of its beneficiaries. 

• Accept as a personal duty the responsibility to keep up to date on emerging issues 
and to conduct themselves with professional competence, fairness, impartiality, 
efficiency, and effectiveness. 
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• Respect the structure and responsibilities of the board of directors, provide them 
with facts and advice as a basis for their making policy decisions, and uphold and 
implement policies adopted by the board of directors. 

• Keep the community informed about issues affecting it. 

• Conduct organizational and operational duties with positive leadership exemplified 
by open communication, creativity, dedication, and compassion. 

• Exercise any discretionary authority they have under the law to carry out the 
mission of the organization. 

• Serve with respect, concern, courtesy, and responsiveness in carrying out the 
organization’s mission. 

• Demonstrate the highest standards of personal integrity, truthfulness, honesty, and 
fortitude in all activities in order to inspire confidence and trust in such activities. 

• Avoid any interest or activity that is in conflict with the conduct of their official duties. 

• Respect and protect privileged information to which they have access in the course 
of their official duties. 

• Strive for personal and professional excellence and encourage the professional 
developments of others. 

In addition, [CHARITY] will operate with an ‘open door’ policy (meaning that employees 
and others will be able to meet with senior staff within a reasonable time 
period).  Employees and others may share their questions, concerns, suggestions or 
complaints with someone who can address them properly.  Ordinarily, that person would 
be the employee’s or volunteer's supervisor.  If the employee or volunteer is not 
comfortable meeting with the supervisor, another person may be approached. 
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B.10 Gift Acceptance & Valuation Policy – Sample 
(CCCC, 2011) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

I. Introduction 
This Gift Acceptance and Valuation Policy (GAVP) provides guidance to "Ministry A" 
employees regarding the planning, promoting, receipting, accepting, and disposing of 
charitable gifts. 

All gifts accepted by "Ministry A" shall comply with charitable giving procedures in 
compliance with all provincial and federal laws and regulations. 

This GAVP will be reviewed by the Manager, Stewardship Services on an annual basis or 
as circumstances may require. Revisions or recommendations to the policy are to be 
approved by the Leadership Team. 

Key Terms and Definitions: 

The “Leadership Team” is comprised of the Chief Executive Officer; Vice President, 
Member Services; and Vice President, Administration. 

A “donor” is any individual, partnership, corporation, foundation or other legal entity that 
makes a charitable gift to "Ministry A." 

A “gift” is a voluntary transfer of property without consideration. 

An “inter vivos gift” is a gift made from one or more persons, without any prospect of 
immediate death, to one or more others. 

The “Fair Market Value (FMV)” is generally considered the highest price, expressed in a 
dollar amount, that the property would bring in an open and unrestricted market between 
a willing buyer and a willing seller who are knowledgeable, informed, prudent, and are 
acting independently of each other. 

A gift that is “unusual” is generally a non-cash gift, other than publicly-traded securities. 

Unreasonable” is generally considered beyond the normal scope of using good 
judgement. 

II. Categories of Giving 
Outright gifts generally include: 

● cash and cheques 

● publicly-traded securities 

● real estate 

● personal property 

Deferred gifts generally include:  
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● bequests 

● pooled income funds 

● endowment funds 

● life insurance policies 

The gift stewardship programs at "Ministry A" generally consist of these categories: 

1. Non-donor-restricted gift support 

2. Donor-restricted gift support for special projects (like the Building Fund) 

3. Donor-restricted gift support for long-term purposes, which hold specific 
restrictions as to the application and use of the gift’s principal and its income (e.g. 
10-year gifts) 

4. Donor-advised gift support, which hold specific advice to the application and use 
of the gift’s principal and its income 

III. Special Policy Notations 

Acceptance and 
Distribution of Gifts 

The Leadership Team shall delegate to designated employees of 
"Ministry A" the ability to accept gifts on behalf of "Ministry A." 
The Leadership Team shall have the sole and absolute discretion 
on gifts received which hold unclear, impossible, inadvisable, or 
impractical instructions for distribution. The Leadership Team 
shall also have the ability to recover costs for gifts that require 
additional administrative and/or other professional advice.  

Compatibility All gifts must align with the charitable purposes and objects of 
"Ministry A." 

Prior Approval All gifts that are unusual in nature should be referred to the 
Leadership Team for prior approval. "Ministry A" reserves the 
right to seek the advice of a lawyer and/or other appropriate 
professional counsel prior to making any final acceptance 
decisions. 

Fundraising 
Appeals 

The Leadership Team will establish and approve any appeal for 
the solicitation of gifts. 

Internal Records All documentation regarding donors must be maintained and 
controlled by the Manager, Stewardship Services. All donor 
information is confidential and unavailable to the public unless 
prior written consent of the donor is obtained or otherwise 
required to be disclosed by law. 

CBWC Church Treasurer's Manual July 2023 Page 179



Fees or 
Commissions 

"Ministry A" will not pay fees to any person for directing a gift (i.e. 
incentive based fundraising). "Ministry A" holds to a 
comprehensive policy on ethical fundraising and financial 
accountability. 

Professional or 
Appraisal Fees 

If professional or appraisal fees are necessary, "Ministry A" shall 
use best efforts to estimate the reasonableness of fees prior to 
payment and will ensure disclosure of same to donor. Appraisals, 
where necessary, will be completed by individuals who are 
competent and qualified to appraise property and who have no 
conflict of interest. 

Gift 
Acknowledgement 

All accepted gifts will be acknowledged immediately with an 
acknowledgement letter, which will include an official tax receipt, 
if applicable. All official tax receipts for gifts will comply with the 
Income Tax Act (ITA) and Regulations. For acknowledgement 
and recognition purposes, in regard to gifts given by "Ministry A" 
to qualified donees at the original donor’s request, "Ministry A" 
will disclose such donor’s name, except for those gifts specifically 
indicated by such donor as anonymous. 

Gift-in-Kind The date of “fair market value” will be established for inter vivos 
gifts as the date of title transfer. In the absence of any ability to 
determine valuation, the donor’s acknowledgement will carry a 
stated gift value of zero ($0). The proper valuation processes are 
set forth in Section V, Gift Valuation Guidelines, page 7 of this 
GAVP. A Gift-in-Kind Information Form will be used for the 
purpose of accepting all gifts-in-kind for "Ministry A," except for 
gifts of securities (see Appendix I). 

Conflict of Interest "Ministry A" will be cautious in all dealings with donors in order to 
avoid even the appearance of impropriety. If a direct or indirect 
conflict of interest is disclosed to a "Ministry A" employee, that 
employee will refer this to the Leadership Team. 

Gift Valuation "Ministry A" will follow standard practice guidelines for the 
industry in valuing all outright and deferred gifts. The proper 
process of valuing non-cash property will be made pursuant to 
Section V, Gift Valuation Guidelines of this GAVP. 
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Gifts that cannot 
be accepted 

"Ministry A" reserves the right to decline a gift. The following 
examples justify such an action, although other situations may 
also result in a declined gift: 
● Any gift with features contrary to the charitable purposes and 

objects of "Ministry A" 
● Any gift that violates any provincial or federal laws 
● Any restrictive clause that may bring unwarranted pressure 

or embarrassment to "Ministry A", the Board of Directors or 
its employees 

● Any gift that contains unreasonable conditions, liens or other 
encumbrances 

● Any gift that presents exposure to unacceptable liability 
● Any gift that could financially or morally jeopardize the donor 

or "Ministry A" 
● Any gift where an appropriate “fair market value” cannot be 

determined or will result in unwarranted or unmanageable 
expense for "Ministry A" 

● Any gift that could jeopardize "Ministry A's" charitable status 
● Any gift that could improperly benefit any donor 
● Any gift that holds a condition that is revocable in any way 

IV. Gift Acceptance Guidelines 
Gifts can be generally categorized as either outright or deferred. "Ministry A" recommends 
that individuals seek Independent Legal Advice (ILA) prior to making any significant 
outright or deferred gifts. 

"Ministry A's" donor restricted gift policy: 

"Spending of funds is confined to [board/charity] approved programs and projects. Each 
contribution directed toward an approved program or project will be used as restricted with 
the understanding that when the need for such a program or project has been met, or 
cannot be completed for any reason as determined by the [board/charity], the remaining 
restricted contributions will be used where most needed." 

Cash and Cheques.  

This shall include electronic fund transfers and credit cards. All cheques shall be made 
payable to "Ministry A." Cheques made payable to an employee or a Director for credit to 
"Ministry A" will not be accepted as a gift to "Ministry A." 

● Publicly-Traded Securities. "Ministry A" will accept only publicly-traded marketable 
securities that are to be sold immediately without restriction. 
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● Real Estate. All gifts of real estate will be referred to the Leadership Team for prior 
approval. Prior to any acceptance of a gift of real estate, "Ministry A" may require the 
completion of the following, if appropriate: 

○ arms-length appraisals 

○ title search 

○ a marketability check 

○ an on-site evaluation 

○ an environmental survey 

○ determination of other costs or concerns 

● Personal Property. Unique gifts will be considered by the Leadership Team. 
Acceptance is entirely in the sole discretion of the Leadership Team. 

Deferred Gifts: 

● Estate Gifts. Consist of bequests to "Ministry A" through a Will or Testamentary Trust. 
"Ministry A" reserves the right to decline any gifts from the estate of a deceased donor 
that are not in compliance with this GAVP. 

● Planned Gifts. Deferred gifts may also consist, but are not limited to, the following 
types of planned gifts: 

○ Donor-Advised Pooled Funds. A minimum initial contribution ($100,000) is 
required. Any exceptions to this minimum will be referred to the Leadership 
Team. 

○ Donor-Advised Pooled Funds - 10-Year Gifts. A minimum initial contribution 
($500,000) is required. Any exceptions to this minimum will be referred to the 
Leadership Team. All agreements relating to these types of gifts must balance 
the obligations of "Ministry A" in administering the funds and provide flexibility for 
future conditions which may impact the donor’s intent for the funds. 

V. Gift Valuation Guidelines 
Establishing the Date of the Gift: 

Generally, the date of any contribution will be defined as the date on which the donor 
irrevocably relinquishes control of the property to "Ministry A." If the donor is deceased, 
the valuation date is the day prior to death. The Estate Trustee Information letter must be 
retained. 

If the date of the gift cannot be determined, the following guidelines will be used: 

● Personal Property. Gifts of tangible personal property, no matter how delivered, are 
deemed to be accepted by "Ministry A" when title is transferred to "Ministry A." 
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● Credit and Debit Cards. Credit and debit card gifts are deemed to be accepted on the 
day the "Ministry A’s" account is credited, providing funds have sufficiently cleared 
the banking system. 

● Real Estate: A gift of real estate is accepted when the Deed is registered in the name 
of "Ministry A." 

● Gift of Securities. Based on delivery method: 

○ Electronically Transferred – The date the shares are received in the "Ministry A’s" 
brokerage account. The copy of the brokerage activity sheet must be retained. 

○ Hand delivered – The date the physical certificates, the Authorization to Transfer 
Publicly Traded Securities and Request for Charity Beneficiary Forms are 
received at "Ministry A" office. The stamped date with this notation must be 
retained. 

○ Mailed – The date the physical security certificates, the Authorization to Transfer 
Publicly Traded Securities Form are post-marked. The envelope with the post 
mark must be retained. 

Establishing the Value of the Gift: 

"Ministry A" must be able to determine the FMV of any non-cash gifts. Should "Ministry A" 
not be able to reasonably determine the FMV of a gift, the donor’s acknowledgement will 
state a value of zero ($0). If the FMV of an item can be easily determined (cash register 
receipt for new purchase), a third-party appraisal may not be required. The FMV of a gift-
in-kind does not include taxes paid on purchasing the item. 

Exceptions may be referred to the Leadership Team; however, ‘Ministry A’ will be guided 
by the following: 

● Donations valued at less than $1,000. A person with sufficient knowledge may 
establish FMV, documenting the basis used for the estimate and any other pertinent 
information. 

● Donations valued at $1,000 and over. FMV will be based on an independent appraisal 
completed by a qualified third party. 

● FMV. Gifts of property are subject to a deemed FMV rule, which applies to any 
property donated within three years of acquisition or acquired through a gifting 
arrangement. The deemed FMV is the lesser of the actual FMV or the donor’s cost to 
acquire the property, or in the case of capital property, the adjusted cost base, with 
the following exceptions:   

○ gifts made as a consequence of a donor’s death 

○ inventory 

○ real property situated in Canada 

○ certified cultural property 

○ gifts of publicly traded securities 
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○ ecological gifts 

● Gifts of Securities. FMV is based on the closing price of the units or shares recorded 
on the day the securities are received into "Ministry A’s" brokerage account. 

VI. Conclusion 
The policies set out in this GAVP are intended to assist and provide guidance for 
employees at "Ministry A" involved in receiving and receipting gifts on behalf of "Ministry 
A." All exceptions to this GAVP must be referred to the Leadership Team at "Ministry A," 
especially those gifts that: 

● might expose "Ministry A" to uncertain liability 

● are precedent setting or may involve sensitive issues 

● are perceived to come from illegal or unethical activities 

● are from individuals or organizations whose philosophy and values could be 
considered inconsistent with the overall philosophy and values of "Ministry A." 

This policy shall be reviewed annually. It may also be amended upon recommendation 
and approval by the Leadership Team. 
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VII. APPENDIX I: GIFT-IN-KIND INFORMATION FORM / GIFT-IN-
KIND INFORMATION SHEET 
DONOR INFORMATION 

Name of Donor (Individual/ Organization): _____________________________________ 

Receipt Address: ________________________________________________________ 

Name of Contact (If different from above):_____________________________________ 

Telephone Number: ______________________________________________________ 

Does the Donor own the item       _____yes      _____no 

Has the Donor owned the item for 3 years or more?   _____yes   _____no 

If no, what was the cost of the item to the donor? _______________________________ 

Description of Gift-in-Kind: 

  

  

  

Fair Market Value (FMV) of the gift (excluding GST/PST):  ________________________ 

Is a charitable income tax receipt requested?       _____yes      _____no 

DONOR DECLARATION: 

I (the undersigned) hereby make this gift-in-kind of my free will and without receiving any 
consideration or benefit except as noted as the “advantage” (if applicable) on the 
charitable income tax receipt, for the assessed FMV, if it is determined that this gift meets 
all "Ministry A" and federal and provincial laws and regulations.   

      

Signature of Donor/Organization   Date 

FOR ‘Ministry A’ USE ONLY: 

Gift-in-kind Valuation Date: ________________________________________________ 

Is Legal Title Transfer Required?:  ___ _______________________________________ 

If yes, method for Title Transfer:  ____________________________________________ 

Special Terms or Conditions: _______________________________________________ 

Gifts valued at $1,000 or less: Value $ ________________________________________ 

Method of appraisal: ______________________________________________________ 
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Gifts valued at $1,000 or more: Value $ _______________________________________ 

1. Qualified Independent Appraiser (name, title, valuation attached) _____________ 

2. Qualified Independent Appraiser (name, title, valuation attached) _____________ 

 

Leadership Team Comments, if applicable:  

  

  

  

  

Donation acceptance approved by: 

  

  

      

Signature of Designated 'Ministry A' Employee   Date 
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B.11 Fleecing the Flock 
(Pellowe, Fleecing the flock, 2023) © Canadian Centre for Christian Charities, 
www.cccc.org Not to be Used or Further Reproduced Without Permission. 

Christians can be so gullible! Recently I came across the following all within one day. The 
BC Province had a headline story “Churchgoer accused of Ponzi scheme” followed by a 
background story “BC has a history of scams targeting religious communities.” I came 
home, caught up on Mark Petersen’s blog Open Hands [blog no longer exists] and 
watched the interview he posted where the high profile leader of a Christian agency 
explains himself and apologizes for his role in promoting a Ponzi scheme. Then I read in 
the KW Record a story about a well-known local Ponzi artist and discovered some new 
information; that he taught adult Sunday School at his church and one of his victims was 
a missionary couple working for a Christian agency. I could mention names of people and 
churches, but that is not the point of this post. If you need to, you can follow the links. I, 
however, want to focus on what ministry leaders can do to protect the people in our care 
from these schemes. 

Church leaders often promote schemes 

First, we must acknowledge that ministry leaders are often involved in these schemes 
themselves. With just five or ten minutes of googling for some of these details, I discovered 
that among the stories just referred to, the perpetrators include a leading member of a 
church, a Sunday school teacher, a church co-founder, a pastor, an elder, and of all things, 
a choir member (surely the choir is above suspicion!). Promoters (who may be just as 
guilty as the perpetrators or naïve dupes themselves) included an internationally known 
evangelist, a prominent pastor/televangelist, and the leader of a prominent television 
ministry. 

These facts look really bad on us. 

Churches are known to be vulnerable to frauds 

Read this assessment from the Province‘s background story of October 23rd and weep 
for the church: 

Rob Gordon, director of the Simon Fraser University School of Criminology, said “the use 
of churches to separate gullible individuals from their money has a long history.” In some 
cases, the scammer becomes a member of the church and in other cases, pretends to be, 
Gordon said. “There’s an association that the person is trustworthy,” he noted. The fraud 
artist is viewed as “honest” because he’s in the same church, so he’s trusted. “They are 
appealing to (an emotion), which is ‘get rich quick,’ said Gordon. “People fall for this with 
astonishing stupidity.” 

Stupid, gullible Christians who want to get rich quick. Not a pretty picture! 

Five ways to protect churches from fraud 

What can we as Christian leaders do to eradicate this blight from our community? Here 
are five action steps. 
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1. First, sad as it is, one of the above stories involves a pastor with eighteen years of 
pastoral experience who, directly or indirectly, fleeced over 300 church members. 
The BC Securities Commission called him the mastermind of the scheme in its 
findings [this document has now been removed from their website]. This is criminal 
behaviour and a complete moral failure. While I don’t know what his board did in 
providing oversight, this is surely an instance where it should have aggressively 
demanded answers from him, as it is the board’s responsibility (along with the 
denomination) to protect the church from a pastor gone bad. Every board should 
have an Ethics and Whistleblower policy* for the ministry to help ensure that 
complaints get its attention. See my post The private life of a Christian leader for 
more on oversight of ministry leaders. So number one, pastors should educate 
their church members that every Christian is responsible to test everything 
to see if it is good or not (Romans 12:2). This applies not only to doctrine, but 
to every decision they make. Specifically, it means they should not accept anything 
based only on who it is that is offering it to them. Pastors are not exempt from this 
scrutiny. 

2. Ponzi perpetrators always look for people who are well-respected and well-
connected to act as their finders for new victims. That means you as a leader in 
the Christian community are a prime target for recruitment into a Ponzi scheme. 
Your guard should be up immediately whenever someone asks you to participate 
in an “opportunity” to make money. Don’t be flattered by their approach; without 
you they have a much harder time. Therefore, whether it is an investment scheme 
or a multi-level sales program, anything that requires you to recruit for or promote 
something that involves money should automatically be turned down. If you get 
involved, you are likely abusing your spiritual authority, because no matter how 
hard you try to separate your spiritual leadership from your opportunity, many in 
your congregation will see your spiritual authority as inseparable from who you are. 
If you lead a Christian agency, you should not promote anything to your staff either, 
unless it is participation in your own program, such as a pension plan. Again, you 
are abusing your authority. So number two is, don’t participate yourself! 

3. Schemers might try to draw you or your parishioners/employees in by saying you 
can use the money you’ll make to support your ministry, or missions or some other 
good thing. The lack of a personal benefit does not make criminal activity 
acceptable. You are still engaged in unrighteous behaviour. Due to the proven 
susceptibility of church members to buy into these and other schemes, number 
three is for church leaders to educate their members about these schemes 
and strongly recommend that they avoid them. If there is a particular scheme 
circulating in the church, the pastor must speak up about it. Tell your 
congregation what a Ponzi scheme is so they can recognize it. Show them how 
promoters try to manipulate them. Expose the work of the enemy. You could do 
this in a newsletter that they can keep and circulate outside of the church. In fact, 
as I write this, I think we at CCCC should write this for you and make it available 
for downloading. Save you some time. Okay, I commit to doing that. It’ll be up 
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within a week of this post in the Sample Documents area of our website. Non-
members can request it by using the blog’s contact form. This step should go 
broader than Ponzi schemes to include the many fraudulent tax-receipting 
schemes that are currently quite prevalent and that are the focus of a major 
Canada Revenue Agency audit program. 

4. Number four is for boards to pass an investment policy to protect the charity 
itself from such schemes. One of the largest Ponzi schemes to hit religious 
organizations was the Foundation for New Era Philanthropy that took in over $500 
million from 1989-1995 and nearly destroyed a number of very large Christian 
ministries. A good investment policy sets limits on the kind of investments that are 
acceptable and ensures there is good professional advice. Many organizations 
make bad investments because staff or volunteers make decisions on their own 
without professional counsel. In some cases they persuaded the board to go along 
with it. Board members could be in breach of their fiduciary duty and bear personal 
liability for the losses if they accept unqualified advice. 

5. At its core, Ponzi schemes thrive because of greed and laziness. Someone offers 
an easy, quick, no-effort and (usually) a risk-free or virtually risk-free way to make 
a lot of money, whether to benefit yourself or a cause that you believe in. Laziness 
and greed should not be characteristics of mature Christians. It’s funny how 
mothers are so wise, but here is one we’ve all heard from our mothers at some 
point and it is the final message you should give your church members. Number 
five is to tell everyone, “If it is too good to be true, it probably is.” In fact, 
maybe it should be stronger. “If it is too good to be true, it is!” Only one thing 
truly is too good to be true, and yet it is, and that is the really Good News of God’s 
love for you and Jesus Christ’s sacrificial death that allows you to experience it! 
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B.12 Investment Policy- sample  
(CCCC, 2000) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

**NOTICE** 

This is the investment policy of the Canadian Council of Christian Charities, which is 
headquartered in Ontario. It therefore reflects Ontario law. Charities in other provinces can 
use this policy as a guideline but will have to check that it is compatible with the law in 
their province. All charities will have to review the investment criteria and make their own 
decisions on what the investment policy should be, based on their needs and 
circumstances (e.g., risk tolerance, percentages invested in equity or bonds). 

INTRODUCTION 

There is a standard of care that is imposed on the directors and officers of a charity which 
affects the actions and activities of individuals who govern the affairs of a charity. The 
standard of care also addresses the extent to which the directors of a charity may delegate 
their responsibilities. One area of delegation involves the investment of a charity's funds. 
The Trustee Act (the "Act") of Ontario address the requirements for the board of directors 
of a charity to have an investment policy and a monitoring system to oversee the 
implementation of such a policy. 

PURPOSE 

This investment policy sets out guidelines for the board of directors (the "board"), the 
investment committee (the "committee") and management to: 

● identify dollars available for investment, 

● determine the appropriate investment types and duration, 

● measure the acceptable rate of return, and 

● generally assist the board in meeting its fiduciary duty with respect to making 
informed investment decisions. 

The amendment to the Act includes a list of seven mandatory criteria that the board of a 
charity must consider when making investment decisions. These seven criteria are as 
follows: 

● General economic conditions; 

● The possible effect of inflation or deflation; 

● The expected tax consequences of investment decisions or strategies; 

● The role that each investment or course of action plays within the overall 
investment portfolio; 

● The expected total return from income and the appreciation of capital; 
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● The need for liquidity, regularity of income and preservation or appreciation of 
capital; and 

● An asset's special relationship or special value to the purposes of the trust or one 
or more of the beneficiaries. 

This policy incorporates these criteria and also addresses non-financial concerns such as 
ethical investment criteria to recognize the primacy of the organization's religious purpose. 

INVESTMENT CONSIDERATIONS 

Each source of funds identified for investment, whether by way of funds beneficially 
owned, or from funds under administration, must be invested in accordance with the policy 
outlined below. The organization has different sources of funds. These are funds 
beneficially owned to pursue the organization's own charitable purposes and funds which 
it administers as trustee for specific purposes, or for others. Such different sources of 
funds shall not be commingled unless specifically authorized by law or by the instrument 
creating the fund. 

INVESTMENT OBJECTIVES 

Prior to the amendments to the Trustee Act (1999), the primary investment objective for 
charities was "security of capital" and investments of a charity's funds were restricted to a 
prescribed list of qualified investments. The amended Act has eliminated the list of 
qualified investments and replaced it with the "prudent investor rule". As a result of this 
change and the shift in public investment return expectations, the "security of capital" 
objective needs to be balanced with the "return on investment" objective. To balance these 
two the primary objectives, the committee will have to consider such factors as liquidity, 
inflation, capital growth and income tax consequences. 

RISK TOLERANCE (AS AMENDED 09-2012) 

Risk tolerance, as measured by the standard deviation*, can be defined as the board's 
acceptable fluctuations in rates of return and capital values as being: 

Low Tolerance Under 4% fluctuation over a 3-year period 

Medium Tolerance 4 - 10% fluctuation over a 3-year period 

High Tolerance Over 10% fluctuation over a 3-year period 

For example: 

● Low tolerance investments may include, but are not limited to: treasury bills, GICs, 
term deposits, money market funds, short term bonds, mortgages and similar fixed 
income instruments. 

● Medium tolerance investments may include, but are not limited to: long term bonds, 
mortgage backed securities, strip bonds, preferred shares, balanced mutual funds, 
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income trust funds, corporate bonds, and similar investments having a combination 
of capital appreciation and fixed income. 

● High tolerance investments may include, but are not limited to: common shares, 
equity mutual funds, corporate bonds, convertible debentures, index funds, and 
other similar investments with a low fixed income component and high potential for 
capital appreciation. 

Each individually-pooled fund investment will be assessed in terms of its appropriateness 
for the portfolio. 

*In finance, standard deviation is applied to the annual rate of return of an investment to 
measure the investment's volatility (risk). A volatile stock would have a high standard 
deviation. 

INVESTMENT TERM (AS AMENDED 09-2012) 

To support the dual objectives of "security of capital" and "return on investment", funds 
should be invested for the longest-term possible subject to the risk tolerance and market 
conditions at the time that investment funds become available. Establishing a line of credit 
at the bank can respond to the short-term cash needs where funds have been locked into 
investment instruments that may not be immediately liquid on a cost-effective basis. The 
length of time that funds can be tied up in particular investment instruments needs to be 
considered in determining the appropriate investment mix. The various terms are: 

Short term (low tolerance instruments) 0 - 3 years 

Medium term (medium tolerance instruments) 3 - 7 years 

Long term (high tolerance instruments) 7 years or more 

TYPES OF INVESTMENTS 

The appropriateness of the investment instrument chosen for particular funds available is 
dependent on the risk tolerance, investment term, market conditions, inflation outlook, and 
potential tax consequences. 

No direct investments shall be made by staff in corporations that are directly engaged in 
the production and distribution of products or services that would bring disrepute to the 
pursuit of the primary purpose of the organization. Such unacceptable investments would 
include, but are not limited to, investments in corporations which produce or distribute 
products or services such as tobacco products, mind altering substances without 
prescriptions, gambling, immoral exploitation of the human body, and exploitation of the 
underprivileged or disabled. Wherever possible, professional fund managers that are 
engaged will be encouraged to avoid these types of investments as well. 

INVESTMENT LIMITS (AS AMENDED 09-2012) 

For various investment terms, the asset allocation will be as follows: 
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     0-3 yrs 3-7 yrs   > 7 yrs    

● Cash equivalents 0% to 100% 0% to 100% 0% to 100% 

● Fixed Income 0% to 60% 0% to 75% 0% to 60% 

● Equity 0% 0% to 30% 0% to 60% 

No direct investment in an individual corporate security shall exceed 10% of the market 
value of the total investment portfolio. 

No currency risk will be undertaken in the fixed income portfolio. 

Any investment in fixed income investments shall be rated BBB or higher. Direct foreign 
investment shall not exceed 30% of a given fund source. 

PORTFOLIO MANAGEMENT 

To simplify the investment portfolio management, the committee shall set up one or more 
pooled investment funds. Every source of investment funds which is permitted to be 
commingled with other similar funds shall be invested in the pooled fund designed to 
accommodate such investments. The pooled fund shall be unitized to permit each 
investment source to acquire and dispose of such pooled fund units to accommodate its 
specific needs. 

The investments of each pooled fund shall be valued at least weekly and the value of each 
outstanding unit shall be determined at that time. Based on the unit value determined in 
that way, additional units may be assigned to, or redeemed by specific investment 
sources. The method of valuating the pooled investment fund unit shall be as follows: 

● The fair market value of each investment being the closing price on the last trading 
day of each week as reported by a credible source. (E.g. the Toronto Stock 
Exchange, The New York Stock Exchange or an appropriate major), 

● Plus any income earned and receivable from any specific investments which have 
not yet been received and are not reflected in the market price, 

● Plus the cash balance of the fund, and 

● Less any income earned by the pooled fund to be distributed to unit holders of 
record. 
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The overall investment portfolio of each pooled fund must be constructed in accordance 
with the "Investment Considerations" described above and must be diversified by type, 
geographic distribution and sector concentration. 

INVESTMENT ADVISOR 

The committee shall retain the services of an investment advisor who shall advise the 
committee two times per year: 

● on any changes to be recommended to the board regarding this investment policy, 

● on the effectiveness of the committee's directions given to the investment manager 
in compliance with this investment policy and the seven criteria prescribed by the 
Act, and 

● on the performance of the investment manager in respect of agreed upon 
established benchmarks. 

Meetings of the committee may take place by means of electronic communication.  

COMMITTEE MEMBERSHIP 

The committee shall be made up of three individuals holding the following offices: 

● The CEO, 

● The senior staff member responsible for CCCC's financial management (the 
"finance manager"), and 

● An additional staff member appointed by the CEO 

who shall make investment decisions taking into account the advice of an investment 
advisor. 

INVESTMENT MANAGER 

The investment manager is a firm or individual who is neither the investment advisor nor 
any other member of the investment committee. He/she/it shall invest the cash in each 
pooled investment fund in accordance with the general directives given to him/her/it by the 
committee. Specific target rates of return will be established with the investment manager 
at the beginning of his/her/its appointment and on an annual basis thereafter. Such rates 
of return shall be measured against established benchmarks. 

REPORTING 

The investment manager shall prepare monthly investment statements for each pooled 
investment fund to the finance manager. 

The finance manager shall ensure that the books of account adequately reflect the 
purchases, sales, gains/losses, and investment income as required by generally accepted 
accounting principles. The finance manager shall also prepare a quarterly report to the 
committee outlining the investments held by each pooled fund and including a brief 
description, cost, yield, market value, percentage of the pooled fund, and percentage of 
the total investment of the pooled fund. 
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The committee shall review the report from the finance manager and the report from the 
investment advisor to ensure that the investment portfolio and performance is in full 
compliance with this investment policy. If satisfied with the quarterly reports, the committee 
shall prepare a summary report to be presented to the board annually by the CEO.  

REVIEW OF PERFORMANCE AND POLICY 

The committee shall at least annually meet with the investment manager to review the 
results of the investment portfolio to determine whether the performance benchmarks 
have been met. If, in the opinion of the committee, the performance benchmarks have 
been met and if the performance of the investment manager have otherwise been 
satisfactory, the committee may re-appoint the investment manager for the ensuing year. 
If the committee determines that a replacement investment manager needs to be retained, 
a suitable replacement shall be made. The reappointed or replacement investment 
manager shall be evaluated with respect to the investment benchmarks agreed to for the 
ensuing year. 

The economy, the investment environment and the investment opportunities/challenges 
that the organization faces are constantly changing. To that end, this investment policy 
shall be reviewed at least every three years at a meeting of the board to ensure that it is 
still appropriate for the circumstances then present.  
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B.13 Joint Ministry Agreement – sample 
(CCCC, 2014) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

The precedent set out below is general in nature and is provided as a guide to assist 
charities. In making this precedent available, CCCC is not providing legal advice and does 
not warrant that this precedent will create the legal relationship which the charity may 
intend. Appropriate modifications to this precedent are required to suit the facts applicable 
to each situation. Where the intent is to use this precedent to create a legal relationship, 
it should be provided to legal counsel along with appropriate instructions to meet the 
specific needs and circumstances of the charity. 

THIS AGREEMENT, made as of the ____ day of ___________ (month), _______(year). 

BETWEEN: 

[Canadian Charity] 

A non-profit corporation incorporated pursuant to the laws of the [the appropriate 
jurisdiction] (hereinafter referred to as “Canadian”) 

AND    [U.S. Charity] 

A non-profit corporation incorporated pursuant to the laws of the [the appropriate 
jurisdiction] (hereinafter referred to as “U.S.”) 

WHEREAS Canadian is a charitable organization and a registered charity within the 
meaning of such terms in the Income Tax Act (Canada); 

AND WHEREAS U.S. is classified as a tax exempt religious non-profit organization under 
the Internal Revenue Code (U.S.); 

AND WHEREAS the parties hereto share certain doctrinal distinctives and have similar 
charitable objects and interests; 

AND WHEREAS the parties hereto have concluded that certain of the ministries which are 
carried on by each organization could be more effectively and economically carried on by 
pooling the resources which each of the parties are willing to devote to such ministries for 
the purpose of carrying on these ministries jointly; 

AND WHEREAS it is the intent of the parties hereto that this agreement be entered into 
for the sole purpose of establishing a meaningful structure for regulating and overseeing 
the ministry activity or activities which are cofunded by the parties hereto; 

AND WHEREAS each of the parties hereto is an autonomous organization and each party 
acknowledges that it shall continue to be a distinct entity from the other parties to this 
agreement and each party shall determine from time to time in consultation with the other 
party the ministries which will be carried on jointly. 
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NOW, THEREFORE, in consideration of the mutual covenants hereinafter contained, the 
parties agree as follows: 

ARTICLE I: PURPOSE 

1.1 Joint Activity – The parties shall collectively carry on the ministry activities which are 
mutually agreed upon by each of the parties hereto from time to time and which are in 
compliance with the terms and provisions of this Agreement. Such ministry activities shall 
not be inconsistent with those activities which are permitted or authorized by the objects 
or purposes of each of the parties. The activities to be undertaken jointly are in accordance 
with Schedule A attached hereto. 

1.2 Jurisdiction – This agreement shall be interpreted according to the laws of [the 
jurisdiction of one of the parties to this agreement]. 

1.3 Name – In carrying out the joint ministry activities pursuant to the provisions of this 
Agreement, such activities shall be conducted under the name ____________________ 
(hereinafter called the ______________________ ) provided that the name may be 
modified in the various countries in which the ministry activities are carried on 

(a) to meet the specific legal requirements of such country, and 

(b) such modification is first approved by the Management Committee. 

1.4 Retention of Records– All records required to be kept pursuant to this Agreement, all 
financial information and books of account and all other documentation shall be retained 
at or at such other location as the parties shall determine from time to time. The parties 
hereto shall have full access to such records and all copies of same shall be provided to 
either party upon written request. 

ARTICLE II: ORGANIZATION 

2.1 Management Committee – The ministry activities carried on pursuant to this 
Agreement shall be managed by a Management Committee (the “Committee”) composed 
of five (5) persons. [Insert number] of such persons shall be appointed by Canadian and 
shall be designated as voting members. [Insert number] of such persons shall be 
appointed by U.S. and shall also be designated as voting members. Any change in the 
number of persons who shall constitute the Committee shall require the approval of all 
parties whereupon such change shall immediately become effective. A first and second 
alternative voting member may be designated to take the place of any voting member of 
the Committee. The appointment of each person and the designation of voting members 
shall be for a term of one (1) year, continuing until the first meeting of the Committee 
following the fiscal year end at which meeting the financial statements of the joint ministry 
activities for such period are considered and approved by the Committee. Nothing herein 
shall prevent a party from designating another appointee or voting member in the place 
and stead of its representative throughout the term. There shall be no limitation on the 
number of successive terms that a voting member may serve on the Committee. The 
Committee shall select from within its membership a chairperson and a secretary and such 
other officers as it deems necessary. 
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2.2 The Committee shall meet at least two (2) times per year or more frequently as the 
interests of the joint ministry activities may require, at [identify the place of meeting]. A 
meeting of the members of the Committee may be called by the chairperson at any time. 
The secretary shall convene a meeting of the members of the Committee pursuant to a 
written request therefor from the chairperson or any two members and a quorum at any 
meeting of the Committee shall be determined in accordance with Article 2.6. 

2.3 Notice of any meeting of the Committee shall be in writing stating the time, date, and 
place, and mailed to each member at the last address thereof as shown on the records 
maintained for the joint ministry activities. Such notice may be faxed to any member where 
the member has so requested and has provided the secretary with a fax number. In the 
event of mailing, postage shall be prepaid and the notice deposited in the post office or 
post box at least 20 days (exclusive of the day of mailing and of the day of the meeting for 
which notice is given) before the day for which the meeting is called. The same notice 
period shall be required for a notice provided by fax. Meetings of the Committee may be 
held at any time without formal notice if all the members are present or those members 
who are absent have waived notice and have signified in writing their consent to the 
meeting being held in their absence. Notices of meetings may be sent by electronic means 
to any member where the member has so requested and has provided the secretary with 
the appropriate e-mail address or other contact information. 

2.4 Where all the members have consented thereto, any member may participate in a 
Committee meeting by means of a conference telephone or other communications 
equipment by means of which all persons participating in such a meeting can hear each 
other, and a member participating in such a meeting by means of a conference telephone 
or other communicating equipment shall be deemed to be present in person at the 
meeting. Any consent given hereunder shall be effective whether given before or after the 
meeting to which it relates. Notice of any meeting or any irregularity in any meeting, or the 
notice thereof, may be waived by any member. 

2.5 The number of votes to be exercised by any voting member of the Committee shall be 
determined in the following manner: 

(a) following the preparation of the financial statements of the joint ministry activities and 
prior to the Committee’s annual meeting each year, the financial contribution of each party 
to such joint ministry activities for the immediately preceding fiscal period shall be 
determined as a percentage of the aggregate of all financial contributions to the joint 
ministry activities by parties to this Agreement for the immediately preceding fiscal period. 
In determining such contributions, a reasonable value shall be assigned to any resource 
contributed to the joint ministry activities by any party to this Agreement, and such value 
shall be deemed to be a financial contribution and be included in such calculations. In 
determining such reasonable value, the actual cost incurred by the party providing such 
resource shall be disclosed to the other party to the Agreement and such cost shall be 
deemed to be the reasonable value of such resource. 
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(b) upon the determination of the percentage contribution by each party to this Agreement, 
the total number of votes to be cast by each party’s voting members shall be equal to one 
vote for each full percentage point of such party’s financial contribution determined in 
accordance with Article 2.5(a). Where a party to this Agreement has appointed more than 
one voting member to the Committee, the total number of votes which such party’s voting 
members are entitled to cast shall be divided equally among such party’s voting members. 

2.6 A Quorum at any meeting of the Committee shall be four (4) voting members present 
in person, by teleconference or by other form of electronic communication which permits 
full, instantaneous participation, provided that each party is represented by at least one 
voting member at such meeting. In the event a voting member of any party fails to attend 
two (2) consecutive meetings of the Committee where the required notice has been given, 
the requirement that a voting member from each party be in attendance for a meeting to 
be properly constituted shall not apply with respect to the party whose voting 
representative has failed to attend the two (2) consecutive meetings and, provided the 
remaining conditions for a quorum have been satisfied, the meeting and all subsequent 
meetings shall be validly constituted. 

2.7 Votes – At all meetings of the Committee, every question shall be decided by the 
majority of the votes cast. Each voting member shall have such number of votes on any 
question before the Committee as determined pursuant to the provisions of Article 2.5. 
The Chairperson of the meeting shall not have a second or casting vote in the case of an 
equality of votes. 

2.8 Budget Process 

(a) At its last meeting in each fiscal year during the term of this Agreement, the Committee 
shall approve a budget setting out the estimated costs and the funding required for all 
proposed ministry activities to be carried on jointly by the parties hereto for the ensuing 
fiscal year. Such budget shall be forwarded to the parties for their consideration and 
approval. If such budget meets with the approval of all parties, with or without change, the 
budget or amended budget, as the case may be, shall become the budget for joint ministry 
activities for the ensuing year. 

(b) Each party shall contribute such funds as agreed to by that party during the budget 
approval process and such funds shall be used to carry out the joint ministry activities as 
set out in the budget. If a party to this Agreement is not able to contribute the agreed upon 
funds, it shall notify the Committee as soon as possible as to its inability to so contribute 
and shall advise the Committee as to the actual amount it will be able to contribute. The 
Committee shall then prepare an amended budget and forward copies of same to the 
parties hereto for their approval. In the event a party is unable to meet its budget 
commitment, there is not expectation that any other party to this Agreement shall be 
required to advance the shortfall. 

(c) In the event a party hereto can contribute funds in excess of the amount such party is 
expected to contribute pursuant to the approved budget, such party shall notify the 
Committee as soon as possible as to its ability to do so, the anticipated amount of such 
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surplus contribution and a copy of any donor restriction as may apply to such surplus 
contribution. The Committee shall consider the appropriateness of any donor restrictions, 
if any, and determine if such restricted donation can be incorporated into the amended 
budget. The Committee shall then prepare an amended draft budget reflecting such 
surplus contributions and forward copies of same to the parties hereto for their approval. 
In preparing the amended draft budget for submission to the parties, the Committee shall 
review any activities which were identified on the prior approved budget as “optional 
activities” and determine if the surplus contributions can be used for such activities or, 
subject to any donor restrictions on such surplus contributions, if the surplus should be 
applied to other activities. 

(d) To the extent possible, financial contributions to budgeted expenses shall be made on 
a periodic basis and following the regular monitoring of the programs and activities to 
which such funds are to be applied. If the monitoring of the programs and activities is not 
to the satisfaction of any party or if any party hereto or the Committee fails to perform the 
duties or obligations required of it, any party hereto shall be entitled to discontinue 
payments required of it pursuant to the approved budget. 

(e) If one of the parties to this Agreement can contribute more than the funds agreed upon 
during the budget process, the Committee has the option to carry out optional activities 
and projects in addition to the prioritized ministry activities agreed upon during the budget 
process. Such additional activities and projects can be defined from time to time by the 
Committee and are preferably defined as “optional activities” during the annual budget 
process. There shall be no obligation on the part of any party to the agreement to 
contribute to any optional activities supported by any other party. All such optional 
activities shall, however, come under the management of the Committee. 

(f) In the event the services of an individual or individuals are required to carry out functions 
in connection with the ministry activities which are carried on jointly, a party to this 
Agreement may employ such individual or individuals and then make the services of such 
employee or employees available to the Committee to carry on the ministry activities 
carried on jointly by the parties. The compensation paid to such employee or employees 
shall be included in the financial contributions by such party to fund the joint ministry 
activities and be reflected in the financial statements of the joint ministry provided for in 
Article 5.3 hereof. While performing their services, such individual or individuals shall be 
under the direction of the Committee with respect to the manner in which such services 
are to be provided. With the approval of the parties hereto, the parties may jointly employ 
persons for the purposes of the joint ministry activities in such capacities, at such 
remuneration and upon such terms as the Committee determines. 

2.9 Powers and Duties – The Committee shall oversee the ministry activities which are 
carried on jointly by the parties hereto. In doing so, the Committee shall exercise such 
rights, powers, and privileges as assigned to them by the parties, which shall include the 
following: 
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(a) the Committee may establish policies, which are not inconsistent with the charter, 
bylaws and policies of each of the parties, as it considers necessary or advisable for the 
general conduct and management of the activities which are carried on jointly; 

(b) the Committee shall elect one of its members to be chairperson and one of its members 
to be secretary; 

(c) the members of the Committee may establish a single joint bank account in the name 
of all parties to this Agreement to which all funds to be used in the joint ministry activities 
shall be deposited. The Committee shall designate the individuals who shall have signing 
authority for such account; 

(d) the Committee may establish such committees as it deems appropriate for the general 
conduct and management of the activities which are carried on jointly and may determine 
the duties and responsibilities of such committee; 

(e) the Committee may, from time to time appoint such officers and employ such persons 
as it considers to be necessary to carry out the functions described therein; 

(f) the Committee shall provide regular reports to the parties hereto and act within the 
authority given to it by the parties from time to time; 

(g) the Committee may, from time to time engage such persons as it considers necessary 
to carry out the functions described herein. Such persons may be provided by the parties 
as described in Article 2.10 below. Such persons shall not be automatic voting members 
of the Committee, except pursuant to a separate appointment as a voting member as 
described in Article 2.1. They shall have such duties as assigned to them from time to time 
by the Committee; and 

(h) the Committee shall review projects conducted pursuant to approval of the Committee, 
as well as associated financial statements, and shall provide regular reports to the parties 
hereto and act within the authority given to it by the parties hereto. 

2.10 Remuneration 

(a) No member of the Committee shall receive any remuneration for acting as a member 
of such committee; however, expenses incurred in attending meetings or fulfilling duties 
specifically assigned by the Committee may be paid out of the funds received from the 
parties for the joint ministry activities. 

(b) In the event the services of an individual or individuals are required to carry out 
functions in connection with the ministry activities which are carried on jointly, a party to 
this Agreement may employ such individual or individuals and then make the services of 
such employee or employees available to the Committee to carry on the ministry activities 
carried on jointly by the parties. The compensation paid to such employee or employees 
shall be included in the financial contributions by such party to fund the joint ministry 
activities in determining the number of votes to be cast by such party pursuant to the 
provisions of Article 2.5 of this Agreement. While performing their services, such individual 
or individuals shall be under the direction of the Committee with respect to the manner in 
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which such services are to be provided. With the approval of the parties hereto, the parties 
may jointly employ persons for the purposes of the joint ministry activities in such 
capacities, at such remuneration and upon such terms as the Committee determines. 

2.11 Right to Inspect – In addition to all other rights of the parties pursuant to this 
Agreement, each party hereto shall have the right to inspect any project or program 
undertaken in accordance with the terms of this Agreement upon reasonable notice to the 
other parties. 

ARTICLE III: TERM AND TERMINATION 

3.1 Term – The parties hereto shall commence to carry on the joint ministry activities in 
accordance with the provisions of this Agreement upon the signing of the Agreement by 
each of the parties. The parties shall continue to carry on the joint ministry activities until 
terminated by the agreement of the parties hereto. The parties acknowledge that should 
any decision made by the Committee in overseeing the joint activities provided for 
hereunder not meet with the approval of any party, the party disapproving of such decision 
shall be entitled to give written notice to terminate this Agreement forthwith, whereupon 
the provisions of Article 3.2 shall apply. 

3.2 Termination 

(a) Upon any party hereto giving notice to terminate in accordance with Article 3.1, the 
parties shall mutually agree as to an effective date of termination. In the event the parties 
are unable to mutually agree on a termination date, the Agreement shall terminate upon 
the first fiscal year end following the date of the notice to terminate. Upon termination of 
this Agreement, a complete accounting of all property held in connection with the joint 
ministry activities shall be made to the parties herein and, subject to the provisions of 
Article 5.2, such property shall be returned to the parties in proportion to the contributions 
made by them to such joint ministry activities. Such distribution shall take place no later 
than sixty (60) days following the completion of the said accounting. 

(b) Upon the distribution of the property to the parties, each party hereto, shall cease to 
have the right to use and shall discontinue the use of names, marks, designs, and logos 
which are the names, marks, designs, and logos of or similar to those owned by the other 
party to this Agreement. 

ARTICLE IV: MANAGEMENT 

4.1 Records of the Joint Ministry – Records of the joint ministry activities shall be 
maintained as required by law as well as minutes of all meetings of the Committee. Copies 
of all minutes and annual reports of the joint ministry activities shall be promptly forwarded 
to each party. 

4.2 Annual Reports – Within sixty (60) days after the end of each fiscal period, the 
Committee shall submit an annual report of the ministry that is carried on jointly by the 
parties hereto during such fiscal year to each party. 
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4.3 Retention of Records – All records required to be kept pursuant to this Agreement, all 
financial information and books of account and all other documentation shall be retained 
at such location or locations as the parties shall determine from time to time. The parties 
hereto shall have full access to such records and copies of same shall be provided to any 
party upon written request. Each party shall maintain adequate records at its own head 
office in order to satisfy the laws of the jurisdiction that regulates such party. 

ARTICLE V: FINANCIAL ARRANGEMENTS 

5.1 Financial Support – Each of the parties hereto agree to provide funds for the joint 
ministry activities to meet the financial commitments made in connection with the joint 
ministry activities established in accordance with the budget approved pursuant to Article 
2.8 or as otherwise mutually agreed upon from time to time by the parties. 

5.2 Capital Acquisitions 

(a) To the greatest extent possible, any real property required in carrying out the joint 
ministry activities shall be acquired or leased by one party to the Agreement who shall 
then contribute the use of real property for the joint ministry activities. For the purposes of 
Article 2.5, the fair rental value related to the use of real property in ministry activities that 
are carried on jointly shall be deemed to be that party’s financial contribution. Such party 
shall retain the title to the property and shall be entitled to retain such property upon the 
termination of this Agreement. 

(b) In the event that real property is acquired or leased for use in the joint ministry activities 
and is not acquired by one party, such real property will be acquired from the funds made 
available for the joint ministry activities in accordance with the budget approved pursuant 
to Article 2.8. Title to such property shall be held by one of the parties hereto but such 
party shall hold such property in trust for the parties to this Agreement in proportion to their 
contributions to the joint ministry activities. Upon the termination of this Agreement where 
such property is not disposed of prior to termination, the real property so held in trust shall 
be conveyed to the parties in accordance with their respective interests. If the real property 
is necessary to effectively carry on the joint ministry activities and one of the parties hereto 
desires to so carry on such activities, the party withdrawing shall offer to sell, rent or lease 
to the remaining party its interest in the real property at the fair market value of the selling 
price, rental rate, or lease rate of such interest. If the parties are unable to mutually agree 
to the terms and conditions of such sale, rental or lease within ninety (90) days, such asset 
shall be sold and the net sale proceeds distributed to the parties in accordance with their 
proportional interests. 

5.3 Financial Statements – The Committee shall furnish to each party within sixty (60) 
days of the fiscal year end set out in Article 5.5 statements of the financial condition of the 
ministry activities which are carried on jointly by the parties at the end of such fiscal year. 
Such statements shall be signed by two (2) members of the Committee on behalf of the 
Committee and shall include an opinion on such statements from an independent auditor 
approved by the parties hereto. Such auditor’s opinion shall confirm that it is an audit of 
the activities carried on jointly by the parties pursuant to this agreement. In addition to the 
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annual statements, the Committee shall forward quarterly unaudited financial statements 
to the parties within two (2) weeks of their completion and, in any event, not later than 
eight (8) weeks following the end of the period to which such statements relate. 

5.4 Fiscal Policies – The Committee shall establish and maintain fiscal policies, accounting 
systems, and procedures compatible with the policies, accounting systems, and 
procedures adopted by the parties hereto. 

5.5 Fiscal Year – The fiscal year used to report on the joint ministry activities of the parties 
shall end on December 31 of each calendar year. 

ARTICLE VI: ANTI-TERRORISM 

6.1 Due Diligence – Throughout the terms of this Agreement, the parties hereto shall 
exercise due diligence to ensure that the resources of the parties used in carrying on the 
joint ministry activities shall not be used to facilitate terrorist activity. 

6.2 Policy Disclosure – Each party shall fully disclose to the other party or parties to this 
Agreement, the particulars of any anti-terrorism policy of such party and, to the extent 
such policy applies to the activities of the joint ministry regulated by this Agreement, all 
parties hereto shall comply with such policy. 

6.3 Monitoring – All programs of the joint ministry shall be reviewed regularly to ensure 
such programs do not breach the anti-terrorism policies of any of the parties hereto. A full 
report of such review shall be provided to each of the parties within thirty (30) days of its 
completion. 

6.4 Termination for Non-compliance – In the event any party hereto determines that the 
programs and/or activities of the joint venture are in breach of the anti-terrorism policy of 
the party or subject the party to liability within the jurisdiction that regulates such party, 
such party shall be entitled to give notice to immediately terminate the Agreement, 
whereupon the termination provisions set out in Article 3.2 shall apply. 

ARTICLE VII: MISCELLANEOUS 

7.1 Scope of Agreement – This Agreement shall govern and define the respective rights, 
benefits, liabilities, obligations, interests and powers of the parties with respect to the 
creation and operation of the joint ministry activities. 

7.2 Relationship of the Parties – Each party acknowledges its relationship in participating 
in the ministry activities which are carried on jointly is that of a joint participant in such 
activities pursuant to the terms and provisions of this Agreement and expressly disclaims 
any intention to create a partnership. Nothing in this Agreement shall constitute any such 
party the partner, agent, or representative of any other party, or create any trust of one in 
favour of any other party or render one party liable for the debts or obligations of any other 
party except as specifically provided for in this Agreement. 

7.3 Amendment – This Agreement may not be modified or amended except with the 
written consent of all the parties hereto. 
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7.4 Additional Parties – Additional parties may be admitted as participants in this joint 
ministry, provided that the admission of such additional party is first recommended by the 
Management Committee and such recommendation is approved by each of the parties to 
this Agreement. 

7.5 Assignment – Except as otherwise provided to the contrary, this Agreement shall be 
binding upon and enure to the benefit of the parties and their respective successors and 
permitted assigns. No party may assign its rights hereunder except as herein expressly 
provided. 

7.6 Further Assurances – The parties hereto agree that they will, from time to time at the 
reasonable request of any of them, execute and deliver such instruments, conveyances, 
and assignments and take such further action as may be required pursuant to the terms 
hereof to accomplish the intent of this Agreement. 

7.7 Time of the Essence – Time shall be deemed to be of the essence with respect to all 
time limits mentioned in this Agreement. 

7.8 Entire Agreement – This Agreement constitutes the entire Agreement between the 
parties hereto pertaining to the subject matter hereof and supersedes all prior and 
contemporaneous agreements, understandings, negotiations, and discussions whether 
oral or written of the parties and there are no warranties, representations, or other 
agreements between the parties in connection with the subject matter hereof except as 
specifically set forth herein. 

7.9 Notice – Except as otherwise herein set forth, any notice contemplated or required to 
be given hereunder shall be in writing and either delivered personally, sent by prepaid 
mail, or reproduced electronically addressed as follows: 

In the case of Canadian: [address for notice] 

In the case of U.S.: [address for notice] 

7.10 Severable Covenants – If any covenant or obligation set forth in this Agreement or 
the application of it to any party or the particular circumstances shall, to any extent, be 
invalid or unenforceable, the remainder of this Agreement or the application of such 
obligation to the parties or circumstances other than those to which it is held invalid or 
unenforceable shall not be effected thereby and each such obligation shall be separately 
valid and enforceable to the fullest extent permitted by law. 

7.11 Headings – All headings in this Agreement are inserted for convenience and 
reference only and are not to be considered in the construction or interpretation of any 
provisions of this Agreement. 

7.12 Gender – Words herein that refer to male persons shall include female persons. 

7.13 Responsibility for Liability From Joint Ministry Projects – The parties acknowledge 
that activities conducted in connection with the joint ministry activities could conceivably 
result in unexpected liabilities in excess of applicable insurance which liabilities might be 
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asserted against one or more parties. The parties hereby agree that to the extent that such 
liabilities are not covered by applicable insurance and, except to the extent otherwise 
agreed, that 

(a) to the extent that such liabilities are attributable to the negligence or willful misconduct 
of one party, the liabilities shall be borne solely by that party, and 

(b) otherwise, such liabilities shall be shared by the parties in accordance with the relative 
amount of financial contribution made by each party to the activity creating the liability. 

7.14 Dispute Resolution 

(a) The parties agree to cooperate in good faith in all joint activities, to communicate openly 
and honestly, and generally to attempt to avoid disputes in connection with this 
Agreement. If, nevertheless, a dispute should arise, the parties agree to attempt first to 
resolve such dispute by mediation. The parties shall attempt to agree in good faith on the 
terms for submission of such dispute for mediation to a Christian mediation or conciliation 
service which uses Biblical principles in attempting to resolve disputes. The terms of the 
mediation and the mediation service to be used must be approved by all parties. If the 
parties are unable to resolve the dispute by mediation within a reasonable period of time, 
then the dispute shall be resolved by binding arbitration in accordance with Article 7.14(b). 

(b) If the parties are unable to otherwise resolve a dispute in the manner set forth above, 
the dispute shall be submitted to binding arbitration at a reasonable location and using 
such recognized rules and principles of international arbitration as shall be determined in 
the reasonable, good faith judgment of the Management Committee. If the members of 
the Management Committee are themselves unable to agree on the appointment of the 
arbitrator, then the appointment will be made by the solicitor of the joint ministry. Subject 
to the foregoing provisions of this Article 7.14, the parties intend that arbitration be the 
sole remedy available as to matters arbitrable hereunder. The arbitrator shall determine 
the rules governing admissibility of evidence and the rules of procedure and discovery. All 
arbitration awards shall be final and binding on the parties, and the parties agree to abide 
by all awards rendered in such arbitration proceedings. Arbitration awards shall be 
enforced by appropriate proceedings at the request of any party. Unless otherwise 
provided by the arbitrators, each party shall pay an equal share of the reasonable 
expenses of the arbitrator. All other fees and expenses of each party, including without 
limitation, the fees and expenses of its counsel, witnesses, and others acting for it, shall 
be paid as determined by the arbitrator. 

7.15 Survival – Articles 1.4, 3.2, 4.1, 5.2 and 7.15 shall survive the termination of this 
Agreement. 

7.16 Counterparts – This Agreement may be executed by the parties hereto in separate 
counterparts each of which when so executed and delivered shall be original but all such 
counterparts shall together constitute one and the same instrument. 

7.17 Facsimile Signature – The signature of the parties hereto as evidenced by a facsimile 
document transmission or transmission by other electronic means shall be deemed to be 
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original signatures and the Agreement containing such signatures shall be binding upon 
the parties hereto. 

IN WITNESS WHEREOF the parties hereto have executed this Agreement and have 
hereunto affixed their corporate seals attested to by their duly authorized officers in that 
behalf this day of , (year). 

SIGNED, SEALED AND DELIVERED 

In the presence of 

 Canadian 

 

 Per:________________________________ 

 I have authority to bind the organization 

 U.S. 

 

 Per:________________________________ 

 I have authority to bind the organization 
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B.14 Offering Count Sheet- sample 
(CCCC, 2020) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Offering Count Sheet 

Date: ________________________ 

Service: ______________________ 

This section to be completed by the envelope counter This section to be completed by the offering 
counters 

Envelopes    
General Fund $ _________________   

Building Fund $ _________________   

Missions – Undesignated               $ _________________   

             – Designated $ _________________   

(A) Total Envelopes $   

(B) Loose Cash $ _________________   

(C) Donation Total  $   
     (to match donation  
      software) (A+B) 

   

(D) Debit/Credit $ _________________  
 

(E) Total Cash/Cheques   $ Total Bank Deposit $ 
     (to match bank         
     deposit) (C-D) 

 (to match cash/ 
cheques)  

 

 Signed: 

___________________________________ 

Signed: ___________________________________ Signed: 

___________________________________ 
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B.15 Official Donation Receipt Checklist  
(CCCC, 2020) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

As your charity issues its receipts for the past year or makes preparation for issuing 
receipts in the current year, keep this checklist handy.  Part XXXV (3500) of the Income 
Tax Act Regulations defines an "official receipt" as a receipt "containing information as 
required by Regulation section 3501".  Section 3501's requirements are: 

• A statement that the receipt is "an official receipt for income tax purposes" 

• CRA's name and website "Canada Revenue Agency  canada.ca/charities-
giving" 

• (Note: while not in the Income Tax Act's Regulations, Canada Revenue Agency 
(CRA) is requesting that the following be put on receipts: "For information on 
all registered charities under the Income Tax Act please contact: Canada 
Revenue Agency  canada.ca/charities-giving".  CRA expects that as of 
January 1, 2006 all charities include this information on their receipts.); 

• The Charity's name and Canadian address as recorded with the Canada 
Revenue Agency ("CRA");6 

• The Charity's CRA-assigned business number (BN), which serves as its 
registration number; 

• The serial number of the receipt; 

• The place or location the receipt was issued; 

• If a cash donation, the day on which, or the year during which, the donation was 
received; 

• If a non-cash donation (i.e. gift of an item or property as a gift-in-kind): 

o The day on which the donation was received, 

o A brief description of the property, and 

o The name and address of the property's appraiser, (if an appraisal was 
done); 

• The day on which the receipt was issued, if it differs from the day the Charity 
received the donation; 

• The name and address of the donor, including, for an individual, his/her first 
name and initial; 

• The amount that is: 

 
6  To determine your charity's name and BN, as registered with CRA, go to 
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities-listings.html. 
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o The amount of the cash donation; or the fair market value7 of a non-cash 
donation; and 

o The donor's advantage8 connected to making the gift, if any; and 

o The eligible amount of the donation that can be used as a tax credit. 

• The signature of an individual authorized by the charity to acknowledge 
donations. A facsimile signature is permitted provided additional conditions are 
met. 

Note: As long as the donation receipt contains the required information, the charity will be 
complying with the requirements of the ITA.  This means that the charity may arrange and 
format the required information as they wish.  Below are two examples.  Additional 
examples are available on CRA's website. 

 
 

SAMPLE 1 - Receipt for Cash Donations 

 

 
7  To determine your charity's name and BN, as registered with CRA, go to 
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities-listings.html. 
8 Eligible Amount of a gift means the amount the fair market value of the gift exceeds the amount 
of advantage relating to the gift, if any.  For example if a $100 donation is made, and the charity 
gives the donor a book with a fair market value of $20 to the donor out of appreciation, the 
advantage is $20 and the eligible amount of the receipt is $80. 
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SAMPLE 2 - Sample Receipt for Cash Donations 
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B.16 For the Record: The Importance of Good Record 
Keeping 
(CCCC, 2005) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

For many of us, the thought of keeping good records and files doesn't always make our 
top ten list of things to do. With so many priorities and staff resources at a premium, it's 
easy to push record keeping to the bottom of the pile until it reaches an unmanageable 
proportion. 

Take for instance Don. He goes to the storage room of the church and finds no more room 
to store records. He decides to take the initiative and clean the room out as a favour to 
the church. Some boxes, covered with dust, have been there for 10 years or more. He 
wants to throw everything out except for the last three years of records, but he's not sure 
if that is a good idea. To be safe he keeps everything from the last five years. Did he do a 
good thing? 

Other than tidying, Don may have inadvertently created a serious problem for church 
officials some time in the future. 

In this article, we will discuss: 

• why good record keeping is important; 

• how to get started; and 

• how long you need to keep different types of documents. 

Why Is Good Record Keeping Important? 

From a very practical perspective, keeping good records can help your organization 
operate more efficiently. If documents are in order, you will find them quickly. If files are 
well documented, it makes the job easier the next time you do it. 

Good record keeping can also make the job of the external auditors much easier. And a 
Canada Revenue Agency (CRA) audit can be much more pleasant if you aren't scrambling 
to find backup documents. 

But good record keeping isn't just for financial documents. From a legal perspective, 
keeping governing documents and minutes of board meetings in good order is an absolute 
must. These minutes record all important decisions and the rationale behind them. Good 
minutes demonstrate that directors have upheld their fiduciary duty. 

In more recent years, some charities have faced claims for damages relating to wrongful 
or criminal acts by their employees (e.g., sexual abuse). Claims may be made for acts that 
occurred 20 or more years ago making the need to keep appropriate records on training 
and volunteer records more important than ever. 

In contrast, one of the principles of privacy legislation relates to limiting retention of 
records. In other words, keep the records for as long as required under various statues 
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and CRA requirements, but no longer. Your organization will have to balance these two 
issues when giving consideration to retention of records. 

Privacy legislation also impacts how information is stored as there is the need to ensure 
appropriate safeguards are in place to protect the privacy of the individual's personal 
information. (For sample policies related to privacy, visit our website at 
www.cccc.org/members_sample_documents) 

How to Get Started? 

Being proactive about your record keeping practices will require an ongoing commitment. 
It's a good idea to assign someone who will take ownership of retaining proper records for 
your organization. 

Here are some practical steps to help you get started: 

• Review all your records and decide how long you need to keep each type of record. 
(A reference chart of common items is provided at the end of this article) 

• Decide the best time to move records into storage. Many organizations do this after 
the external audit is complete for records that relate to the fiscal year just ended. 

• Decide appropriate storage medium. Should you keep paper files, microfilm or 
electronic? How much security is required? Make sure that the storage area is 
clean and dry. 

• Store records of similar type and records that can be destroyed in the same year 
together. This will facilitate the destruction process later. 

• Label boxes and other storage media identifying what has been stored, the fiscal 
year the documents relate to and the year the documents may be destroyed. If 
storing boxes, it is always a good idea to label the front and sides of the box. 

• Create an index of the documents that have been stored including a description of 
what has been stored, the location, the fiscal year the documents relate to and the 
year the documents may be destroyed. This index can save a lot of time when 
someone is looking for old records. The index should be kept permanently. 

Before you send documents to storage and before documents are destroyed, it is always 
a good idea to have an authorization to do so. This will provide a thoughtful second look 
at whether the documents are being retained appropriately. 

How Long Should Records Be Kept? 

The following chart provides some common examples of records and suggested retention 
periods. Every attempt has been made to give accurate information in this schedule. You 
may wish to check with your lawyer or other professional advisor for information specific 
to your situation. 

Type of Record Retention Period 
Official Receipts for Income Tax Purposes 3 years 

Church Envelope Records 7 years 
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Approved Budgets 7 years 

Bank Reconciliations 7 years 

Bank Statements / Cancelled Cheques 7 years 

Donation Records 7 years 

Financial Statement Working Papers 7 years 

Inventory Records 7 years 

Invoices / Receipts of Payment 7 years 

Monthly Trial Balance 7 years 

Payroll Records, T4's 7 years 

Record of Employment (ROE's) 7 years 

T3010 Annual Charity Information Return 7 years 

General Ledger Permanent * 

Governing Documents (Letters Patent, 
Certificate of Incorporation, Bylaws) 

Permanent * 

Minutes of Directors' Meetings Permanent * 

Minutes of Executive Committee Meetings Permanent * 

Minutes of Members' Meetings Permanent * 

Official Receipts for Income Tax purposes 
(Perpetual Endowment Gifts) 

Permanent * 

Official Receipts for Income Tax Purposes 
(10 year gifts) 

Permanent * 

Authorization and Consent for Minors Recommended Permanent 

Confidential Record of Reference Checks ** Recommended Permanent 

Employment Applications Recommended Permanent 

Insurance Policies Recommended Permanent 

Performance Reviews Recommended Permanent 

Personnel Information: sick leave, time 
sheets, attendance, discipline, vacation 

Recommended Permanent 

Suspected Child Abuse Report Recommended Permanent 

Suspected Child Abuse Followup Report Recommended Permanent 

T-4 Summaries Recommended Permanent 

Volunteer Application Forms Recommended Permanent 

Year End Financial Statements Recommended Permanent 

Note 
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Records that are to be kept for a certain period (e.g., 2 years or 6 years, after the end of 
the tax year to which they apply) are rounded up to the next year (e.g., 3 years or 7 years). 

* Permanent means for 2 years after the charity's registration is revoked. 

** The police record check itself may be destroyed, but keep a permanent record that it 
was received and vetted. 

While duplicate receipts technically need only be kept for two years, practically they should 
be kept for at least five years in the event a donor who has not yet claimed the donation 
on their income tax return has lost the receipt and requests a replacement.  It may also be 
practical to keep these for a full 6 years as a source document backing up the General 
Ledgers. 

Conclusion 

Keeping good records for your organization is not just a good practice, it's essential. By 
putting practical procedures in place, you can ensure that your organization has the 
appropriate information available whenever it is needed. 

Here is CRA webpage that you can reference. 
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Section C: Benefits 
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C.1 Awards and Gifts 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Examples 

• A church gives a gift to a long-serving pastor to express gratitude for faithful 
service. 

• An agency gives a gift to their employees to mark a special occasion. 

Taxable or Non-Taxable? 

The general rule is that a gift to an employee is a taxable benefit. This rule is subject to 
CRA’s administrative policy, which exempts some non-cash gifts and awards in certain 
cases. Employers can give their arm’s length employees, on a tax-free basis, numerous 
non-cash gifts and awards as long as the total value is less than $500 annually. If the 
value exceeds $500, the amount in excess of $500 is taxable. 

Employers can also give their employees a separate non-cash gift, on a tax-free basis, in 
recognition of either an employment anniversary or long-service award as long as the total 
value is less than $500. If the value exceeds $500, the amount in excess of $500 is 
taxable. The anniversary award cannot be for less than five years of service. The awards 
must be at least five years apart. 

The $500 gifts and awards maximum and the $ 500-anniversary award maximum cannot 
be combined. A shortfall in the value of one award cannot be added to the other. 

Items of nominal value, such as T-shirts, mugs, and plaques, will not be considered 
taxable benefits to employees. These items are not included in the $500 quota when 
calculating the total value of gifts and awards in a given year for the purpose of the 
exemption. 

These gifts are always considered taxable benefits 

• cash or near cash (for example, gift certificates or gift cards) 

• performance-related awards 

• points redeemable for awards 

• reimbursements for gifts where the employee selected and paid for the gift and 
provided a receipt for reimbursement to the employer 

Any gift that a church gives to the pastor out of funds under its control (e.g., contributions 
from the congregation deposited in the church’s bank account), and that does not fall 
within the CRA’s exemption policy, should be included in the pastor’s income for income 
tax purposes and reported on the T4 the church issues to the pastor. 

If individuals wish to personally give their pastor a gift, they should do so directly. In some 
cases, there exists a fine line between a “gift” (which is generally not taxable) and money 
paid to the pastor by virtue of his office (which is taxable). This is a long-established rule, 
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set out in the 1907 court decision Cooper v Blakiston, [1907] 2 KB 688: “The question is 
not what the motive of the payment was, but what was the character in which the recipient 
received it. Was it received by him by reason of his office?” The 1901 decision of Herbert 
v McQuade, [1901] 2 KB 631 reaches a similar conclusion. 

Contributions collected through the church, even if they are characterized as “personal 
gifts of appreciation” for which no receipts are issued, will likely fall into the second 
category, since the payments are facilitated by the pastor’s employer and appear related 
to his/her office. Maybe you’re thinking “this gift isn’t for pastoral services, but the personal 
relationship between our pastor and our congregation!” In a 1978 Tax Board Review 
decision, Mills v MNR, 78 DTC 1851, a music teacher/philosopher received voluntary 
contributions from people who came to meetings at his home and elsewhere. He argued 
that the payments arose from personal friendships, and were an expression of gratitude 
by his friends for the peace of mind and assistance he gave to them. The Board disagreed 
and concluded the payments were the result of a business operation and were included 
in his taxable income. 

For these reasons, if a contribution is truly a personal gift, individuals ought to give it 
directly to the recipient, without involving the church or its resources. In this scenario, the 
recipient still has the responsibility to determine whether to claim the income as related to 
his or her office. A helpful question to ask is, Is this payment in any way related to the 
services I provide as part of my office or employment? If yes, it is a form of remuneration 
- even if given voluntarily! - and subject to tax (Seymour v Reed, [1927] A.C. 554). 

It is best practice to have staff’s compensation levels, including bonuses, determined by 
the charity’s leadership (i.e., the board). If a church wishes to provide its members with an 
opportunity to collectively thank their pastor for the services he provides, contributions 
should be made to the church’s general operating fund, then paid to the pastor in 
accordance with the board’s pre-determined compensation policy and clearly identified as 
taxable income. 

This practice ensures that the church maintains direction and control over its resources. 
Taxation issues aside, it also avoids some negative consequences that can result from 
the “membership-determined remuneration” model. For example, the latter model may 
directly tie a pastor’s compensation to his/her “popularity” and result in disproportionate 
bonuses among staff members, depending on how they are perceived by the 
congregation. Instead, churches should adopt remuneration policies which allow staff 
members to have their compensation levels determined objectively. 

Calculating the Value of the Benefit 

The value of the benefit equals 

The amount in excess of $500 for any non-cash gifts and $500 for any 
long-service awards per year. 

When offering a new taxable benefit, it is prudent to document the method used to 
determine its value. 
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Reporting Requirements 

The benefit amount is to be included in Box 14 and in Box 40 on the employee’s T4 slip. 

• Deduct EI - no, unless the gift or award was paid in cash. 

• Deduct CPP - yes. 

• Include GST/HST - no, for a cash benefit; yes, for non-cash or near-cash benefit. 

Source Documents and Resources 

Title Link 
Source or  

Author 
Date 

CRA Employers' Guide, Taxable 
Benefits and Allowances, 
Chapter 3 - Gifts, awards, and 
long-service awards 

CRA Link CRA 03 DEC 2021 

CRA Gifts and awards outside 
our policy CRA Link CRA 03 DEC 2021 

CCCC Bulletin - Honorariums: 
Paying and Reporting Them 
Properly 

Honorariums: Paying and 
Reporting Them Properly 

CCCC 21 MAR 2019 

CCCC Bulletin - Gifts of 
Appreciation to Charity 
Employees and Volunteers: 
What’s Taxable and What Isn’t? 

Gifts of Appreciation to 
Charity Employees and 
Volunteers: What’s 
Taxable and What Isn’t? 

CCCC 17 OCT 2014 
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C.2 Benevolence 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

What is Benevolence? 

There are two major ways that Canadian registered charities provide benevolence: 

1. Where a charity’s main charitable purpose is to relief poverty and operate 
programs primarily of the benevolence type. 

2. Where a charity has other charitable purposes and have programs with a 
benevolence character. For churches, benevolence aid is done as part of 
advancing religion. For schools, benevolence aid may take the form of financially 
assisting needy students as part of advancing education. 

In general, charities involved in relieving poverty as a main charitable purpose will have 
well developed programs and polices to carry out its benevolent work, developed as part 
of the process of having applied to the Canada Revenue Agency (CRA) to become a 
registered charity and having CRA grant that status. 

For schools or other charities (e.g., churches) assisting students, please see the resource 
below for in-depth information for that type of benevolence. 

Resource 

Navigate to Chapter 4: Scholarship & Student Aid Programs 

The focus of information that follows is for churches and other charities providing the 
historical form of benevolence provided to aid the neediest in the community as part of the 
charitable purposes of advancing religion or relieving poverty. 

Funding Benevolence 

Benevolence funding occurs either from: 

• Operating money in the General Fund through the annual budget process. 

• A special purpose charitable trust (a “restricted fund”), such as a Benevolence 
Fund held outside of the General Fund, used exclusively for benevolent aid. 
Please see the resource below for details involved in administering and showing 
restricted funds in financial statements.  

Resource 

Navigate to Restricted Funds: Best Practices and Precautions 

Direction and Control of Benevolent Funds (old) 

Whichever funding method is used, the charity must maintain direction and control over 
receiving money and distributing benevolent aid. Donors may not direct the charity as to 
whom to give money to (i.e., to act as a donor’s conduit). 
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CRA explains this rule in its web page “What is a Gift?” in the subsection: “Did the donor 
ask for the gift to be directed to a specific person, family, or other non-qualified donee? “ 

Resource 

Navigate to CRA: What is a Gift? 

And from CRA Charity Guidance CG-002 and CG-004 that states: 

“What is a conduit? 

In this guidance, a conduit is a charity that funnels its resources to a non-qualified donee 
without direction or control. Acting as a conduit contravenes the Income Tax Act and could 
jeopardize a charity's registration.” 

Individuals who wish to engage in private benevolence (a gift of support from one person 
to another) should be encouraged by the charity to do so directly, or, to seek out a trusted 
online crowd funding platform designed to receive money for the benefit of an account 
holder. 

Benevolence Policy 

Benevolence aid should be given on an objective basis to help provide aid to the neediest 
and without showing favouritism. Charities may not be required to advertise the existence 
of their benevolent aid, but its availability must be generally known and available whether 
a member of the charity, or not. 

A benevolence policy should set out: 

• a purpose statement 

• how need will be assessed 

• levels of assistance 

• eligibility for aid 

• how need is evaluated 

• documentation (both internal and from the aid recipient, if required) 

Details on each of these elements are set out in this CCCC sample document. 

Resource 

Navigate to Benevolence Fund Policy 

Community Resources to Supplement Benevolence 

In some cases, the person’s need may be beyond the financial resources of the charity to 
provide. Having a listing of other community resources can be a great benefit. Here are 
some areas to consider directing people in need to: 

• employment insurance information 

• community legal services 

• counselling and advice 
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• financial planning & budgeting 

• emergency shelter 

• emergency food programs 

• various provincial & federal benefit programs 

Other Scenarios 

Emergency – Pandemic Response 

In a declared emergency event, there may be government aid programs to address the 
negative financial impact on affected individuals. In the COVID-19 pandemic, this took the 
form of: 

• Canada Emergency Response Benefit (CERB) 

• Canada Emergency Student Benefit (CESB) 

• Provincial emergency benefits 

A part of a charity’s benevolence policy should be an assessment of need. This includes 
the expected disclosure of personal financial information and any government assistance. 
This helps affirm the need is genuine and that the individual is kept financially solvent, 
though not “enriched.” Though “enrichment” may sound odd when individuals are in a dire 
financial situation, the charity is using charitable funds to provide benevolent aid. 
Accordingly, this aid must be provided on a reasonable basis (i.e., the recipient’s need is 
assessed), and a reasonable amount given in proportion to that need. This affirms the 
boundary is not crossed into what CRA defines as an “undue benefit.”  

Resource 

Navigate to CRA: Undue benefits 

A charity’s Benevolence Policy should be reviewed and amended, as needed, to consider 
the availability of government programs and also when they are subsequently withdrawn. 

CRA Reporting Requirements (T5007) 

What is known as benevolence in religious terms is treated for tax purposes in the Income 
Tax Act (ITA) as “social assistance”. As receiving benevolence potentially impacts on 
various tax matters for the aid recipient, there is a potential reporting requirement to CRA 
via a T5007 information return.  

Resource 

Navigate to CRA: T4115 T5007 Guide - Return of Benefits 2022 

A T5007 information return is required when an organization makes social assistance 
payments based on a means, needs, or income test. 

However, there are outright reporting exemptions and also several thresholds to be 
exceeded before reporting is required.  

Do not report a payment 
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• that is made in a year as part of a series of payments totaling $500 or less in the 
tax year (e.g., 2 payments of $200 are exempted; 3 payments of $200 require 
reporting) * 

• that is not part of a series of payments (e.g., a single payment of $750 is 
exempted) * 

• for medical expenses incurred by, or for, an aid recipient 

• for child-care expenses that include baby-sitting services, day-nursery services, 
or services provided at a boarding school or camp, if the cost for these services 
would otherwise qualify for a tax deduction by the aid recipient under section 63 
of the Income Tax Act 

• for funeral expenses for a person related to the aid recipient 

• for legal expenses incurred by or for the payee or a person related to the aid 
recipient 

• for job training or counselling for the aid recipient or a person related to the aid 
recipient 

Noted Items (*) 

Though the ITA does not provide reasons for these monetary thresholds, it is generally 
interpreted that the legislators determined that a series of payments over $500 would be 
taken into consideration in determining potential government benefits based on a 
taxpayer’s Net Income, while a one-time assistance – regardless of amount – would not. 

Amounts not exempted or exceeding the thresholds requires reporting. 

For the T5007 recipient, the amount shown is reported as part of Total Income on line 
14500 in their tax return and is included in Net Income. However, a same-amount 
deduction on line 25000 in computing Taxable Income makes the assistance not taxable. 

Benevolence Provided to Refugees and Immigrants 

In general, a charity providing social assistance ("benevolence") to a refugee or immigrant 
individual, or family would require the same potential T5007 filings by the charity with the 
Canada Revenue Agency (CRA) as any other benevolence assistance, with one major 
exception explained here. 

For purposes of this section, it will refer to such individuals and families using the CRA 
term of “Newcomers to Canada” (“newcomers”, for short). 

If the newcomers have been determined to be "protected persons” under immigration 
legislation, this status appears to provide some additional tax relief for them, as noted by 
CRA in Newcomers to Canada (immigrants and returning residents). In the section of this 
document titled “What income do you have to report?” CRA states to the newcomer: 

" If you are a protected person and you received funds from a charitable organization such 
as a church group, you generally do not have to report the amounts on your tax return. 
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However, if a charitable organization hired you as an employee, the employment income 
you received is taxable." 

Since CRA references "a church group" as part of a charitable organization (i.e., a 
Canadian registered charity), the implications are: 

• The church group is directing the church’s charitable resources to aid the 
newcomer. 

• The newcomer’s status as a “protected person” exempts a charity from having to 
meet the normal rules for benevolence payments where a T5007 would have 
otherwise been required to be issued (i.e., as a T5007 triggers a tax return 
reporting requirement, it enforces the position it is not to be issued to a protected 
person, to comply with the CRA’s tax return filing direction to newcomers, quoted 
above). 

• The church should verify with the newcomers whether they have this "protected 
person" status (e.g., immigration documentation that verifies this status). 

Should the newcomers protected person status change (e.g., when they receive 
permanent resident status), it would appear the T5007 rules would again apply, should 
the charity continue to provide them assistance. 

Caution 

Ensure donations to your charity to assist newcomers are handled properly. 

CCCC in presentations on benevolence uses the expression that a charity must maintain 
an “impenetrable curtain” between donors on one side of it and people in need that the 
charity is helping on the other. 

This analogy is to comply with CRA’s directive in their website “What Is a Gift” where CRA 
provides this Q&A: 

"Did the donor ask for the gift to be directed to a specific person, family, or other 
non-qualified donee? 

A donor cannot choose a specific beneficiary for their gift or ask the qualified donee to 
give the gift to another non-qualified donee. However, a donor can ask that their gift be 
used in a particular program of the qualified donee as long as there is no benefit to the 
donor or anyone not at arm's length to the donor. The qualified donee must be able to use 
the gift within the particular program as it sees fit. If the donor retains control, the donation 
is no longer considered a gift at law and a receipt cannot be issued." 

For the charity to issue official receipts for tax purposes to donors, it must be clearly stated 
to them by the charity that it will only accept gifts to its General Fund or a restricted fund 
(e.g., a Refugee Fund), but not any donation where the donor seeks to direct their gift to 
a specific newcomer. 

So, though there might be only one newcomer being assisted by the charity and the donors 
may be aware of who this person or family is, the charity must retain direction and control 
over the donations. It does so via its Benevolence Policy, staying within the boundaries 
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set out above, and only using the funds to achieve its charitable purposes. This show 
compliance with CRA’s directive. 

As donors are sensitive to newcomers’ needs, gifts may be made to the charity’s program 
or restricted fund that are more than the costs to be covered. Accordingly, the charity 
should have a declared gift policy in place, before accepting any gifts, such as that found 
in this CCCC sample document below. 

Resource 

Navigate to Donor Restricted Gift Policy 

Additional Resources and Next Steps 

• Navigate to Benevolence Resources 

• Navigate to Benevolence Fund Policy 
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C.3 Benefits, Allowances, and Reimbursements 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

As we consider employment income and explore common benefits and allowances in this 
section of the Knowledge Base, it is important to clarify a few basic terms. 

• Benefit: The employer, directly or through a third party, provides goods and 
services to employees or their family members. A benefit includes an allowance 
or a reimbursement of an employee’s personal expenses.  

• Reimbursement: The employee is restored financially by the employer for out-
of-pocket payments made on the employer’s behalf.  

• Allowance: The employer places money in an employee’s hands for a specified 
purpose. 

Benefits 

Navigate to Employee Benefit and Deduction Resources for an overview of employee 
benefits offered by many charities. 

Reimbursements 

Reimbursements of employment-related expenses for the charity’s work are generally not 
considered a taxable benefit, provided the employee’s or volunteer’s personal expenses 
(i.e., those that are not employment-related) are not being reimbursed. 

Navigate to CRA T4130 Employers Guide - Taxable Benefits and Allowances, Chapter 1 
- General Information 

It is a good idea for charities to reimburse employees for out-of-pocket expenses incurred 
on the charity’s behalf. This requires the employees to keep careful records of amounts 
paid for the benefit of the charity, and it also permits the charity to claim the GST/HST 
Public Service Bodies’ rebate on such reimbursed expenses. If the reimbursement 
involves mileage driven for the charity, the charity will also be able to claim the gasoline 
excise tax refund (Excise Tax Act, s 68.16(1)). 

All reimbursements must be reasonable and properly documented. If they are not 
reasonable or properly handled, the amounts paid will likely be treated as income and be 
subject to CPP, EI, and income tax. 

If documentation or calculations are submitted before payment is issued, it is a 
reimbursement. If amounts are provided in advance of the expense being incurred, the 
payments are advances or allowances, such as a flat, monthly payment. An “accountable 
advance” is a term used by CRA to refer to a payment from an employer to an employee 
for expenses yet to be incurred by and subsequently accounted for by the employee, with 
any unspent monies returned. The general rule is that reimbursements and accountable 
advances are not taxable in the hands of the employee, unless it represents payment of 
the employee’s personal expenses. 
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Reimbursement of ministry expenses is usually simpler and much more preferable from 
the employee’s perspective than providing accountable advances for ministry expenses 
because, if the accountable advance is not entirely accounted for by the employee (i.e., 
receipts provided and excess money returned), it is possible the value of the allowance 
will need to be included in the employee’s income, depending on the type of allowance 
and the reason it was given (T4130 Employers’ Guide). 

Allowances 

An allowance is generally defined as 

a. an arbitrary amount, that is, a predetermined without using the actual cost 

b. usually for a specific purpose 

c. used as the employee chooses, since the employee does not provide receipts 
(Chapter 1, T4130 Employers’ Guide) 

The general rule for allowances for personal or living expenses or for any other purpose 
is that they are taxable benefits, unless there is an exception (Income Tax Act s 6(1)(b)) . 
Some of the most common exceptions are discussed on this page. 

Personal or Ministry Expense? 

Sometimes it may not be clear whether the expense is a personal or ministry expense. To 
help with this discernment, you can use two tools: (1) Determining Economic Advantage 
and (2) Determining the Primary Beneficiary. 

Determining Economic Advantage 

If a benefit or allowance gives an economic advantage to the employee, that amount is 
taxable income for the employee. 

To determine whether the employee is receiving an economic advantage, ask whether the 
employee is being “enriched” by the employer for something that employees would 
normally pay for out-of- pocket. Determining economic advantage requires the application 
of common sense. For example, let’s say an employer provides a cell phone to an 
employee for ministry and personal purposes. If the employee is permitted to use the cell 
phone for unlimited personal calls, including personal international calls that result in extra 
charges, then it’s reasonable to assume that the cell phone is an enrichment of the 
employee, and therefore, the value of the personal use must be included in the employee’s 
income as a taxable benefit. Under certain conditions, CRA may not consider the payment 
for an employee’s cell phone service a taxable benefit (See Cellular phone and internet 
services). 

However, determining whether the employee is truly getting a personal economic 
advantage can sometimes be a “grey zone.” Accordingly, a self-assessment process is 
required, which brings us to our second tool: determining the primary beneficiary. 

Determining the Primary Beneficiary 
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If the employer is making a payment so that a good or service is given to the employee to 
do their job, then the employer is the primary beneficiary of the good and service, and the 
payment is not taxable to the employee. 

If the employer is making a payment so that a good or service is given to the employee to 
cover a personal expense for which he or she would otherwise be personally responsible, 
then the payment becomes a taxable benefit to the employee. 

The primary beneficiary must be either the employer or employee, as illustrated in Image 
1. 

Image 1 

 
Example One 

A Christian university requires one of its employees to have an in-depth knowledge of 
Greek and directed her to take an advanced course in Greek to improve her biblical 
scholarship. In this case, the primary beneficiary is the employer because the employer 
benefits from the employee’s improved skills. There’s arguably no taxable benefit to the 
employee. 

Example Two 

A youth pastor asks his employer to pay for a language course before visiting another 
country while on vacation or possibly on his own time while on a short-term mission trip 
with another organization. 

The vacation part is easy. The new language skill has nothing to do with the youth pastor’s 
job requirement. Therefore, if the employer covered the course cost, it would be providing 
a taxable benefit. 
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But what about the mission trip? Though the mission work is a charitable activity, it’s still 
done as a personal choice of the employee on his own personal time. Any preparation 
(e.g., developing foreign language skills), if paid by the employer, is a taxable benefit. 
However, it might be a ministry expense the sending organization is willing to make as 
required skills improvement for this person as its volunteer, making it non-taxable. 

Simply Labelling a Payment Does Not Make It Tax-Exempt 

The Income Tax Act (ITA) does not allow an employer to simply label a benefit to make it 
tax-exempt. However, many benefits and allowances are incorrectly perceived to be tax-
exempt because of the labels attached to them. This is often based on religious tradition, 
long-standing practice, or some other basis. 

For example, a church provided its minister with a tax-exempt cash “hospitality allowance” 
to cover his meal costs while leading a weekly breakfast Bible study at a local restaurant. 
During a CRA audit, this allowance came under scrutiny. The issue at hand was whether 
it provided an economic advantage to the employee, as there was no backup (i.e., no meal 
receipts). 

The label of “hospitality allowance” does not automatically make the payment tax-exempt, 
unless there is documentation to verify it is reasonable. In this example, the arguably better 
structure would have been to reimburse the employee, based on actual meal costs. Unlike 
an unaccounted-for allowance, a reimbursement provides clear evidence there’s no 
economic advantage to the employee (i.e., the minister didn’t receive cash beyond what 
went out of his pocket at the restaurant). As a side benefit, the GST/HST in the 
reimbursement is eligible for a Public Service Bodies’ rebate. 

Tax-exempt payments must meet the requirements of being factually tax-exempt based 
on a specific ITA exemption, CRA’s administrative policy, or the above-noted discernment 
tools. Ideally, if a charity uses the discernment tool approach, the results should be noted 
in its policy documents to justify the tax-exempt decision in case of a CRA audit. 

Closing Thoughts 

The Canadian tax system depends heavily on employers' self-compliance with ITA rules 
and CRA policies, and on employers' use of common sense when the law and CRA do 
not specifically address an issue. This is a significant responsibility. In addition to using 
CCCC resources, CCCC recommends that you seek professional counsel in order to carry 
out your work in a way that will have you serve as a good witness to our government 
authorities (Romans 13:1-3). 
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Section D: CBWC Benefits 
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D.1 Election Guide 
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Your Election Guide 

Helping you make the most of your flexible benefits program

The CB Benefits flexible benefits program gives you the opportunity to choose 
personalized benefits coverage that meets your specific needs and preferences.  
CB Benefits gives you the flexibility to update your benefit selections at regular  
re-enrolment periods so that it continues to meet your changing needs  
and circumstances.

Under CB Benefits, all plan members:  

• are provided a number of core coverages;
• have an opportunity to select from three distinct benefit plans (Green Leaf, Orange 

Leaf and Blue Leaf) with each of these three plans offering a different degree of 
flexibility and a different level of coverage; 

• can take advantage of several optional benefits.  

A summary of the plans – including information on the drug formulary, the employer-
funded Healthcare Spending Account (HCSA), and the optional coverages – is provided 
in this guide. Included separately in your enrolment package is a summary of all 
applicable optional rates, a brochure describing the Optional Critical Illness Insurance 
plan, a copy of the Election form and a copy of the Beneficiary form.

The choices are yours to make. All options provide meaningful benefits coverage, and 
you have the opportunity to determine which one best meets your benefit needs.

Have questions, or need more information?

Just go to: www.cbbenefits.ca 

The CB Benefits website is your central information source, and includes plan details, 
forms and other resources to help you understand and make the most of your plan.  
You can use the “Contact” feature to submit any questions and comments.

The information in this Election Guide is designed to help you understand the flexible benefits program, 

consider the options available to you, and make informed benefit decisions. We encourage you to review  

this guide and supporting materials carefully as you consider your benefit needs. The more you know about 

the program, the better it will work for you.

What’s inside

• Enrolling in the program

• Plan details 

• Finding your fit 

• Your benefits at-a-glance 

• Your optional benefits 
(member-paid) 

• Your Healthcare  
Spending Account

For New Enrolments

http://www.cbbenefits.ca


There are four steps to enrol:

1. Review the program information. 
This Election Guide highlights the coverage available under 
the flexible benefits program, including optional insurance 
coverage and the Healthcare Spending Account (HCSA). 
Pages 3, 6, and 7 provide more detail on the benefits,  
plan policy and rules. Pages 4-5 provide you with ‘Your 
benefits at-a-glance,’ a summary and visual comparison  
of the Green Leaf, Orange Leaf and Blue Leaf Plans. 

Review all the materials you have received in your 
enrolment package before making your selections. If you 
have a spouse who participates in a group or employer 
benefit plan, take the time to review any coverage you have 
under that plan. You’ll need to consider how both plans 
work together to provide coverage, and where best to 
purchase any optional coverage.   

2. Make your selections. 
The Election Form – Benefits Selection (enrolment form)  
has been included for all members. CBM and FBU 
members must use the enclosed enrolment form. CBOQ 
members who have access to the internet are encouraged 
to enrol online.  

3.  Complete your beneficiary designation(s).
See page 3 for details.

4. Return your paperwork in the self-addressed  
envelope provided.  
For all CBM and FBU members, this includes your  
Election Form and your Designation of Beneficiary Form. 
For CBOQ members who enrol online, return only your 
Designation of Beneficiary Form. 

If you have any questions about the enrolment process,  
please visit the CB Benefits website at www.cbbenefits.ca.

Enrolling in the program 

Opting out of the health and dental plan 
If you have comparable health coverage (i.e., through a spousal plan), then you will be able to opt out of the health and 
dental plan, provided you complete Section 3 “Waiver of Health and Dental Benefits” of the Election Form. You have two 
options for waiving your health and dental coverage:

• Full waiver – with no HCSA, or
• Partial waiver – with Orange Leaf Plan HCSA. This provides you with the HCSA included in the Orange Leaf Plan but 

with no other health and dental coverage.
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Plan funding

Your employer contributes the same amount towards the 
benefits program, regardless of your selection. Any  
required contribution you will need to make (including  
any applicable provincial sales taxes) is described in detail  
in the Rate Sheet included in your enrolment package.  

Formulary drugs 

A drug formulary is a clearly defined list of drugs that a  
plan covers. This program uses the “National Formulary,” 
which is widely used and covers approximately 85% of the 
most commonly prescribed drugs (brand-name and generic) 
in Canada.

Your plan will reimburse your cost for eligible drugs  
under two categories: 

 Formulary drugs
• Green Leaf: 70%
• Orange Leaf: 80%
• Blue Leaf: 90%  

Non-formulary drugs
• Green Leaf: 50%
• Orange Leaf: 60%
• Blue Leaf: 70% 

The National Formulary is reviewed and updated regularly by 
a team of pharmacy and medical experts from across Canada. 
While some medications are non-formulary, the goal is to 
ensure that, to the extent reasonably possible, the most 
effective drug for a medical condition is covered – at the most 
reasonable cost. Most doctors are very familiar with drug 
formularies and will prescribe National Formulary drugs  
if you tell them your plan is a “National Formulary plan.” 

A summary of the current “National Formulary” drugs is 
posted on the website. If you have questions about your 
current personal medications, print a copy from the  
website and discuss it with your doctor or pharmacist. 

Beneficiary designation 

Complete all applicable sections in the Designation of 
Beneficiary Form. Be sure to sign and date the form.

Note: You do not have to name a beneficiary for any optional 
dependent benefits, because you are automatically the 
beneficiary. This includes for: 

• Optional Dependent Life Insurance;
• Optional Dependent Critical Illness (CI) Insurance; and 
• Optional Dependent Accidental Death and 

Dismemberment (AD&D) Insurance.

Family status
There are three categories of family status under the flexible benefits program: 

1. Member only =  You
2. Member + 1 =  You + your spouse or a dependent child
3. Member + 2 or more =  You + your spouse and/or dependent children

Benefit period
A benefit period refers to a specific length of time in your participation in the flexible benefits program. Each benefit period 
starts on January 1st of every even year and runs for two full calendar years. When you enrol in the flexible benefits 
program, your plan choices (Green Leaf, Orange Leaf or Blue Leaf) and any additional optional benefits you select will 
remain in effect until the next benefit period.

During a benefit period, you can change your benefit choices under special circumstances only. If you experience a 
qualifying life event – such as marriage, separation, divorce, adding your first child, your last child is no longer a dependent, 
or a significant change in earnings – you can change your benefit choices.

Plan details
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Choosing the right benefit plan can be challenging. There are a lot of considerations, such as your medical and 
financial needs, family status, and the anticipated healthcare needs of you and your dependents. It’s important 
to take the time to assess your current situation and the options available to you in order to determine the 
coverage you need – and avoid the coverage you don’t.

Here are some quick facts and examples to help you get a better understanding of the different plan options 
available to you – including which plans have a healthcare spending account (HCSA).

Finding Your Fit
Helping you choose the plan that’s right for you 

Green Leaf Plan

Description summary: Coverage with maximum flexibility

Suitable for: • Couples/families covered under two plans (e.g., coverage under    
  spouse’s plan)
 • Members who desire flexibility and alignment with their healthcare needs

Plan highlights: • Includes the highest annual HCSA deposit
 • HCSA can be used to claim a wide range of services and procedures,   
  including those not covered or not fully covered under the plan
 • More flexibility to use benefit dollars to pay for higher amounts on benefits  
  like paramedical and vision

Quick facts: • Drug coverage reimburses 70% of expenses
 • Basic paramedical coverage
 • The most generous HCSA to pay for excluded medical expenses

Example: Marsha is married with two children. Her spouse’s employer-sponsored benefit plan provides 80% 
reimbursement for covered expenses. Under the Green Leaf Plan, Marsha receives an annual deposit of $1,600 
into her HCSA. Marsha and her spouse each pay $500 for new prescription glasses. They first submit their claims 
to Marsha’s spouse’s plan, which covers $150 per person every two years for prescription glasses. Marsha then 
uses her HCSA to pay the remaining $700. After paying for the glasses, Marsha is left with $900 that she can use 
for other expenses. She will also receive another $1,600 deposit to her HCSA the following plan year, which she 
can use for other healthcare expenses, such as her family’s dental care. The Green Leaf Plan is the best choice   
for Marsha.
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Orange Leaf Plan

Blue Leaf Plan

Description summary: Coverage with some flexibility

Suitable for: • Members with no other coverage or couples/families covered under two   
  plans (e.g., coverage under spouse’s plan)
 • Single-income families
 • Members who require less flexibility and more traditional coverage

Plan highlights: • Includes annual deposit into HCSA (lower amount than Green Leaf Plan)
 • HCSA can be used to claim services and procedures not covered or not fully  
  covered under the plan
 • Balance between the HCSA flexibility of the Green Leaf Plan and the more  
  extensive coverage of the Blue Leaf Plan, with no additional cost

Quick facts: • Drug coverage reimburses 80% of expenses
 • Coverage for majority of paramedical expenses, with unlimited    
  physiotherapist coverage
 • Basic dental care coverage only; excludes major restorative services and   
  orthodontia

Example: Derek is married and has limited coverage under his wife’s benefit plan. Under the Orange Leaf Plan,  
he is able to claim any paramedical expenses (up to $500 per year for each applicable paramedical service).   
In addition, Derek has unlimited coverage for physiotherapy. He can also claim his basic dental expenses and 
cover additional expenses through his HCSA. The Orange Leaf Plan is the best choice for Derek.   

Description summary: Enhanced coverage with employee cost sharing

Suitable for: • Members with known healthcare needs
 • Members with no additional coverage (spousal coverage)
 • Willing to pay for access to an enhanced plan

Plan highlights: • Employee Basic life insurance at 2 x salary
 • High reimbursement for drug coverage and low annual out-of-pocket   
  maximum (per person)

Quick facts: • Drug coverage reimburses 90% of expenses
 • 100% reimbursement on paramedical expenses up to maximum limit per  
  applicable service (with no exclusions from the list)
 • Dental care coverage includes basic and major restorative services, as well  
  as orthodontia
 • Excludes HCSA

Example: Laura is married, and has three children. Under the Blue Leaf Plan, she is able to reimburse up to 50%  
of one child’s braces (to a lifetime maximum of $2,000 per person) and claim 90% reimbursement of their family’s 
formulary drugs. She is also covered for two times her salary for life insurance, which gives her family good 
protection for their financial obligations. Laura is also eligible for up to $750 per year (applies to each applicable 
paramedical service) for massage therapy and osteopathy to treat her chronic back pain. The Blue Leaf Plan is the 
best choice for Laura.
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Your benefits at-a-glance
Here is a high-level summary of your flexible benefits program.

YOUR CORE BENEFITS

Long Term Disability 
(LTD)

• 67% of monthly earnings up to a maximum benefit of $5,000 
• Payable after 119 days of disability 
• Benefits are integrated with any disability benefits payable to you under the Canada Pension Plan
• Benefit payments are taxable

Accidental Death and 
Dismemberment (AD&D) 

• Provides a lump-sum cash benefit of up to $25,000 if you suffer a serious injury or death 
because of an accident

Healthcare Online  by 
Consult+

• Consult+ provides you and your family with unlimited 24/7 secure online access to  
Canadian healthcare professionals – when and where you need it

• Includes: diagnoses and advice; prescriptions (new and renewals); lab and imaging orders; and 
specialist referrals

Employee Assistance 
Program (EAP – Contact)

• Provides you and your dependents with access to confidential counselling and  
information services

Best Doctors • Provides you and your dependents with access to a network of medical specialists if you are 
diagnosed with a serious illness

• Allows you to get a complete explanation of your medical condition, verify a diagnosis, and 
confirm best treatment options

Note: No selection is required for the Core Benefits.

To help you choose the plan that best suits your needs and preferences, here is a summary of the coverage under each option.

COVERAGE GREEN LEAF PLAN ORANGE LEAF PLAN BLUELEAF PLAN

Life Insurance

Employee Basic Life $25,000 $40,000 2 x salary 

Dependent Life (spouse) $20,000 $20,000 $20,000

Dependent Life (child) $8,000 $8,000 $8,000

Healthcare 

Prescription drugs 

Reimbursement of:

• Formulary drugs 70% 80% 90%
• Non-formulary drugs 50%

For first $2,000/year per 
person, then 100% after

60%

For first $1,000/year per 
person, then 100% after

70%

For first $500/year per person, 
then 100% after

• Dispensing fee cap $5 per prescription

• Drug card Included

Paramedical services 70% reimbursement 80% reimbursement 100% reimbursement

• Physiotherapist
• Speech Therapist

$1,500 per year for each 
service

$1,500 per year for each 
service

$1,500 per year for each 
service

• Psychologist/Social Worker Up to $200 per year for  
each service

Up to $500 per year for  
each service

Up to $750 per year for  
each service• Registered Massage 

Therapist (RMT)

• Osteopath

… continued on next page
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COVERAGE GREEN LEAF PLAN ORANGE LEAF PLAN BLUELEAF PLAN

Healthcare… continued

• Chiropractor Up to $200 per year for  
each service

Up to $500 per year for  
each service

Up to $750 per year for  
each service• Naturopath

• Podiatrist/Chiropodist Not included; can be claimed 
under your HCSA*

• Acupuncturist

• Homeopath Not included; can be claimed 
under your HCSA*

• Occupational Therapist

Travel insurance

• Emergency out-of-country 
medical insurance

Up to $1,000,000 per person, per emergency

Vision care

Frames and lenses,  
contact lenses

Not included; can be claimed 
under your HCSA*

Up to $150 every 2 years 
(every year for eligible 
child[ren])

Up to $200 every 2 years 
(every year for eligible 
child[ren])

Eye exams Up to $50 every 2 years Up to $90 every 2 years

Medical services and supplies

Ambulance services  
(including air ambulance)

Included

Private-duty nursing Up to $5,000 every 3 years Up to $5,000 every 3 years Up to $10,000 every 3 years

Orthotics and orthopedic 
shoes

Not included; can be claimed 
under your HCSA

Up to $300 per year Up to $300 per year

Hearing aids Up to $300 every 4 years Up to $600 every 5 years

Dental care (based on the current fee guide)
Basic services  
(e.g., routine, preventive, 
endodontic, periodontic)

Not included; can be claimed 
under your HCSA*

80% reimbursement 90% reimbursement

Major restorative services 
(e.g., crowns, onlays, 
bridges, and dentures)

Not included; can be claimed 
under your HCSA

60% reimbursement

Annual maximum Not applicable $2,000 $2,000 for all basic and  
major services combined

Orthodontia Not included; can be claimed 
under your HCSA*

Not included; can be claimed 
under your HCSA*

50% reimbursement  
(to a lifetime maximum  
of $2,000 per person)

Recall exams Not applicable Once every 12 months  
(every 6 months for  
eligible child[ren])

Once every 12 months  
(every 6 months for  
eligible child[ren])

Healthcare Spending Account (HCSA): annual deposit

Member only $500 $250 Not included

Member + 1 dependent $1,000 $500

Member + 2 or more  
dependents

$1,600 $700

* Remember, you can claim a wide range of services and procedures under your Healthcare Spending Account – up to the total dollar amount 

you have remaining in your account. … continued on next page
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The optional insurance benefits described below are meant 
to provide you and your family with financial protection if 
one of you suffers a serious injury because of an accident, 
are diagnosed with a critical illness, or in the event of your 
death or the death of a family member. 

Optional Life (OL) Insurance

OL Insurance provides financial protection for you and your 
family in the event of death. Child Life Insurance can be 
purchased at a single flat rate per unit of $2,000, regardless 
of the number of eligible dependent children you have. You 
can purchase:

• Member Units of $10,000 to a maximum benefit of 
$500,000 (50 units)

• Spouse Units of $10,000 to a maximum benefit of 
$500,000 (50 units)

• Child Units of $2,000 to a maximum benefit of $20,000 
(10 units)

You will need to submit Evidence of Insurability (EOI) – 
that is, proof of good health– for any amount of OL 
Insurance you purchase for yourself and/or your spouse.  
No EOI is required if you purchase OL Insurance for your 
child/(ren).

Optional Accidental Death and Dismemberment 
(AD&D) Insurance 

Optional AD&D Insurance is available for you or you and 
your family. This added protection is in addition to your 
basic coverage and will provide a lump-sum cash benefit if 
you or a family member suffers a serious injury or death 
because of an accident. You can purchase units of $10,000 to 
a maximum of $250,000 (25 units) for yourself. If you 

purchase family coverage, your spouse and/or children are 
automatically insured for a percentage of your coverage as 
outlined below:

• For your spouse, if you also have children: 40% of  
your amount

• For your spouse, if you have no children: 50% of  
your amount

• For each of your children, if you have a spouse: 10%  
of your amount

• For each of your children, if you have no spouse: 15%  
of your amount

No Evidence of Insurability is required when purchasing 
Optional AD&D.

Optional Critical Illness (CI) Insurance

Optional CI Insurance covers you and your family in the 
event of a diagnosed critical illness. The coverage will 
provide you with a one-time, lump-sum benefit following a 
specified survival period and approval of the claim. More 
information, including a list of covered conditions, is 
described in detail in the “Optional Group Critical Illness 
Insurance” pamphlet included in your enrolment materials.

• Member Units of $5,000 up to $150,000 (30 units)
• Spouse Units of $5,000 up to $150,000 (30 units)
• Child $10,000 for each dependent child

You will need to submit Evidence of Insurability if you 
purchase amounts of CI insurance in excess of $25,000 for 
yourself and/or your spouse. CI coverage of up to $25,000 is 
available for yourself and/or your spouse without EOI, but 
will be limited if a pre-existing condition* exists. No EOI is 
required if you purchase CI for your dependent child(ren).

Your optional benefits (member-paid)

* Pre-existing condition limitation

For Optional Critical Illness coverage issued without evidence of insurability (the first $25,000 of coverage), no benefits 
are payable for any covered condition that results directly or indirectly from a pre-existing condition that occurs within 
12 months of the effective date of your coverage.

If you are required to provide EOI, you will receive an EOI form from your plan administrator shortly 
after you enrol. Please complete and return this form as soon as possible to the appropriate insurer, 
following the instructions provided by the plan administrator. EOI must be approved before your 
coverage will go into effect.
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The Green Leaf and Orange Leaf Plans 
include the employer-funded Healthcare 
Spending Account (HCSA).

How it works

You simply use the money in your HCSA 
to pay for a wide range of eligible health 
or dental expenses that aren’t covered (or 
fully covered) under the option you 
choose. For example, while the Green 
Leaf Plan does not include vision care 
benefits, members enrolled under that 
plan can use their HCSA to pay for 
eligible vision care expenses.

Similarly, if you purchase a prescription 
drug from a pharmacist who charges 
more than the $5 dispensing fee covered 
under your plan, you can use your employer-funded HCSA 
to cover the difference. You can use the money in your 
HCSA to pay for your portion of health and dental plan 
expenses, such as the 20% of eligible basic dental expenses 
you are required to pay out of your own pocket under the 
Orange Leaf Plan. You can also use your HCSA to cover 
expenses that are not covered by your selected option. For 
example, if you are enrolled in the Green Leaf Plan (which 
has no dental coverage), you can use your HCSA to cover 
any dental expenses that you incur.

For each plan year that you are enrolled in the Green or 
Orange Leaf Plans, your employer will deposit the following 
benefit dollars in your personal HCSA:

Eligible expenses

The HCSA covers all eligible expenses as defined in the 
Income Tax Act. The list includes dozens of services and 
procedures – everything from laser eye surgery to 
orthodontics to paramedical expenses above the plan 
maximums. For a complete listing, visit the Canada Revenue 
Agency website at cra-arc.gc.ca and search for the bulletin 
“IT519R2.”

To qualify as an eligible expense, the service, procedure or 
item must be medically necessary – which typically means it 
must be provided or prescribed by a licenced medical 
practitioner. Eligible expenses exclude any service or 
procedure that is covered under your provincial medical 
insurance plan.

Carry forward rules

Under current tax rules, you must spend the money 
allocated to your HCSA within the current benefit period. 
This means that you must spend the money in your HCSA 
within the first and second plan years of the same benefit 
period. The benefit dollars that you don’t spend by the end of 
the first plan year of the benefit period can be carried over to 
the second plan year. However, what you don’t spend by the 
end of the second plan year of the current benefit period will 
be forfeited.  

Your Healthcare Spending Account

Family status Green Leaf Orange Leaf

Member only • $500  • $250 

Member + 1 • $1,000 • $500

Member + 2 or more • $1,600 • $700

Note: If you are a new member and enrolling in the plan after 
January 1st of the current year, the amount of benefit dollars 
deposited in your HCSA will be prorated to reflect the number of 
months you are in the Plan this year. In following plan years, the 
full amount of benefit dollars will be deposited into your HCSA on 
January 1st of each year.

Note:  Year A falls on an even year. Year B falls on an odd year.

How the carry forward works

Year A

Dec 31 / Jan 1Jan 1 Dec 31 / Jan 1 Dec 31 / Jan 1 Dec 31 / Jan 1

$ allocated to 
your HCSA; 
available to 
spend

Unused $ 
allocated for  
Year A must  
be spent

New $ 
allocated for  
Year B must  
be spent

New $ 
allocated for  
Year B must  
be spent

Unused $ 
allocated for  
Year A must  
be spent

$ allocated to 
your HCSA; 
available to 
spend

Year B Year A Year B

Current Benefit Period Next Benefit Period



The CB Benefits website is your central information source and we encourage you to visit for more information 
about your flexible benefits program. The information on the website includes:

• Background and development of the CB Benefits program

• Member newsletters 

• Health and Dental Claim forms

• Copy of the National Formulary

• Designation of Beneficiary Form

• Q&A

You can also use the “Contact” feature on the website to submit your questions and comments. 

www.cbbenefits.ca
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For more information

This guide provides a summary of certain provisions of the benefits program. Complete descriptions are contained in the official plan documents and 

contracts. Every effort has been made to provide an accurate summary. If there are any differences between the information contained here and in the 

legal documents, the legal documents will prevail.  

http://www.cbbenefits.ca


If you select the enhanced Blue Leaf Plan, you will pay the difference between the cost of the Blue Leaf Plan and the 
cost of the Green Leaf or Orange Leaf Plans.

The following is the additional Blue Leaf monthly premium (before taxes) for the 2023 benefit period, based on your 
family status:

Blue Leaf Member Contributions British Columbia Alberta Saskatchewan/Manitoba Ontario/Quebec

Member Only $48.79 $58.30 $34.49 $56.65

Member + 1 Dependent $93.73 $112.67 $66.73 $113.28

Member + 2 or More Dependents $142.24  $168.26 $99.28 $125.86

For the various optional coverages available to you, the following rates apply for the 2023 benefit period. Please note 
that the rates are provided per unit of available coverage. In addition, any applicable taxes will be added.

Optional Life and Spousal Life Insurance – Canada Life
Monthly rates per unit of $10,000 (to a maximum benefit of $500,000 or 50 units). Applicable taxes will be added.

Male Female

Age Non-smoker Smoker Non-smoker Smoker

Under 30 $0.30 $0.60 $0.30 $0.40

30-34 $0.40 $0.60 $0.30 $0.50

35-39 $0.50 $0.90 $0.40 $0.60

40-44 $0.90 $1.50 $0.60 $1.00

45-49 $1.50 $2.80 $1.00 $1.90

50-54 $2.60 $4.70 $1.80 $3.20

55-59 $4.10 $7.40 $2.80 $5.00

60-64 $6.00 $10.90 $4.10 $7.30

Optional Child Life Insurance – Canada Life

Monthly rate* per unit of $2,000 (to a maximum benefit of $20,000 or 10 units) $0.312

* Rate is the same regardless of how many eligible dependent children are covered.

What your selected coverage will cost you

 1

Rate Sheet 
For the 2023 benefit period



Optional AD&D Insurance – Chubb
Monthly rates per unit of $10,000.

Insured Coverage Rate

Member Only • Up to a maximum benefit of $250,000 or 25 units $0.20

Spouse
• 40% of member’s amount
• 50% if no child

$0.30

Child
• 10% of member’s amount
• 15% if no spouse

Optional Critical Illness Insurance – Canada Life
Monthly rates per unit of $5,000 (to a maximum benefit of $150,000 or 30 units).

Male Female

Age Non-smoker Smoker Non-smoker Smoker

Under 25 $0.46 $0.52 $0.47 $0.51

25-29 $0.50 $0.59 $0.53 $0.58

30-34 $0.59 $0.77 $0.69 $0.80

35-39 $0.75 $1.15 $0.93 $1.18

40-44 $1.09 $1.93 $1.32 $1.80

45-49 $1.77 $3.26 $1.95 $2.78

50-54 $2.92 $5.47 $2.82 $4.28

55-59 $4.64 $8.95 $3.92 $6.45

60-64 $7.19 $13.34 $5.29 $9.10

65-70 $9.54 $16.54 $7.24 $11.80

CB Benefits | Health & Wellbeing 2

This rate sheet provides a summary of the various member-paid rates for optional coverage under the CB Benefits flexible benefits program for the 
2023 benefit period. The official rates are contained in the official plan documents and contracts. Every effort has been made to provide an accurate 
summary. If there are any differences between the information contained here and in the legal documents, the legal documents will prevail.
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Canadian Baptist Benefits Plan

Election Form – Benefits Selection
Please print clearly, both sides, in INK – sign and date form. Make a copy for your records.

1. Plan Administrator

2. Member Information

Spouse Details

Dependent Children Details

Plan Number: GWL Division Number: Benefit Class:

Plan Administrator:    CBM    CBOQ    FBU Plan Member ID:  

Employer: Date of Employment (yyyy/mm/dd):

Effective Date of Coverage (yyyy/mm/dd): Province of Residence:  Province of Employment:

Occupation: Earnings: $ per   year   month   week   hour 

Member’s Name (first, middle initial, last): Gender:     Male    Female

Address (street number and name, apartment or suite):

City: Province: Postal Code:

Date of Birth (yyyy/mm/dd): Language:    English    French

Email Address: 

Marital Status:    Single    Married    Family Status for Benefit Coverage:   Member only    Member + 1    Member + 2 or more

* A student is a child age 22 or over but under age 25, who is a full-time student attending an educational institution recognized by the CRA, as long as the child is 
not married or in any other formal union and is entirely dependent on you for financial support. 

** To enrol an overage disabled child, contact your plan administrator within 31 days of the date the dependent reaches the age limit (22).

Complete this 
section.

Complete this 
section. If you 
have more than 
three dependents, 
please photocopy 
this blank page to 
include additional 
details.

Spouse’s Name (first, last): Date of Birth (yyyy/mm/dd): Gender:   Male

  Female

Is your spouse covered for health or dental care benefits If yes, please indicate spouse’s coverage:

by his/her employer’s plan?      Yes   No   Health plan  Family   Single   Vision care 

Spouse’s Insurer: Dental plan    Family  Single 

Child’s Name (first, last): Date of Birth Gender:   Student*: Overage**

(yyyy/mm/dd): disabled child:

 Male     Yes   Yes

 Female   No   No

 Male     Yes   Yes

 Female   No   No

 Male     Yes   Yes

 Female   No   No

3. Waiver of Health and Dental Benefits

Health and dental benefits can only be waived if you and your dependents have duplicate health coverage (e.g., through a spousal plan). If you 
wish to waive health and dental coverage under the plan, you may select partial waiver access to the Healthcare Spending Account (HSA)
under the Orange Leaf Plan but no other health and dental coverage, or full waiver with no HSA (in Section 4).

Spouse’s Insurer: Plan/Policy Number:

If you lose spousal coverage, you must apply for coverage under the plan within 31 days of loss of such coverage. If you do not apply within
31 days, you and your dependents may be required to provide proof of insurability acceptable to the insurer to be covered. If you are approved,
coverage for dental benefits may be limited. See your plan administrator for details.

 CBWC 



4. Flexible Benefits – Canada Life Policy 156241

Your benefit selections will remain in effect until Jan 1 of the next enrolment year, which occurs on even years only (2020, 2022, 2024, etc.).

Choose only one plan:  Green Leaf Plan  Full waiver, no HSA

 Orange Leaf Plan  Partial waiver, Orange Leaf Plan HSA

 Blue Leaf Plan   

5. Optional Life Benefits – Canada Life Policy 156243

7. Optional Critical Illness Insurance – Canada Life Policy 156243

6. Optional Accidental Death & Dismemberment Insurance – CHUBB Policy OE1058101

Member Optional Life – Units of $10,000 to a maximum of $500,000 Amount Requested: $

Spouse Optional Life – Units of $10,000 to a maximum of $500,000 Amount Requested: $

Optional Child Life – Units of $2,000 to a maximum of $20,000 Amount Requested: $

You must provide evidence of insurability for Optional Life Insurance and Spousal Optional Life Insurance in excess of any amounts you 
currently have. Your plan administrator will forward the required form for you to complete and return to the Great-West Life office.
No additional coverage will be in effect until approved by the insurer. 

Member Critical Illness – Units of $5,000 to a maximum of $150,000 Amount Requested: $

Spouse Critical Illness – Units of $5,000 to a maximum of $150,000 Amount Requested: $

You must provide evidence of insurability for Optional Critical Illness Insurance for amounts over $25,000. If applying for coverage over $25,000, 
your plan administrator will forward the required form for you to complete and return to the Great West Life office specified. No coverage in 
excess of $25,000 will be in effect until approved by the insurer. 

Units of $10,000 to a maximum of $250,000 Amount Requested: $

Choose only one plan:  Member Only

 Member + Dependents

No evidence of insurability is required for Optional Accidental Death & Dismemberment Insurance.

Privacy, Authorizations, Declarations

The personal information the plan administrator collects concerning you and your dependents is kept in strict confidence and used only for the 
purposes you have authorized. Your personal file is kept at the plan administrator’s offices.  You have the right to request access to your 
personal information, and, if necessary, correct any inaccurate information and/or make changes to current information whenever necessary.  
In order to do so, send a written request to the plan administrator.

Access to your personal information will be limited to the plan administrator and insurers in the performance of their jobs, individuals to whom 
you have consented access, and persons authorized by law.  For the purposes of audits and administrative reporting, the plan administrator 
may release your Employer/Policyholder statistical information without personal identifiers.

I HEREBY APPLY for the benefits which I am or may become eligible for, subject to any waiver indicated, under my Employer’s/Policyholder’s 
group insurance plan and CONFIRM that the information contained in this form is true and complete to the best of my knowledge.

If any contributions are required to be made by me with respect to my group benefits, I AUTHORIZE my employer to make any required 
deductions from my earnings and remit same to the applicable insurance provider.

I AGREE that a photocopy of this Confirmation/Authorization shall be as valid as the original.

Plan Member’s Signature Date (yyyy/mm/dd)

X

Plan Member’s Name (please print)



Canadian Baptist Benefits Plan

Designation of Beneficiary Form
Please print clearly, both sides, sign and date form. Make a copy for your records.

By completing this form, I revoke all previously nominated beneficiary designations and make the following nominations, where permitted 

by law.  

Complete each section for any benefits for which you are applying. If your current beneficiary nomination is irrevocable, your current 

beneficiary must agree to revoke their rights by completing a Consent by Beneficiary Form. If you need more space for additional beneficiaries, 

please photocopy this blank page.

Beneficiary for Member BASIC Life Insurance 
Canada Life Policy 156241 

Beneficiary for Member BASIC Accidental Death & Dismemberment (AD&D) Insurance 
CHUBB Policy AB1051801 

Beneficiary for Member OPTIONAL Life Insurance (if applicable) 
Canada Life Policy 156243 

Beneficiary for Member OPTIONAL Accidental Death & Dismemberment (AD&D) Insurance  (if applicable) 
CHUBB Policy OE1058101 

Complete this 

section.

Complete this 

section.

Complete this 

section only if you 

are applying for 

Optional Life 

coverage for 

yourself.

Complete this 

section only if you 

are applying for 

Optional  AD&D 

coverage.

Name (first, last) Date of Birth Relationship Percentage

(yyyy/mm/dd) to you (must total 100%)

Name (first, last) Date of Birth Relationship Percentage

(yyyy/mm/dd) to you (must total 100%)

Name (first, last) Date of Birth Relationship Percentage

(yyyy/mm/dd) to you (must total 100%)

Name (first, last) Date of Birth Relationship Percentage

(yyyy/mm/dd) to you (must total 100%)

In Quebec, if you name your legal spouse (married or civil union) as the beneficiary, this beneficiary will be irrevocable 

unless you check the revocable box. o Revocable beneficiary

In Quebec, if you name your legal spouse (married or civil union) as the beneficiary, this beneficiary will be irrevocable 

unless you check the revocable box. o Revocable beneficiary

In Quebec, if you name your legal spouse (married or civil union) as the beneficiary, this beneficiary will be irrevocable 

unless you check the revocable box. o Revocable beneficiary

In Quebec, if you name your legal spouse (married or civil union) as the beneficiary, this beneficiary will be irrevocable 

unless you check the revocable box. o Revocable beneficiary



Beneficiary for all other coverages

Privacy, Authorizations, Declarations

You are automatically the beneficiary of any optional Critical Illness coverage you select as well as any optional Life or AD&D coverage selected 

for a dependent (spouse or child).  To designate an alternate beneficiary, please see your plan administrator.

The personal information the plan administrator collects concerning you and your dependents is kept in strict confidence and used only for the 

purposes you have authorized. Your personal file is kept at the plan administrator’s offices.  You have the right to request access to your 

personal information, and, if necessary, correct any inaccurate information and/or make changes to current information whenever necessary.  

In order to do so, send a written request to the plan administrator.

Access to your personal information will be limited to the plan administrator and insurers in the performance of their jobs, individuals to whom 

you have consented access, and persons authorized by law.

I HEREBY CONFIRM that if any of the above named beneficiary(ies) predeceases me, and no other beneficiary has been named, the applicable 

benefit(s) will be paid to my estate. 

I HEREBY CONFIRM that the information contained in this form is true and complete to the best of my knowledge.

Signature (You must sign and date the form)

Member name (print) Member # (if known) Date (yyyy/mm/dd)

Member’s signature

X

Nomination of trustee for minor beneficiaries other than Quebec residents

Appointing minor beneficiaries for Quebec residents

If you wish to 

designate minor 

child(ren) as 

beneficiary(ies), a 

trustee must be 

designated.

In Quebec, any amount payable to a 

minor beneficiary during his or her 

minority will be paid to the minor child’s 

tutor (surviving parent or legal guardian). 

A lawyer or notary should be consulted. 

Any payments becoming due while the beneficiary(ies) are a minor* are to be made to

as the minor child’s tutor.  Payment to the minor child’s tutor will discharge the insurer.

*A minor is a child who has not reached the age of 18 years.

Any payments becoming due while the beneficiary(ies) are a minor* are to be made to

as trustee, or failing such trustee to 

the duly appointed guardian of such minor children as trustee. Payment to the trustee will discharge the insurer.

*A minor is a child who has not reached the age of majority as defined by provincial legislation.
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2023 CONFIDENTIAL INFORMATION SHEET 
 Long Term Disability and Pension Calculations  

 
PLEASE COMPLETE THIS FORM AND SUBMIT TO THE CBWC WHENEVER THERE IS A CHANGE IN 
SALARY OR FOR NEW EMPLOYEES. J&D BENEFITS SHOULD ALSO BE INFORMED OF ANY 
ADDITIONS OR CHANGES IN SALARY AS THIS AFFECTS LONG TERM DISABILITY BENEFIT. 
 
 

EMPLOYEE’S NAME:    S.I.N.: 

CHURCH NAME:                                                                MINISTRY/JOB TITLE: 

EFFECTIVE DATE OF SALARY: 

 

PENSION PLAN:  THE CHURCH/ORGANIZATION IS RESPONSIBLE FOR ENROLMENT IN THE PLAN  

TOTAL ANNUAL SALARY (including housing allowance, if applicable):  
# OF PAY PERIODS (Bi-weekly=26; Bi-monthly=24; Monthly=12):   
 
 
 
 

12% PENSION CONTRIBUTION PER PAY PERIOD: 
(Total Gross Salary Multiplied by 12% Divided by # of Pay Periods) 

 

 
LONG TERM DISABILITY:  APPLICATION 156241 MUST BE SUBMITTED FOR COVERAGE  

TOTAL ANNUAL SALARY (including housing allowance, if applicable):   

LTD COVERAGE (67% of annual salary)  

ANNUAL PREMIUM (Total Annual Salary x 0.67 x 0.02707)           

 

CERTIFICATION 

TREASURER/CHAIR: PARTICIPANT: 
NAME: NAME: 
  
PHONE #:  PHONE #: 
EMAIL: EMAIL: 

SIGNATURE:  SIGNATURE: 

IMPORTANT: 
Return completed form to: Louanne Haugan, Pension & Benefit Liaison 

#201, 221 10th Avenue SE Calgary, AB T2G 0V9 
Email: lhaugan@cbwc.ca  PH: 403-930-7006 

 
PLEASE NOTIFY US OF ANY EMPLOYEE TERMINATIONS TO ENSURE CANCELLATION OF COVERAGE 

mailto:lhaugan@cbwc.ca
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Sample Memorandum of Understanding

Memorandum of Understanding 

A. This Memorandum of Understanding shall be binding upon the Pastor, 
_________________________ and _____________________________ Church for twelve

(12) months beginning ____________________ and ending ______________________.

B. SALARY:

Salary (including housing allowance) per year:

1. ALLOWANCES:

a. Housing Allowance:  Pastors shall be provided with the Clergy Residency Deduction 
(CRD) Form T1223E based on “fair market rental value” and utilities up to a maximum. 
It is the pastor’s responsibility to inform the church of any changes to this value.
The church has the option to provide a housing allowance based on “fair market rental 
value” including utilities. It is the pastor’s responsibility to inform the church of any 
changes to this allowance. This housing allowance may not equal CRD amount.

b. Car Allowance:  The church shall provide a car allowance based on the number of 
kilometers traveled by him/her for church business, at the current rate* for the first 5000 
km and the lesser rate for over 5000 km. (This shall not include daily travel to or from 
his/her home and church office.  Coverage for additional daily meetings or visits is at 
the discretion of the Senior Board.) Reimbursement shall be made on receipt of 
itemized monthly kilometer claim forms.

• Current government rates can be found at https://www.canada.ca/en/revenue-agency/services/tax/
businesses/topics/payroll/benefits-allowances/automobile/automobile-motor-vehicle-allowances/reasonable-
kilometre-allowance.html

c. Computer & Book Allowance:  The church shall pay up to _______ per year for the 
purchase of computer software/books by the pastor.  The items purchased shall 
become the personal property of the pastor. Reimbursement shall be made when 
receipts are submitted.

d. Telephone/Cell Allowance:  The church shall pay all church-related charges. 
Reimbursement shall be made when receipts are submitted.

e. Hospitality Allowance:  The church shall pay up to $_______ per year for expenses 
related to hospitality. Receipts are required for reimbursement.

f. Pastoral Housing Acquisition Assistance: In some regions congregations choose to 
provide one of the following to assist the pastor to obtain suitable living arrangements:

Revised  2019
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i. Provide a loan which is to be repaid in full with interest based upon the increase
in value of the home when the pastor leaves the employ of the congregation.

ii. Take an equity position in the house, which means the congregation owns a
certain percentage share of the house, and when the pastor leaves the employ
of the church, the congregation receives that same percent share of the sale
price of that house.

g. Duration of the Above: A pastor is only eligible for items 1-6 for the specific period that
the pastoral staff member is fulfilling the services of his or her employment.

2. PENSION AND INSURANCE BENEFITS:

1. Provincial Healthcare Premiums:
If applicable, the church shall offer premium payment for MSP coverage.

2. Canadian Baptist Choices Group Insurance Plan:
This plan includes life insurance, dependent life, AD&D, LTD, EAP and Extended
Health & Dental coverage. If a pastor chooses to participate in the plan, premiums are
paid for largely by the church.

3. Canadian Baptist Pension Plan:
The church and pastor shall each contribute an equal amount of 6% of salary (including
housing allowance if applicable).

4. CBWC Sabbatical Leave Plan:

This is not a mandatory benefit. The church, pastor and CBWC shall each contribute an
equal amount of .5% salary (including housing allowance if applicable). These funds will
be held in trust with accrued interest, to be used as per CBWC Sabbatical Leave Policy.

3. PROFESSIONAL DEVELOPMENT:

Professional development is essential to the well-being of the individual, the denomination,
and the congregational life of the church.  It includes annual study leave which will benefit
both the individual and the church goals.

a. The Pastor shall be entitled to the following days leave for professional development:
Year One: 0
Beyond Year One:  7 days per year, cumulative to a max. of 14 days.

b. Specific times are to be negotiated with the Senior Board.

c. A professional development account will be held to fund a study leave, with
______________________ per year being deposited, which will accumulate to a
maximum of three years.  Receipts must be submitted for payment.

d. Sabbatical leave: The Senior Board is open to the negotiation of such leave based on
the Sabbatical Leave Plan of the CBWC.
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4. ALLOCATION OF TIME:

Time away from specific duties relative to __________________ Church shall be
negotiated directly with the Senior Board.

a. Specific Responsibilities:

It is expected that the primary responsibilities of _______________  (name) will be
_______________________________________________________ and the number
of hours worked per week will be _____________________.

As she/he fills these responsibilities she/he will be responsible to the
_______________________ (Senior Board) and the primary contact will be
________________________.

b. Annual Vacation:

The Pastor is entitled to four (4) weeks vacation time, including a maximum of 4
Sundays.  Vacation times are to be negotiated well in advance through the Senior
Board. Vacation days must be used in the specified 12 month period ending _____,
unless negotiated with the Senior Board.

c. Paid Statutory Holidays:

If the Statutory Holiday falls on the pastor’s normal weekly day off, the pastor is entitled
to take another day off as soon as possible during the holiday week but may be
accumulated to a maximum of two days:

New Year’s Day Family Day Easter (Friday or Monday) 
Victoria Day Canada Day  Heritage Day 
Labor Day  Thanksgiving Day Remembrance Day 
Christmas Day Boxing Day 
Check specifics on your province/territory for holidays (i.e. Civic Holiday) 

d. Weekly Days Off:

The Pastor shall take a minimum of one full day, with anticipation of an additional two
half days off with pay, each week.

Normally during this time other arrangements will be made for pastoral care and
emergencies, and no meetings, which the Pastor would be expected to attend, will be
scheduled.

e. Sick Leave:

i. Casual sick leave for brief illness will be allowed with pay.
ii. Prolonged absence due to illness should be negotiated with the Senior Board,

taking into consideration the length of prior service and the expected duration of the
leave.
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f. Personal Leave:

Special emergency leave may be negotiated with the Senior Board upon request.

g. Allowances:

Allowances cannot be carried from one twelve month period to another. This applies to
vacation, statutory holiday, quarterly Sunday, and weekly days off, as well as personal
allowances for computer, book, and education unless otherwise specified in this
document.

5. DENOMINATIONAL PARTICIPATION:

a. Canadian Baptists Of Western Canada Assemblies, local CBWC ministerial
cluster meetings, Regional Retreats, Regional Assemblies & Seminars:

It is expected that the pastor will attend these conferences as part of his/her regular
pastoral responsibilities; registration fees (including spouse) will be paid by the church.
All travel and accommodation costs will be reimbursed when receipts are submitted.

b. Banff Pastors Retreat:

The Pastor and spouse are encouraged to attend this retreat.  The church will pay
registration fee.  All travel and accommodation costs will be reimbursed when receipts
are submitted.

6. MINISTERIAL PROTOCOL MANUAL:

As mandated by CBWC Assembly, all ministry staff members of CBWC congregations 
and ministries must adhere to the Ministerial Protocol Manual document of the 
denomination. This document is regularly reviewed by the Ministerial Credentials 
Committee and any changes must be approved at Assembly. Ministry staff personnel 
are required to be familiar with and adhere to these protocols as the church/ministry 
belongs to the CBWC and, in most cases, the CBWC holds their credentials. Printed 
copies of this document may be acquired through your CBWC regional office or it can 
be found online at https://cbwc.ca/careers/ . 

7. ANNUAL REVIEW AND ASSESSMENT:

There will be an annual review and assessment with the pastor.  It will be carried out by
_____________________________ as part of an annual review and assessment of all
church ministries.

8. GRIEVANCE PROCEDURES:

The Pastor may find him or herself needing to seek clarification of the terms of this
agreement or need to open other areas for discussion.  Questions should be directed to
_________________.  All grievances will be dealt with openly and with respect, toward the
mutual satisfaction of both parties.
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9. TERMINATION OF EMPLOYMENT:

Giving notice in writing to either party of not less than three months notice may terminate
this Memorandum of Understanding.

10. MEMORANDUM OF UNDERSTANDING ADAPTATION:

If there is an intention to materially adapt this Memorandum of Understanding it is
understood that the parties involved will seek the advice of the CBWC Director of
Administration and Finance and/or their Regional Minister.

11. MEMORANDUM OF UNDERSTANDING CONTINUANCE:

This Memorandum of Understanding will continue in force until such time as a new
Memorandum of Understanding is negotiated or either party terminates the position.

12. REVIEW:

____________________ and ______________________(title) shall review this
Memorandum of Understanding annually.

13. INTENT:

It is the intent of the parties to this agreement that the terms and conditions of this
agreement shall be interpreted generously and any variations to such terms and conditions
shall be implemented by mutual agreement of the parties.

14. SIGNATURES OF AGREEMENT:

With the following signature, I hereby register my agreement with the terms of this
Memorandum of Understanding.

_____________________________ _____________________________ 
Officer of the Church Date 

____________________________
Officer of the Church 

____________________________
Date 

_____________________________ _____________________________ 
Pastor Date 
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D.5 Scholarships, Bursaries, Tuition, And Training 
(Canada Revenue Agency, 2022) 

Employee 

You may provide an employee, or former employee, with a scholarship or bursary on the 
condition that the employee returns to employment with you on completing the course. In 
this situation, the amount of the scholarship or bursary is considered to be employment 
income for the employee or former employee. 

You have to report on a T4 slip any scholarships, fellowships, or bursaries you gave to an 
employee if they primarily benefit the employee. If you get any questions from your 
employee about the income, you can refer them to Income Tax Folio S1-F2-C3, 
Scholarships, Research Grants and Other Education Assistance or to Guide 5000-G, 
Federal Income Tax and Benefit Guide. 

Specific employment-related training 

We generally consider that courses taken to maintain or upgrade employment-related 
skills are mainly for your benefit when it is reasonable to assume that the employee will 
resume their employment for a reasonable period of time after they finish the course. 

For example, tuition fees and other associated costs such as books, meals, travel, and 
accommodation that you pay for courses leading to a degree, diploma, or certificate in a 
field related to your employee's current or future responsibilities in your business are not 
a taxable benefit. 

General employment-related training 

We generally consider that other business-related courses, although not directly related 
to your own business, are taken mainly for your benefit. 

For example, fees you pay for stress management, employment equity, first aid, and 
language courses are not a taxable benefit. 

Personal interest training 

We consider that courses for personal interest or technical skills not related to your 
business are taken mainly for the employee's benefit and, therefore, are a taxable benefit. 

Scholarship and tuition fees 

If you paid for, or reimbursed, your employee's tuition fees and there is no taxable benefit 
according to these guidelines, the tuition fees will not qualify for the tuition tax credit. You 
should inform your employee of this. 

If you paid for, or reimbursed, education amounts that are reported on either a T4 or T4A 
slip, these amounts may be eligible for the scholarship exemption. The individual may be 
able to fully exclude from their income tuition fees, scholarships, fellowships, and bursaries 
they received from you. 
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Family members 

If you offer a program that provides free or reduced tuition fees to the family members of 
your employees, do not include the value of any benefit the employee's family member 
receives in your employee's income unless: 

• the benefit is provided as a substitute for salary, wages or other remuneration 

• you do not deal with the employee at arm's length 

Instead, report the FMV of the scholarship or bursary on a T4A slip for the family member. 
If a family member meets certain criteria, they may not have to include the amount in 
income on their income tax and benefit return. 

The same applies if you are an educational institution offering free or discounted tuition to 
your employees' family members. 

If you get any questions, you can refer them to the Federal Income Tax and Benefit Guide. 

For more information on scholarships or bursaries provided in employment situations, see 
Income Tax Folio S1-F2-C3, Scholarships, Research Grants and Other Education 
Assistance. 

GST/HST, payroll deductions, and reporting 

Certain tuition fees may be subject to GST/HST. If paying tuition fees results in a taxable 
benefit for an employee and the fees are subject to GST/HST, include GST/HST in the 
value of the benefit. 

Payroll deductions 

If the benefit is taxable, it is also pensionable. Deduct income tax and CPP contributions. 
If the taxable benefit is paid in cash, it is insurable. Deduct EI premiums. If it is a non-cash 
benefit, it is not insurable. Do not deduct EI premiums. 

Reporting the benefit 

If the tuition fees, scholarship or bursary is taxable, report the employee's benefit in box 14 
"Employment income" and in the "Other information" area under code 40 at the bottom of 
the T4 slip. For more information, see T4 – Information for employers. 

If you are reporting tuition fees, scholarships, or bursaries for the family member of your 
employee, report its fair market value on a T4A slip for the family member in the "Other 
information" area under code 105. For more information, see T4A – Information for payers. 
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Section E: When Employment Ceases- Record 
of Employment 

Termination of Employment: A Primer for Christian Charities 

(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

Terminating an employee's employment is one of the most difficult things that a Christian 
charity ever does. The cost and legal risk to the organization are always of concern. But 
Christian charities aren't just a "business"; they are communities of staff, donors and 
volunteers who care about the mission of the organization and often care for each other. 
When terminating an employee's employment, charities need to consider the impact on 
the employee, as well as on donors, members and other staff members – and on the 
organization's reputation. This article sets out some basic considerations for Christian 
charities when terminating a non-union employee's employment. 

Can the Organization Even Terminate? 

Some employers wonder if they are legally entitled to terminate an employee's 
employment at all, without a good reason. The answer to that question, in almost all cases, 
is "yes". In general, Canadian employers are legally entitled to terminate non-union 
employees' employment at any time and for almost any reason; the legal question is how 
much it will cost the employer to do so (see below). The impact will not only be legal or 
financial, though. As mentioned above, Christian charities will be concerned for the 
employee's wellbeing as well as for the wellbeing of the remaining staff, members and 
donors. 

Which Employment Laws Apply? 

Before terminating – or for that matter, hiring – an employee, one of the first things a 
charity needs to consider is: which employment laws apply to this employee? The vast 
majority of Canadian employees are subject to provincial employment laws in the province 
in which the person works. As such, a charity with employees in British Columbia, Alberta 
and Ontario will need to know and apply B.C. laws to its B.C. employees, Alberta 
employment laws to its Alberta employees, and Ontario employment laws to its Ontario 
employees. As a general rule, federal employment laws, such as the Canada Labour 
Code, do not apply to employees of Christian charities, with very limited exceptions such 
as Christian radio stations (as telecommunications undertakings are under federal 
jurisdiction). I have learned, when giving seminars on terminations, that many employers 
think that the Canada Labour Code applies to them when it does not. 

Is the Person an Employee or Not? 

The answer to this question may seem obvious, but it is not always so. For instance, if the 
person is an ordained member of the clergy, the law in some provinces may not treat him 
or her as an "employee" meaning that the person may not be entitled to termination notice 
or severance. Whether a particular minister is an "employee" must be determined on a 
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case-by-case basis. On the other hand, ministers, unlike most employees, are often 
entitled to have a certain mandated process followed before their relationship with a 
congregation or denomination is terminated. Also, a person may be an independent 
contractor, in which case he or she may be entitled to limited or no notice of termination. 

Is the Employee Unionized of Not? 

This is also a basic consideration. Unionized employees have entitlements under the 
collective agreement, and are usually entitled to be reinstated if dismissed without just 
cause. Termination of unionized employees is a topic for another article. In any event, 
relatively few Christian charities are unionized, and this article focuses only on termination 
of employment of non-union employees. 

Is there Just Cause to Terminate the Employee's Employment? 

In general, employers who have just cause to terminate an employee's employment will 
not owe the employee any termination payments, apart from the employee's final wages 
and any accrued vacation pay owing to the employee. 

However, just cause is very difficult to establish. Generally, only very serious misconduct 
such as theft, fraud, assault or sexual harassment will be considered just cause. Poor 
performance – even incompetence - is rarely just cause. In borderline cases, the employer 
must consider whether it is worth claiming just cause, given that many just cause 
terminations end up in litigation. 

Has the Employee Resigned or Was he or she Constructively Dismissed? 

In general, employees who voluntarily resign are not entitled to termination payments 
except their final wages and vacation pay. Sometimes it is not clear whether the employee 
resigned voluntarily or was "pushed out", or whether the employee was constructively 
dismissed because of, for instance, a demotion or pay cut. Legal advice is recommended 
in resignation or constructive dismissal situations. 

What are the Employee's Employment / Labour Standards Entitlements? 

The next thing to do is review the basic employment standards law in the province in which 
the employee is working. These laws are usually referred to as the "Employment 
Standards Act" or "Labour Standards Act", with some provinces using the word "Code" 
instead of "Act". What does that law say about the employer's obligations on termination? 
All provinces' employment standards laws require that employers provide advance notice 
of termination, or pay instead of notice. The amount of notice under employment standards 
legislation is on a sliding scale depending on the employee's service, in most cases 
between 0 and 8 weeks. However, that is only the minimum legal obligation; employees 
will also be entitled to "common law" notice, which is much greater, unless they signed a 
written employment contract that waives their common law entitlement (see below). 
Ontario is the only province that has a severance pay obligation under its employment 
standards law, but in general that obligation applies only to employers with an annual 
employee payroll in Ontario of at least $2.5 million and only to employees with 5 or more 

CBWC Church Treasurer's Manual July 2023 Page 260



years of service. Employment standards obligations are the minimum legal obligations 
and cannot be waived by the employee. 

If There is a Valid Employment Contract, What does it Provide on Termination? 

The next question is whether the employee has a written employment contract that deals 
with termination. If so, four main questions need to be asked before confirming that the 
employer can rely on the termination clause: (1) does the termination clause provide at 
least the employee's minimum entitlement under employment standards laws (if not, the 
clause is void)?; (2) is the meaning of the termination clause clear?; (3) did the employee 
receive "consideration" (such as the initial offer of a job, or an offer of a promotion) for 
signing the employment contract?; and (4) did the employee sign the employment contract 
before starting his or her job or new position (if not, the contract may not be valid)? The 
analysis of these four questions often requires legal advice from an experienced 
employment lawyer. If the answer to all of these four questions is "yes", the employee's 
entitlement will generally be limited to what the termination clause in the employment 
contract requires. For example, a termination clause may require that the employer 
provide three weeks' notice per year of service, or pay in lieu of such notice. I strongly 
advise that employers – particularly charities – consider implementing a written 
employment contract with a termination clause, because such contracts can manage and 
limit employer's termination obligations and provide relative certainty as to the employee's 
entitlements on termination, thereby substantially reducing the risk of litigation. 

Is the Employee Entitled to Common law Notice of Termination? If so, How Much? 

If the employee has a valid employment contract with a valid termination clause, the 
termination clause applies and the employee is not entitled to "common law" notice. If the 
employee does not have a written employment contract that deals with termination, or if 
the employee does have such a contract but the termination clause is void (because, for 
instance, it provides for less than the employment standards termination entitlements, or 
because the contract was given to the employee after he or she had already started work), 
the employee will be entitled to common law notice of termination. Common law notice 
includes and is almost always greater than notice under employment standards legislation. 
Common law notice is an obligation imposed by a body of caselaw that has built up over 
the years. The common law obligation is to provide reasonable notice of termination. What 
is reasonable is based mainly on the employee's position (the more senior, the more 
notice), years of service (the more service, the more notice) and age (generally speaking, 
the older, the more notice). There is no "formula" for determining common law notice. 
Employment lawyers are able to estimate an employee's common law notice entitlement 
based on previous cases. The common law notice period ranges from 0 to 24 months. For 
example, an employee with twelve years of service may be entitled to nine months of 
common law notice, including his or her eight weeks of notice under employment 
standards legislation. Charities are not "exempt" from the obligation to provide appropriate 
notice of termination. If an employer terminates immediately, it must provide payment in 
lieu of notice. The common law and employment standards notice obligation sets Canada 
apart from the United States; in the U.S., most employees are "at-will" meaning that the 
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employer may terminate their employment without any notice, pay in lieu of notice or 
severance – even after many years on the job. 

Are There Any Potential Human Rights / Discrimination Issues? 

Even if the employer gives the employee his or her employment standards entitlement, as 
well as the employee's entitlement under the employment contract or common law, human 
rights laws must be considered. In particular, an employee who has a mental or physical 
disability could allege that the employer terminated his or her employment because of the 
disability. Where the employer requires employees to sign a statement of faith and/or code 
of conduct, an employee might allege that he or she was dismissed because he or she is 
no longer a believing Christian or because of lifestyle issues. Employees dismissed for 
discriminatory reasons may be entitled to be reinstated into their job, although that 
happens relatively rarely. Terminations that raise human rights issues tend to be very 
sensitive and require a carefully-considered strategy and expert legal advice. 

What "Papering" is Needed? The Termination Letter and Full and Final Release. 

The termination letter should be carefully crafted to set out all of the employee's 
entitlements on termination. In most cases the employer will wish to have the employee 
sign a "Full and Final Release" – giving up the right to make any claims against the 
employer - in exchange for receiving the termination package offered by the employer; 
however, employers are not permitted to hold back employees' employment standards 
entitlements because the employee has not signed a Full and Final Release. If the 
employee signs a Full and Final Release and receives more than his or her minimum 
employment standards entitlements, in general the employee will not be permitted to 
advance any claims against the employer. 

Are There Any Potential Reputational or Morale Issues? 

In my experience, charities sometimes do not fully consider the reputation consequences 
of terminations. Termination of employment of employees who are loved and appreciated 
by staff – and possibly members - can lead to serious staff morale issues as well as 
member-relations issues. Employees of Christian charities often work together as part of 
a "family", each employee supporting the other not only professionally but also often 
spiritually and emotionally. This is particularly true in churches and other smaller, voluntary 
organizations. Sometimes donors get upset and stop supporting the organization. In rare 
cases, media pick up on the termination and the charity gets unwanted media exposure. 
Before terminating, the employer must fully think through how the termination will affect 
staff, member and donor morale and the organization's reputation generally. 

How Should the Termination be Handled? 

This could be the topic of another article, if not a book! Employees rarely commend 
employers for how they handled a termination. But employers should strive to handle the 
termination in a fair, discrete and compassionate manner. Terminations not handled in 
that manner present a much greater risk of litigation – and can sometimes involve 
additional damages for "bad faith" in the termination process. 
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Is the Organization Prepared for the Lawyer's Letter? The organization should be prepared 
to receive a – sometimes strongly-worded – lawyer's letter alleging that the termination 
was unfair and that the employee is entitled to much more pay in lieu of notice / severance. 
In my experience, these letters often rankle organizations and cause much anxiety. They 
ought not to, if the termination was carefully planned and carried out. The vast majority of 
"wrongful dismissal" lawsuits – in which an employee claims that he or she did not receive 
enough pay in lieu of notice – settle without litigation, and even those that end up in 
litigation rarely go all the way to trial, with the vast majority settling. 

Summary 

The best advice for employers is to know the applicable employment standards laws and 
have a carefully-developed and implemented employment contract that brings relative 
certainty to the employee's entitlement on termination, reducing the risk of legal disputes. 
Legal advice should be sought in all but the most routine termination cases as 
discrimination or other issues can arise. The termination letter and Full and Final Release 
should be carefully drafted to ensure that if the employee accepts the employer's 
termination offer, the resulting settlement is clear and is final. By offering a fair termination 
package in exchange for the employee signing a Full and Final Release of claims, the 
employer can usually avoid legal disputes. Staff, member and donor morale, and general 
reputational issues, must also be considered. 

This article is not intended to be exhaustive and does not constitute legal advice. There 
are many other issues that can arise in employee terminations, and it is not possible to 
deal with them all in this article. 
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E.1 Chapter 1: Understanding the Record of Employment 
Form 
(Canada Agency Revenue, 2023) 

Is this guide for you? 

Use this guide if you: 

• are an employer who completes Record of Employment (ROE) forms for your 
employees; 

• work for a small, medium, or large business or organization and you complete 
ROEs on behalf of that business or organization; or 

• are a professional, such as an accountant, bookkeeper, or payroll processor, 
who completes ROEs on behalf of your clients. 

Notes 

• This guide contains general information about how to complete the ROE. If you 
are submitting ROEs on the Web and you need technical information, please 
consult the help instructions on ROE Web or call the Employer Contact Centre at 
1-800-367-5693 (TTY: 1-855-881-9874). 

• For the most up-to-date information about ROEs, please consult our ROE web 
pages. 

What is an ROE? 

The ROE is the form—whether electronic or paper—that employers complete for 
employees receiving insurable earnings who stop working and experience an 
interruption of earnings. The ROE is the single most important document in the 
Employment Insurance (EI) program. Each year, more than 1 million Canadian employers 
fill out more than 9 million ROE forms for their employees. 

You must complete the ROE even if the employee does not intend to apply for EI benefits. 
On the ROE, you enter details about the employee's work history with your organization, 
including insurable earnings and insurable hours.  

There are two ROE formats available: you can transmit an ROE to us electronically, or 
you can complete a paper ROE form. 

What is an electronic ROE? 

An electronic ROE is submitted to Service Canada electronically. 

There are three ways to submit ROEs electronically: 

• you can submit ROEs through ROE Web by using compatible payroll software to 
upload ROEs from your payroll system; 

• you can submit ROEs through ROE Web by manually entering data online 
through Service Canada's website; and 
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• you can submit ROEs through Secure Automated Transfer (SAT), which is 
performed on your behalf by a payroll service provider using bulk transfer 
technology. 

There are two different types of electronic ROEs, which are identified with serial numbers 
that start with the following letters: 

• W – ROE Web 

• S – ROE SAT 

ROE Web is an efficient, reliable, secure, simple, and easy to use way of issuing an ROE 
electronically. Using ROE Web, you can create, submit, print, and amend ROEs using the 
Internet. ROE Web gives you the flexibility to issue ROEs according to your pay cycle. 

For more information on ROE Web, visit the Service Canada website or call the Employer 
Contact Centre at 1-800-367-5693 (TTY: 1-855-881-9874). 

What is a paper ROE? 

The paper ROE is a one-page form in triplicate. Triplicate means there are three copies 
of the ROE—the first one is the original, and the second and third are carbon copies. 

Once you complete it, you must distribute the three copies of the paper ROE as follows: 

• Give Part 1 to the employee (the employee will use this copy to apply for EI 
benefits). 

• Send Part 2—the blue copy—to Service Canada (see Where do I send Part 2 of 
the paper ROE?). 

• Keep Part 3 for your records. 

There are different types of paper ROEs, and each one is identified with serial numbers 
that start with the following letters: 

• A – English or French (all ROEs in this series have been distributed; although 
they can no longer be ordered, they are still valid) 

• E – English 

• K – French 

• L – Laser (this format is no longer used; it has been replaced by ROE Web) 

• Z – ROE for fishers (the instructions on how to complete this version of the ROE 
are different from other ROEs—for details, see How to Complete the Record of 
Employment Form for Self-Employed Fishers) 

What does Service Canada do with the information on the ROE? 

At Service Canada, we use the information on the ROE to determine whether a person 
who has experienced an interruption of earnings is eligible to receive EI benefits, what the 
benefit amount will be, and how long the person is eligible to receive those benefits. We 
also use the ROE to ensure that no one misuses EI funds or receives them in error. 
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In addition, for people living in Quebec, we share ROE information with the Government 
of Quebec, which administers maternity, paternity, parental, and adoption benefits to 
residents of that province through a program called the Quebec Parental Insurance Plan 
(QPIP). 

For these reasons, it is very important that you make sure the information you provide on 
the ROE is accurate. 

What are insurable earnings and insurable hours? 

Insurable earnings include most of the different types of compensation you provide to 
your employees on which EI premiums are paid. While Service Canada determines where 
insurable earnings are allocated on the ROE, the Canada Revenue Agency determines 
what types of earnings and hours are insurable. For details, see Annex 1 on types of 
earnings and insurable hours, or visit the Canada Revenue Agency. 

What happens when earnings and hours are not insurable? 

In some cases, earnings and hours are not insurable. For example, when an employee 
does not deal at arm's length with the employer, or when an employee of a corporation 
controls more than 40% of the corporation's voting shares, the employment is not 
insurable. 

You only need to issue ROEs for employees who receive insurable earnings and who 
work insurable hours. If you are not sure if an employee's earnings and hours are insurable, 
contact the Canada Revenue Agency for an insurability ruling. See the section called 
Enquiries about insurability for information on how to contact the Canada Revenue Agency. 

What is an interruption of earnings? 

An interruption of earnings occurs in the following situations: 

When an employee has had or is anticipated to have seven consecutive calendar days 
with no work and no insurable earnings from the employer, an interruption of earnings 
occurs. This situation is called the seven-day rule. For example, the seven-day rule 
applies when employees quit their jobs or are laid off, or when their employment is 
terminated (see exceptions in the table below). When the seven-day rule applies, the first 
day of the interruption of earnings is considered the last day for which paid (see Block 11, 
Last day for which paid for details). 

When an employee’s salary falls below 60% of regular weekly earnings because of 
illness, injury, quarantine, pregnancy, the need to care for a newborn or a child placed for 
the purposes of adoption or the need to provide care or support to a family member who 
is critically ill, an interruption of earnings occurs. In this case, the first day of the interruption 
of earnings is the Sunday of the week in which the salary falls below 60% of the regular 
weekly earnings. 

Example 

Julio usually works 40 hours per week in insurable employment, with gross earnings of 
$1,000. Because he is ill, Julio is only able to work 16 hours per week, and is now making 
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$400 per week (40% of his regular weekly earnings). In this instance, the first week he 
earns $400 is the week Julio experiences an interruption of earnings. The Sunday of that 
week is the first day of Julio's interruption of earnings. 

Whenever an employee starts receiving wage loss insurance (WLI) payments, an 
interruption of earnings occurs. For more information, see the What to report on Block 19 
chart. 

Exceptions to the seven-day rule 

The seven-day rule for an interruption of earnings does not apply in the following cases. 

Real estate agents: An interruption of earnings occurs only when a real estate agent's 
licence is surrendered, suspended, or revoked, unless the employee stops working 
because of illness, injury, quarantine, pregnancy, the need to care for a newborn or a child 
placed for the purposes of adoption or the need to provide care or support to a family 
member who is critically ill. In other words, if employees stop working for any other reason, 
such as a leave of absence or a vacation, they do not experience an interruption of 
earnings as long as the contract continues. For more information on how to complete 
ROEs for real estate agents, see Real estate agents in Section 3. 

Employees who have non-standard work schedules (also referred to as lay days): 
Some employers have agreements with their employees for schedules that allow for 
alternating periods of work and leave. Some employees, like firefighters, health-care 
workers, and factory workers, have non-standard work schedules. Even though these 
types of employees do not have scheduled work for seven consecutive days or more, they 
do not experience an interruption of earnings. 

If the employee has been terminated and is entitled to a period of leave under an 
employment agreement to compensate for extra hours (time) worked within an established 
work pattern, explain in Block 18 of the ROE the period of leave they are entitled to and 
their work pattern. 

Examples 

A firefighter works for four consecutive 24-hour days (96 hours of insurable work) and then 
has 10 consecutive days off. In this situation, even though the firefighter has no work for 
more than seven consecutive days, it is considered that he continues to be employed 
during the 10 day leave period. Therefore, there is no interruption of earnings. 

A miner works for 14 consecutive 12-hour days (168 hours of insurable work) and then 
has seven consecutive days off. In this situation, even though the miner has no work for 
seven consecutive days, it is considered that he continues to be employed during the 
seven day period. Therefore, there is no interruption of earnings. 

Commission salespeople: For employees whose earnings consist mainly of 
commissions, an interruption of earnings occurs only when the employment contract is 
terminated, unless the employee stops working because of illness, injury, quarantine, 
pregnancy, the need to care for a newborn or a child placed for the purposes of adoption 
or the need to provide care or support to a family member who is critically ill. In other 
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words, if the employee stops working for any other reason, such as a leave of absence or 
a vacation, they do not experience an interruption of earnings as long as the contract 
continues. For more information on how to complete ROEs for commission salespeople, 
see Commission salespeople in Section 3. 

When do I have to issue an ROE? 

Regardless of whether the employee intends to file a claim for EI benefits, you have to 
issue an ROE: 

• each time an employee experiences an interruption of earnings; or 

• when Service Canada requests one. 

Notes 

• You should only issue ROEs according to the instructions provided by Service 
Canada. 

• In a situation where an employer has to lay off a large number of employees, 
such as when a plant is closing, Service Canada is available to provide you with 
advice on issuing ROEs. For more information, call the Employer Contact Centre 
at 1-800-367-5693 (TTY: 1-855-881-9874) 

Special situations involving when to issue ROEs 

When Service Canada requests an ROE: The most common situation in which we would 
ask you to issue an ROE occurs when an employee is working two jobs and experiences 
an interruption of earnings in one of them. If this happens and the employee submits an 
application for EI benefits, we need an ROE from the current employer, even though the 
employee is still working there. We use the information on both ROEs to calculate the 
benefit amount and the number of weeks of EI benefits the claimant should receive. 

When the pay period type changes: When your business or organization changes its 
pay period type, you must issue ROEs for all employees, even though the employees are 
not experiencing an interruption of earnings. For details, see the note under Block 6, Pay 
period type. 

When an employee stays with the employer but is transferred to another Canada 
Revenue Agency Payroll Account Number: If you have more than one Payroll Account 
Number (see Block 5, CRA business Number for details) and an employee's payroll file is 
transferred to a different Payroll Account Number within the organization, an ROE is not 
required if: 

• there has been no actual break in the employee receiving earnings during the 
transfer; and 

• you agree to issue a single ROE that covers both periods of employment if the 
need arises. 

Note 
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If the change in CRA Payroll Account Number involves a change in pay period type, you 
must issue an ROE for the employee. 

When there is a change in ownership: When a business changes ownership, the former 
employer usually has to issue ROEs to all employees. However, if the following two 
conditions apply, you do not have to issue ROEs: 

• there has been no actual break in the employee receiving earnings during the 
change-over; and 

• the former employer's payroll records are available to the new employer, and the 
new employer agrees to issue a single ROE that covers both periods of 
employment, if the need arises. 

Note 

If the change in ownership involves a change in pay period type, you must issue ROEs for 
all employees. 

When an employer declares bankruptcy: When an employer declares bankruptcy and 
a receiver takes over the operation of the business, the employer usually has to issue 
ROEs to all employees. However, if the following two conditions apply, you do not have 
to issue ROEs: 

• there has been no actual break in the employee receiving earnings during the 
change-over; and 

• the employer's payroll records are available to the receiver, and the receiver 
agrees to issue a single ROE that covers both periods of employment, if the need 
arises. 

Note 

If employees continue to work for an employer after the bankruptcy, the interruption of 
earnings does not occur until the employees actually stop working, even if they do not 
receive any earnings. 

For part-time, on-call, or casual workers: You do not have to issue an ROE every time 
a part-time, on-call, or casual worker experiences an interruption of earnings of seven 
days or more. However, you must issue one when: 

• an employee requests an ROE and an interruption of earnings has occurred; 

• an employee is no longer on the employer's active employment list; 

• Service Canada requests an ROE; or 

• an employee has not done any work or earned any insurable earnings for 30 
days. 

For wage-loss insurance (WLI) plan payments: When you offer your employees a 
wage-loss insurance (WLI) plan: 
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• if the plan payments are not insurable, issue an ROE when the interruption of 
earnings occurs; or 

• if the plan payments are insurable, issue an ROE when the interruption of 
earnings occurs, and issue a second ROE for the period of the insurable WLI 
payments, after they stop. 

During self-funded leave: In some workplaces, employees can make agreements with 
their employer to take self-funded leave. Under these agreements, employees work and 
defer a portion of their salary for a certain period of time to finance a later period of leave. 
For example, an employee may work for four years, deferring 20% of his or her salary 
during those four years to finance leave during the fifth year. During self-funded leave, an 
interruption of earnings does not occur, so you do not have to complete an ROE unless 
either party breaks the agreement. If the agreement is broken by either party during the 
self-funded leave and the employee will not be returning to work, you must then issue an 
ROE. In Block 11, Last day for which paid, enter the date of the last day the employee 
worked before leaving on self-funded leave. 

Note 

Contact the Canada Revenue Agency for instructions on how to deduct EI premiums on 
earnings during both the deferral and self-funded leave periods. 

Note 

If you use a Payroll Service Providers (PSP): While it is not a requirement to issue ROEs 
if you change PSPs, if the new PSP is not be able to issue ROEs for the period of 
employment covered by your previous PSP, the previous PSP can issue them up to the 
time that the new PSP takes over. 

What is my deadline for issuing an ROE? 

If you issue ROEs on paper 

If you issue ROEs on paper, you must issue an ROE within five calendar days of: 

• the first day of an interruption of earnings; or 

• the day the employer becomes aware of an interruption of earnings. 

Note 

If you issue paper ROEs, you must give Part 1 (the original) to your employees. 
Please let your employees know that they must submit the paper ROE to Service Canada 
if they are applying for EI benefits. They must either mail us the original copies of their 
paper ROEs or drop them off in person at a Service Canada Centre. The mailing address 
will be provided to them on the Information and Confirmation page once they submit their 
online application for EI benefits. 

If you issue ROEs electronically 

If you issue ROEs electronically and your pay period is weekly, biweekly (every two weeks), 
or semi-monthly (twice a month, usually the fifteenth and last day of the month), you have 
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up to five calendar days after the end of the pay period in which an employee's 
interruption of earnings occurs to issue an electronic ROE. 

If you have a monthly pay period or 13 pay periods per year (every four weeks), you must 
issue electronic ROEs by whichever date is earlier: 

• five calendar days after the end of the pay period in which an employee 
experiences an interruption of earnings; or 

• 15 calendar days after the first day of an interruption of earnings. 

Note 

If you issue electronic ROEs, you no longer need to provide a paper copy to your 
employees (see the section, Do I still have to give a copy of electronic ROEs to 
employees?, for details). 

The deadline for submitting an electronic ROE is based on the pay period type and the 
day on which the interruption of earnings occurred. 

Examples of deadlines for submitting an electronic ROE 

Pay period 
type Deadline Example 

Weekly 

If you have a weekly pay period 
cycle, you must submit the 
electronic ROE to Service 
Canada no later than five 
calendar days after the end of 
the pay period in which the 
interruption of earnings occurs. 

Martin stops working on March 1, 2010, 
which is the first day of the interruption of 
earnings. You have a weekly pay period 
that runs from February 27, 2010, to 
March 5, 2010. Since the pay period that 
contains the interruption of earnings will 
end on March 5, 2010, you must issue 
Martin's ROE no later than March 10, 
2010. 

Biweekly 

If you have a biweekly pay 
period cycle, you must submit 
the electronic ROE to Service 
Canada no later than five 
calendar days after the end of 
the pay period in which the 
interruption of earnings occurs. 

Ginette stops working on March 1, 2010, 
which is the first day of the interruption of 
earnings. You have a biweekly pay period 
that runs from February 27, 2010, to 
March 12, 2010. Since the pay period that 
contains the interruption of earnings will 
end on March 12, 2010, you must issue 
Ginette's ROE no later than March 17, 
2010. 

Semi-
monthly 

If you have a semi-monthly pay 
period cycle, you must submit 
the electronic ROE to Service 
Canada no later than five 
calendar days after the end of 

Safina stops working on March 1, 2010, 
which is the first day of the interruption of 
earnings. You have a semi-monthly pay 
period that runs from March 1, 2010, to 
March 15, 2010. Since the pay period that 
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Pay period 
type Deadline Example 

the pay period in which the 
interruption of earnings occurs. 

contains the interruption of earnings will 
end on March 15, 2010, you must issue 
Safina's ROE no later than March 20, 
2010. 

Monthly 

If you have a monthly pay period 
cycle, you must submit the 
electronic ROE to Service 
Canada by whichever date is 
earlier:  

• five calendar days after 
the end of the pay period 
in which the interruption 
of earnings occurs; or 

• 15 calendar days after 
the first day of the 
interruption of earnings 

Example 1  

Peter stops working on March 1, 2010, 
which is the first day of the interruption of 
earnings. 

You have a monthly pay period that runs 
from March 1, 2010, to March 31, 2010. 

For a monthly pay period, the ROE must 
be issued by whichever date is earlier: 

• five calendar days after the end of 
the pay period that contains the 
interruption of earnings (April 5, 
2010); or 

• 15 calendar days after the first 
day of the interruption of earnings 
(March 16, 2010). 

In this case, you must issue Peter's ROE 
no later than March 16, 2010, since that is 
the earlier of the two dates.  

Example 2  

Martha stops working on March 30, 2010, 
which is the first day of the interruption of 
earnings. You have a monthly pay period 
that runs from March 1, 2010, to March 31, 
2010. 

For a monthly pay period, the ROE must 
be issued by whichever date is earlier: 

• five calendar days after the end of 
the pay period that contains the 
interruption of earnings (April 5, 
2010); or 
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Pay period 
type Deadline Example 

• 15 calendar days after the first 
day of the interruption of earnings 
(April 14, 2010). 

In this case, you must issue Martha's ROE 
no later than April 5, 2010, since that is the 
earlier of the two dates. 

Thirteen 
pay-

periods 
(every four 

weeks) 

If you have a 13 pay period 
cycle (you pay employees every 
four weeks), you must submit 
the electronic ROE to Service 
Canada by whichever date is 
earlier:  

• five calendar days after 
the end of the pay period 
in which the interruption 
of earnings occurs; or 

• 15 calendar days after 
the first day of the 
interruption of earnings 

Example 1  

Roberto stops working on March 1, 2010, 
which is the first day of the interruption of 
earnings. You have a 13 pay period cycle, 
which ends every fourth Sunday. The pay 
period that contains the interruption of 
earnings runs from March 1, 2010, to 
March 28, 2010. 

For this type of pay period cycle, you must 
issue the ROE by whichever date is 
earlier: 

• five calendar days after the end of 
the pay period that contains the 
interruption of earnings (April 2, 
2010); or 

• 15 calendar days after the first 
day of the interruption of earnings 
(March 16, 2010). 

In this case, you must submit Roberto's 
ROE no later than March 16, 2010, since 
that is the earlier of the two dates.  

Example 2  

Juliette stops working on March 23, 2010, 
which is the first day of the interruption of 
earnings. You have a pay period that runs 
from March 1, 2010, to March 28, 2010. 

For this type of pay period cycle, you must 
issue the ROE by whichever date is 
earlier: 
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Pay period 
type Deadline Example 

• five calendar days after the end of 
the pay period that contains the 
interruption of earnings (April 2, 
2010); or 

• 15 calendar days after the first 
day of the interruption of earnings 
(April 7, 2010). 

In this case, you must submit Juliette's 
ROE no later than April 2, 2010, since that 
is the earlier of the two dates.  

Do I still have to give a copy of electronic ROEs to employees? 

No. If you submit ROEs electronically, you no longer need to print a paper copy for your 
employees. When you submit ROEs electronically, the data is transmitted directly to 
Service Canada's database, where it is used to process EI claims. 

Notes 

• Make sure your employees are aware that you will be submitting their ROEs to 
Service Canada electronically, so therefore they should not submit copies to 
Service Canada. 

• Employees who have registered with the My Service Canada Account online 
service can view and print copies of their electronic ROEs. To learn more about 
My Service Canada Account, employees should visit our website. 

• Although you are no longer required to print paper copies of ROEs if you submit 
them electronically, we recommend that, if they request them, you provide your 
employees with copies as a courtesy. However, be sure to remind employees 
that they should not deliver these paper copies to a Service Canada office. 

• Inform your employees that, if they plan to apply for EI benefits, they should 
submit their EI applications as soon as they experience an interruption of 
earnings—even if they have not received all their ROEs (specifically those ROEs 
issued on paper). 

If you need more information about submitting ROEs electronically, visit Record of 
Employment on the Web or call the Employer Contact Centre at 1-800-367-5693 (TTY: 1-
855-881-9874) 

How long do I have to keep payroll records related to ROEs? 

Regardless of whether you issue ROEs electronically or on paper, you have to store all 
related payroll records—in electronic or paper format—for six years after the year to which 
the information relates. 
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Do I have to store paper copies of the ROE? 

If you issue paper ROEs, you must store Part 3 of all completed paper ROEs for six 
years after the year to which the information relates. Be sure to store them in a secure 
place—once you complete the ROE, the information it contains is considered confidential. 

If you issue ROEs electronically, you do not have to store paper copies of them, but you 
must ensure you save the data for six years after the year to which the information relates. 

Where do I send Part 2 of the paper ROE? 

Send Part 2 (the blue copy) of all completed paper ROEs to Service Canada's ROE centre 
in Bathurst, New Brunswick. The address of the centre is: 

Service Canada 

P.O. Box 9000 

Bathurst, New Brunswick E2A 4T3 

The Bathurst ROE centre does not handle any other ROE- or EI-related business. For this 
reason, you should only use the above address to send Part 2 of the ROE. You must 
send all other ROE-related documents and all ROE-related correspondence to your local 
Service Canada Centre. 

Note 

If you issue ROEs electronically, you do not have to send paper copies to Service Canada. 

Where do I send other ROE-related documents or correspondence? 

If you have ROE-related documents or correspondence, send them to your local Service 
Canada Centre. The only document you should send to the ROE centre in Bathurst, New 
Brunswick, is Part 2 (the blue copy) of the paper ROE. 

Can I make changes to a paper ROE after I’ve completed it? 

Yes. You can make changes to a completed paper ROE, as long as you still have all three 
copies. If you still have all three copies of a paper ROE, make changes by: 

• striking out the incorrect information by drawing a line through it; 

• inserting the correct information; and 

• initialing the change. 

Note 

Never use white-out. 

If you have already distributed copies of the paper ROE, you cannot change it. In this case, 
you have to issue an amended ROE to make changes. See When do I have to issue an 
amended ROE? for details. 

Can I cancel an ROE? 

CBWC Church Treasurer's Manual July 2023 Page 275

http://www.servicecanada.gc.ca/tbsc-fsco/sc-hme.jsp?lang=eng
http://www.servicecanada.gc.ca/tbsc-fsco/sc-hme.jsp?lang=eng
https://www.canada.ca/en/employment-social-development/programs/ei/ei-list/reports/roe-guide/understand.html#amended
https://www.canada.ca/en/employment-social-development/programs/ei/ei-list/reports/roe-guide/understand.html#amended


No. You cannot cancel an ROE that you have already issued. If you issued an ROE in 
error, you have to issue an amended ROE. On the amended ROE, you would indicate in 
Block 18 that the original ROE was issued in error. See the next section for details. 

When do I have to issue an amended ROE? 

You must issue an amended ROE in the following situations: 

• Issue an amended ROE when you need to change, correct, or update the 
information you entered on an ROE you issued previously. 

Example 

After you issue the original ROE, your employee's departure changes from not final to 
final and the employee has not worked since you issued the original ROE. Because the 
departure is now final, you have to pay additional money to the employee on separation 
because you owe the employee for vacation pay. In this case, you would issue an 
amended ROE of the original to include this information. If there is no new information 
to report, you do not need to issue an amended ROE. 

Note 

If you have an employee on leave that has been issued an ROE, and prior to coming back 
to work they inform you that they are not returning, you are not required to amend the 
original ROE provided you are not making any additional payments to the employee 
because of the permanent separation 

• Issue an amended ROE if you submitted one to Service Canada in error. When 
you complete the amended ROE, enter "Previous ROE issued in error" in Block 
18, Comments. 

• Issue an amended ROE when Service Canada asks you to do so. 

Note 

When amending an ROE, complete all of the blocks on the amended ROE, not just the 
blocks where information has changed from the original ROE. 

How do I issue an amended ROE electronically? 

For information on how to issue an amended ROE electronically: 

• if you are using ROE Web, consult the online help instructions within the ROE 
Web application or call the Employer Contact Centre at 1-800-367-5693 (TTY: 1-
855-881-9874); or 

• if you are using ROE SAT, contact your payroll service provider. 

Note 

If you are amending a paper ROE electronically, enter "Amending a paper ROE" in 
Block 18, Comments, and include the serial number of the original paper ROE. 

How do I issue an amended ROE using a paper form? 
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Follow these instructions to issue an amended ROE using a paper form: 

• Use a blank paper ROE form. 

• In Block 2, enter the serial number of the original ROE you are correcting. 

• Be sure to complete all the blocks, even if the information is the same as what 
you entered on the original ROE. 

• Correct any information that was wrong on the original ROE. 

Note 

When amending an ROE using a paper form, it is not necessary to enter a comment in 
Block 18 indicating that it is an amended ROE. 

What should I do with void or surplus paper ROEs? 

If you have void paper ROEs (for example, you may void a form if you have made errors 
on it), you can destroy the forms. If you do so, before you destroy them, be sure to write 
down the serial numbers and keep them with your payroll records. 

If you have surplus paper ROEs, please call the Employer Contact Centre at 1-800-367-
5693 (TTY: 1-855-881-9874) for instructions on how to return them. 

How do I order paper ROE forms? 

To order paper ROE forms, call the Employer Contact Centre at 1-800-367-5693 (TTY: 
1-855-881-9874). When placing your order, please have your Canada Revenue Agency 
Payroll Account Number ready for identification purposes. 

What if I need more information? 

If you need details or advices while completing your ROEs, please call the Employer 
Contact Centre at 1-800-367-5693 (TTY: 1-855-881-9874). 
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E.2 Chapter 2: Block-by-block Instructions for Completing the 
Record of Employment 
(Canada Agency Revenue, 2023) 

In this chapter, we provide detailed instructions on how to complete the ROE. If you have 
any questions, call the Employer Contact Centre at 1-800-367-5693 (TTY: 1-855-881-
9874). 

See Annex 3 for an example of a completed paper ROE. 

In what order should I complete the blocks of the ROE? 

You can complete the administrative information (Blocks 1 through 9, and Blocks 13 and 
14) in any order you like. However, it is often easier to complete the rest of the form in the 
following order: 

Step 1: Complete the period of employment information in Blocks 10, 11, and 12. This 
information provides you with the timeframe for which you need to report the employee's 
insurable hours and earnings. 

Step 2: Enter any separation payments paid or payable to the employee in Blocks 17A, 
17B, and 17C (see more information on Block 17). 

Step 3: Calculate the insurable hours to enter in Block 15A. 

Step 4: If you need to complete Block 15C, do it next. Then, enter the total insurable 
earnings in Block 15B. Remember to include the insurable separation payments you 
entered in Block 17 in the total amount you enter for the final pay period (P.P. 1) in Block 
15C, and in the total insurable earnings you enter in Block 15B. 

Notes 

• For paper ROEs, you only need to complete Block 15C if the employee received 
no insurable earnings in one or more pay periods, or if you opt to do so in order 
to provide us with the necessary information for the variable best weeks 
calculation (for more information, see Block 15C, Insurable earnings by pay 
period). 

• For electronic ROEs, you must always complete Block 15C. 

Block 1, Serial number 

Each paper ROE is numbered with a pre-printed serial number. If you are using paper 
ROEs, the serial number already appears in this block. It is important for the employer to 
keep records of the serial numbers of all completed or destroyed ROEs for six years. 

When you use an electronic ROE, the program automatically assigns a serial number to 
each ROE form as soon as it is successfully submitted to Service Canada. There is no 
need to keep a record of these serial numbers, although it might be helpful if you need to 
amend an electronic ROE later. 

Block 2, Serial number of ROE amended or replaced 
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Complete this block if you are issuing an amended ROE to change or correct information 
you provided on an original ROE. In this block, enter the serial number of the original ROE. 

Note 

When you issue an amended ROE, make sure to complete the entire form and re-enter 
all the correct information from the original ROE, not just the changed information. 

Block 3, Employer's payroll reference number (optional) 

In this block, enter the number you are using to identify the employee in your payroll 
records. 

Block 4, Employer's name and address 

In this block, enter the employer's name and address. Use the same name and address 
that appear on the Canada Revenue Agency remittance form you use to report your 
payroll source deductions. (Note: You have to enter the employer's postal code in Block 
7.) 

Block 5, CRA Business Number (Payroll Account Number) 

Enter the Canada Revenue Agency Payroll Account Number (formerly called the Business 
Number) you use to report the employee's payroll deductions to the Canada Revenue 
Agency. The Payroll Account Number consists of nine numbers, followed by two letters, 
followed by four numbers. You must enter all 15 characters.  

Notes 

• If you have several Payroll Account Numbers, enter the Payroll Account Number 
you used to report the payroll deductions for the employee who is receiving the 
ROE. 

• If you have an employee who is working in two or more positions at the same 
time, you may have assigned different Payroll Account Numbers to those 
positions. If the employee experiences an interruption of earnings in all positions, 
you can issue one ROE combining all the payroll info. If you cannot combine all 
the information, you can issue separate ROEs for each Payroll Account Number. 

Block 6, Pay period type 

In this block, enter the pay period type for the employee. There are five standard types of 
pay period: weekly, biweekly, semi-monthly, monthly, or 13 pay periods a year. 

If your semi-monthly or monthly pay periods are non-standard (that is, they do not 
end on the fifteenth or the last day of the month), please enter "non-standard semi-
monthly" or "non-standard monthly" in this block. 

Special situations 

For employees who are paid solely on commission or on salary plus irregularly paid 
commission: Use a weekly pay period and average the earnings over the period of 
employment covered by the ROE. For more information, see How to use the weekly 
averaging formula. 
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For contract workers who are not paid on a regular basis: Use a weekly pay period 
and average the earnings over the period of employment covered by the ROE. For more 
information, see How to use the weekly averaging formula. 

For employees who work irregular pay periods: For employees who work irregular pay 
periods—for example, if your pay cycles vary in length, where one period may cover 29 
days and the next may cover 32 days—use a weekly pay period type and average the 
earnings over the period of employment covered by the ROE. For more information, see 
How to use the weekly averaging formula. 

• Example  

Note 

An ROE should only reflect one pay period type. If you change your pay period type during 
an employee's period of employment, you should issue an ROE for the period of 
employment up to the change in pay period type. If there is an interruption of earnings 
later, you should issue a second ROE for the rest of the employee's period of employment 
until the interruption of earnings. On the second ROE, in Block 10, enter the date of the 
first day after the pay period change, and in Block 11, enter the last day for which paid. 

Block 7, Employer's postal code 

In this block, enter the employer's postal code. 

Block 8, Employee's Social Insurance Number 

In this block, enter the employee's nine-digit Social Insurance Number (SIN). It is very 
important to enter the correct SIN on an ROE, since we cannot process a claim for EI 
benefits without it. 

Note 

Social Insurance Numbers that begin with a 9 are temporary numbers. Check with your 
employee to see if they have since received a permanent number. If they have, enter the 
permanent number here. 

Block 9, Employee's name and address 

In this block, enter the employee's name (first name and initials, followed by the family 
name) and the employee's address you have on file, including the postal code. 

Block 10, First day worked 

In Block 10, you usually enter the employee's first day of work for which he or she received 
insurable earnings. However, if you have previously issued an ROE for that employee, the 
date you enter in Block 10 will be the first day the employee worked after the last 
interruption of earnings (that is, since the last ROE was issued). 

• Example  

Notes 
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• The date you enter in Block 10 is not necessarily the day the employee was 
hired, unless the employee worked on that day. The first day worked must be a 
day when the employee worked and received insurable earnings 

• If you are planning to pay your employee for a statutory holiday that occurs 
before the employee's first day of work, call the Employer Contact Centre at 1-
800-367-5693 (TTY: 1-855-881-9874) for more information on how to report it 

Block 11, Last day for which paid 

In Block 11, enter the last day for which the employee received insurable earnings. This 
date usually coincides with the last day of work; however, in some cases, employees 
continue to receive insurable earnings after their last day of work. This occurs with paid 
leave, such as vacation or sick leave, earned days off, or salary continuance (see Salary 
continuance below). In these cases, enter the date of the last day of paid leave in Block 
11, making sure that date is not a statutory holiday (see Block 17B, Statutory holiday pay 
for details on how to report statutory holidays). 

• Example  

Note 

When unpaid wages are owing to an employee on separation because of the employer's 
bankruptcy, receivership, or impending receivership, you must enter the last day for which 
these wages are owed. 

• Example  

Salary continuance 

As part of a severance package, instead of receiving a lump-sum payment on separation, 
an employee may receive a salary continuance. Under a salary continuance, the 
employee continues to receive a regular pay cheque and continues to be entitled to 
employee benefits for a certain time period. There is no interruption of earnings between 
the last day worked and the beginning of the salary continuance—in fact, there is no 
interruption of earnings until the salary continuance stops. For this reason, do not issue 
an ROE until the end of the salary continuance period. In Block 11, enter the last day of 
the salary continuance period, not the last day worked. 

Note 

For questions on what constitutes a salary continuance, contact the Canada Revenue 
Agency. 

Block 12, Final pay period ending date 

In Block 12, you enter the end date of the final pay period that includes the date you 
entered in Block 11. The date in Block 11 and the date in Block 12 will usually be different 
dates, except when the employee's last day paid corresponds to the last day of the pay 
period. Please note that the date in Block 12 can never be earlier than the date in Block 
11. 
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• Example  

Note 

When using the weekly averaging formula, use the Saturday of the week that contains the 
last day for which paid as the date to enter in Block 12. 

Block 13, Occupation (optional) 

In this block, enter an accurate description of the employee's main occupation. For 
example: 

• sales clerk 

• graphic designer 

• construction labourer 

• legal assistant 

Block 14, Expected date of recall (optional) 

If the employee will be returning to work and you know the expected return date, enter it 
in Block 14. If you do not know the return date, check the "Unknown" box. If the employee 
will not be returning to work, check the "Not returning" box. 

Block 15A, Total insurable hours 

To determine if hours are insurable, see Annex 1 on types of earnings and insurable hours 
of this guide. 

To find out how to determine total insurable hours for employees who stopped working for 
reasons related to the COVID-19 pandemic, visit Records of employment during COVID-
19. 

There are 3 steps to calculating the number of hours to enter in Block 15A: 

1. determine the number of consecutive pay periods to use 

2. determine which hours are insurable, and 

3. calculate the employee's total insurable hours 

Step 1 - Determine the number of consecutive pay periods to use 

In Block 6, you identified your pay period type. Now, you must determine the number of 
consecutive pay periods that occurred during the period of employment—the amount of 
time between the date in Block 10 and the date in Block 11. Specifically, starting with the 
most recent pay period, you have to add up how many full, partial, and nil pay periods 
(any pay periods during which the employee did not work and did not receive any insurable 
earnings) occurred during the period of employment, up to a predetermined maximum 
number (see the chart below). 

Calculating total insurable hours - Maximum number of pay periods to use 
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Pay period type  
The maximum number* of most recent consecutive pay 
periods used to calculate the employee's total insurable 

hours  

*The number of pay periods you use to determine the number of hours to enter in Block 
15A is different from the number of pay periods you use for Block 15B. 

Weekly  53 

Biweekly  27 

Semimonthly (including 
non-standard) 25 

Monthly (including non-
standard) 13 

13 pay periods a year  14 

• Example of the determination of the number of pay periods that apply when the 
pay period is semi-monthly  

• Example of the determination of the number of pay periods that apply when the 
pay period is weekly  

Step 2 - Determine which hours are insurable 

The total number of hours employees work each week for which they receive insurable 
earnings are considered insurable hours. The different types of insurable earnings are 
described in Annex 1, and include vacation pay, overtime pay, and statutory holiday pay. 

If the employee received statutory holiday pay, include the statutory holiday hours in the 
total insurable hours, unless the statutory holiday occurred after the date in Block 11 
(see Block 17B, Statutory holiday pay for details). If this is the case, you may or may not 
have to include the statutory holiday hours in the total insurable hours—it all depends on 
whether the employee's departure is final or not final. 

If the employee's departure is final 

We consider an employee's departure as final when the employer–employee relationship 
is not expected to continue in the future. For example, the departure is final when an 
employee is dismissed, when a job disappears because of restructuring, when a business 
closes, or when an employee voluntarily leaves. When the departure is final, do not include 
the hours for a paid statutory holiday that occurs after the date in Block 11 in the 
employee's total insurable hours (Block 15A). 

• Example  

If the employee's departure is not final 

We consider an employee's departure as not final when the employer–employee 
relationship is expected to continue in the future. For example, the departure is not final if 
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the employee will be returning to work after a period of leave, or if you intend to rehire the 
employee after a temporary layoff (even if you do not know the return date). 

When the departure is not final, if you pay for a statutory holiday, the hours are insurable. 
For this reason, include these hours in the employee's total insurable hours in Block 15A. 

• Example  

Step 3 - Calculate the employee's total insurable hours 

Once you have determined the number of insurable hours the employee worked for each 
pay period (including statutory holiday hours), add all the insurable hours together. This 
number is the employee's total insurable hours. Enter it in Block 15A. 

Block 15B, Total insurable earnings 

Helpful hint for completing Block 15B 

Before you complete Block 15B, you may want to take the time to complete Block 15C, 
even though it may not be required, and Block 17. 

By doing so, it may be easier for you to calculate the correct amount to enter in Block 15B. 
It may also reduce the number of calls you receive from Service Canada requesting more 
information. See instructions on how to complete Block 15C. 

There are three steps to calculating the total insurable earnings to enter in Block 15B: 

1. determine the number of consecutive pay periods to use 

2. determine which earnings are insurable, and 

3. calculate the employee's total insurable earnings 

Notes 

• When an employee is paid in foreign currency, it is the employer's responsibility 
to convert the foreign currency to Canadian dollars for the purpose of completing 
the ROE 

• When an employee's earnings consist of commissions only or salary and 
irregularly paid commissions (for example, real estate agents or commission 
salespeople) or when an employee has irregular pay periods (for example, some 
contract workers) you must calculate a weekly average amount for the 
employee's earnings over the period of employment reported on the ROE. For 
details, see How to use the weekly averaging formula 

• When unpaid wages (not including amounts for overtime or termination pay) are 
owing to an employee on separation because of the employer's bankruptcy, 
receivership, or impending receivership, you must still include the hours and 
earnings on the ROE 

• The amounts you include in Blocks 15B and 15C should reflect the actual 
amounts the employee earned. If you paid any amounts in error, do not include 
them on the ROE. If you later determine that you will not be able to recover the 
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money you paid in error to the employee, the money will become a taxable 
benefit. You must then include the amount on the ROE in the pay period during 
which you determine that you will not be able to recover it 

Step 1 - Determine the number of consecutive pay periods to use 

In Block 6, you identified your pay period type. Now, you must determine the number of 
consecutive pay periods that occurred during the period of employment—the amount of 
time between the date in Block 10 and the date in Block 11. 

Specifically, starting with the most recent pay period, you have to add up how many full, 
partial, and nil pay periods occurred during the period of employment, up to a 
predetermined maximum number (see table below). 

Calculating total insurable earnings – Maximum number of pay periods to use 

Pay period type  
The maximum number* of most recent consecutive pay 

periods you use to calculate the employee's total 
insurable earnings  

*The number of pay periods you use to determine the amount to enter in Block 15B is 
different from the number of pay periods you use for Block 15A. 

Weekly  27 

Biweekly  14 

Semimonthly 
(including non-

standard) 
13 

Monthly (including 
non-standard) 7 

13 pay periods a year  7 

• Example of the determination of the number of pay periods that apply when the 
pay period is biweekly  

• Example of the determination of the number of pay periods that apply when the 
pay period is monthly  

Step 2 - Determine which earnings are insurable 

Once you have determined the number of pay periods you need to use, you must then 
determine the employee's insurable earnings for each pay period, including statutory 
holiday pay. To determine which earnings are insurable, see Annex 1 on types of earnings 
and insurable hours. In all cases, statutory holiday pay is included in insurable 
earnings—you only need to figure out in which pay period you should include it. 
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If the statutory holiday occurred during the period of employment (that is, before the 
date you enter in Block 11), you should report the statutory holiday pay in the pay period 
during which the statutory holiday occurred. 

If the statutory holiday occurred after the period of employment (that is, after the date 
you enter in Block 11), you should include the earnings for the statutory holiday in the final 
pay period. 

• Example  

Step 3 - Calculate the employee's total insurable earnings 

Once you have determined the insurable earnings the employee received for each pay 
period, add all the insurable earnings together. This amount is the employee's total 
insurable earnings. Enter it in Block 15B. 

Note 

You must report all insurable earnings the employee received—not just the EI maximum 
insurable earnings amount. 

Block 15C, Insurable earnings by pay period 

To find out how to determine insurable earnings by pay period for employees who stopped 
working for reasons related to the COVID-19 pandemic, visit Records of employment 
during COVID-19. 

There is a difference between the paper ROE and the electronic ROE in terms of the 
number of pay periods of information that we ask you to provide in Block 15C. 

Completing Block 15C on the paper ROE (27 fields) 

If you use a paper ROE , you only have to complete Block 15C if the employee did not 
earn any insurable earnings in one or more pay periods. In Block 15C on the paper ROE, 
there are 27 fields in which to report insurable earnings, which allows for a maximum of 
27 weekly pay periods. 

Note 

On April 7, 2013, a new way of calculating a claimant's Employment insurance benefit rate 
came into effect. This new way of calculating the benefit rate takes into account the 
employee's best weeks in the last year. Because of this, you are encouraged to complete 
Block 15C (according to the instructions for the electronic 53 field ROE) even if there are 
not any pay periods where the employee did not earn any insurable earnings. 

In Block 15C, you must provide the payroll data for the required number of pay periods as 
indicated in the chart below, or fewer if the period of employment is shorter. Enter the 
insurable earnings the employee received for each full, partial, or nil pay period. To do so, 
complete Block 15C, making sure to enter the insurable earnings for the final pay period 
in the first pay-period field (the one marked "1" in the "P.P." column), the second-last pay 
period in the second pay-period field (P.P. 2), and so on. 

For any nil pay periods with no insurable earnings, enter "0.00." 
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Include both dollars and cents. Do not round off the totals. Do not use the dollar sign. 

In P.P. 1, remember to include any insurable amounts you reported in Block 17 Separation 
payments. 

To determine the number of consecutive pay periods to enter in this block, see the chart 
below. 

Calculating total insurable earnings - Paper ROE (27 fields) 

Pay period type  
Maximum number* of most recent consecutive pay 
periods you use to calculate the employee's total 

insurable earnings  

*The number of pay periods you use to determine the amount to enter in Block 15C on 
a paper ROE is different from the number of pay periods you use for Block 15A. 

Weekly  27 

Biweekly  14 

Semimonthly (including 
non-standard) 13 

Monthly (including non-
standard) 7 

13 pay periods a year  7 

• Example  

Completing Block 15C on the electronic ROE (53 fields) 

If you use electronic ROEs, you must complete Block 15C and provide the equivalent of 
53 weeks of payroll data (or less, if the period of employment is shorter than 53 weeks). 
Make sure to enter the insurable earnings for the final pay period in the first pay period 
field (the one marked "1" in the "P.P." column), the second-last pay period in the second 
pay-period field (P.P. 2), and so on. For any nil pay periods with no insurable earnings, 
enter "0.00." 

To determine the number of consecutive pay periods to enter in this block, see the chart 
below. 

Calculating total insurable earnings - Electronic ROE (53 fields) 

Pay period type  
Maximum number of most recent consecutive pay 
periods you use to calculate the employee's total 

insurable earnings  

Weekly  53 

Biweekly  27 
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Pay period type  
Maximum number of most recent consecutive pay 
periods you use to calculate the employee's total 

insurable earnings  

Semimonthly (including 
non-standard) 25 

Monthly (including non-
standard) 13 

13 pay periods a year  14 

Variable Best Weeks 

Variable Best Weeks is the new national approach to calculating EI weekly benefit rates. 
It will align the calculation of benefits with the local labour market conditions in each region. 
Specifically, EI benefit rates will be calculated using the best (highest) weeks of earnings 
during the qualifying period, which will range from 14 to 22, depending on the 
unemployment rate in the client's region. 

Under the Variable Best Weeks approach, employers are encouraged to provide the 
equivalent of 53 weeks of pay period information in Block 15C of the ROE form. Currently, 
the paper ROE only has enough space to enter information for 27 weekly pay periods. 

For this reason, if you have a weekly pay period and you are using paper ROEs, you can 
provide the data for pay periods 28 to 53 by attaching a separate sheet to each copy of 
the ROE. If you prefer, you can use the weekly pay-period worksheet to provide the 
additional pay period information. 

Note 

If you use the 53-field electronic ROE, or provide the equivalent information in block 15C 
of the paper ROE, you will usually receive fewer phone calls and requests for payroll 
information from Service Canada. 

Block 16, Reason for issuing this ROE  

We have assigned codes to the most common reasons for issuing an ROE. In Block 16, 
enter the code that best corresponds to the reason you are issuing the ROE. For details 
about what each code means and when you should use it, review the table below. 

To find out how to determine the correct code for employees who stopped working for 
reasons related to the COVID-19 pandemic, visit Records of employment during COVID-
19. 

Notes 

• Even if an employee is casual or part-time, we still need to know why the 
employee is no longer working. For this reason, regardless of whether an 
employee is full-time, part-time, or casual, you must enter a code in Block 16. 
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• If you are issuing an ROE for two or more reasons, enter the code that applies 
first in Block 16. 

• It is a serious offence to misrepresent the reason for issuing an ROE. If you enter 
a false or misleading reason for issuing an ROE, you may be subject to fines or 
prosecution. 

• Over the last few years, we have automated the way we process ROEs. In this 
technological environment, when you include a comment in Block 18, the ROE is 
removed from the automated processing system and a Service Canada agent 
has to review it manually. This review slows the process down, and sometimes 
requires the agent to call you for clarification. For this reason, you should now 
only enter comments in Block 18 in exceptional circumstances. Do not include 
comments that only confirm information you have already entered on the 
form.  

Code A - Shortage of work (layoff) 

Code A is the most commonly used code. Use this code when the employee is laid off, 
since a "shortage of work" occurs when an employer has to lay off staff. For example, if 
you are issuing an ROE because a contract is ending, a season is over, or you are 
temporarily shutting down operations, use Code A. 

For example (this list is not exhaustive): 

• end of contract or season 

• end of casual/part-time work 

• end of school year 

• temporary shutdown of operations 

• permanent shutdown of operations 

• position eliminated/redundant 

• company restructuring 

• employer bankruptcy or receivership 

Code B - Strike or lockout 

Use Code B when an employee is on strike or has been locked out of the workplace. 

Code C - Return to school 

Service Canada is phasing out the use of this code. Instead of Code C, please use one of 
the following codes: 

• If the employee is leaving to return to school, use Code E, Quit. Be sure to enter 
"Return to school" in Block 18 if you are using a paper ROE. If you are using 
ROE Web online, choose the "Return to school" option from the drop-down 
menu. 
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• If the employee is leaving to participate in a government-approved 
apprenticeship training program, use Code J, Apprentice training. 

Note 

If you hire a student on either a summer term, co-op term or on any other basis where the 
term is fixed, if they fulfill their term code A, Shortage of work can be used. 

Code D - Illness or injury 

Use Code D when the employee is leaving work temporarily because he or she is ill or 
injured. 

Code E - Quit 

Use Code E when the employee initiates the separation from employment. For example, 
an employee may quit to take another job, to accompany a spouse who must move for his 
or her work to another location, to return to school, or to voluntarily retire, or the employee 
may decide to quit the position permanently because of health reasons. 

If you are using a paper ROE, include a comment in Block 18, Comments. For example, 
you could enter "Take another job," "Follow spouse," "Return to school," "Voluntary 
retirement," or "Health reasons." If you are using ROE Web online, choose the appropriate 
option from the drop-down menu. 

Note 

If the employee is leaving the workplace because of mandatory retirement, see Code G - 
Retirement. 

For example (this list is not exhaustive): 

• to take another job 

• to relocate with spouse 

• to return to school 

• to voluntarily retire 

• for health reasons 

Code F - Maternity 

Use Code F only when a birth mother is leaving the workplace to take maternity leave. It 
does not apply to adoptive parents or birth fathers. 

Notes 

• If the birth mother is experiencing an interruption of earnings first because of 
illness and then because of maternity leave, use Code D, Illness or injury, since 
you should use the code that applies first. In this case, there is no need to amend 
the ROE once the employee begins her maternity leave. 

• If the employee is a birth father or adoptive parent, see Code P, Parental. 

Code G - Retirement 
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(mandatory/approved under the Work Force Reduction program) 

Use Code G when the employee is leaving the workplace because of mandatory 
retirement or through a Work Force Reduction approved by Service Canada. If you are 
using a paper ROE and the employee is retiring under an approved Work Force Reduction, 
enter "Approved work-force reduction" in Block 18. If you are using ROE Web online, 
choose the "Approved work-force reduction" option from the drop-down menu. See the 
Work Force Reduction program for details. 

Note 

If the employee is voluntarily retiring, see Code E, Quit. 

Code H - Work-Sharing 

Use Code H when the employee is participating in the Service Canada Work-Sharing 
Program. 

Code J - Apprentice training 

Use Code J if the employee is leaving the workplace temporarily to participate in a 
government-approved apprenticeship training program. 

Code M – Dismissal or Suspension 

Use Code M when the employer initiates the separation from employment for any reason 
other than layoff or mandatory retirement (that is, the employee is leaving the 
workplace because he or she has been dismissed by the employer). Also use this code 
when the employee is suspended from their employment. 

This code is also used when the employment is terminated within a probationary period 
because the employee was not well suited for the position (that is, the employee was not 
able to satisfactorily perform the duties of the position). If you are using a paper ROE and 
the employment was terminated within the probationary period, enter "Terminated within 
probationary period" in Block 18, Comments. If you are using ROE Web online, choose 
the "Terminated within probationary period" option from the drop-down menu. 

Code N - Leave of absence 

Use Code N when the employee is leaving the workplace temporarily to take a leave of 
absence. For example, if the employee is taking any period of unpaid leave, use Code N. 

Note 

A leave of absence does not include illness or injury, maternity leave, parental leave, 
compassionate care leave, or leave for a caregiver providing care to a critically ill or injured 
person —instead, use Code D - Illness or injury, Code F – Maternity, Code P – Parental, 
or Code Z - Compassionate care/Family Caregiver respectively. 

Code P - Parental 

Use Code P if the employee is leaving the workplace temporarily to take parental or 
adoption leave. 
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Note 

If the employee is a birth mother, see Code F, Maternity. 

Code Z - Compassionate care/Family Caregiver 

Use Code Z if the employee is leaving the workplace temporarily to claim compassionate 
care benefits, or Family Caregiver Benefits. 

Code K - Other 

The vast majority of reasons for issuing an ROE are covered by the above codes. Use 
Code K only in exceptional circumstances (see examples below). If none of the above 
reasons apply to the situation, use Code K, and provide an explanation in Block 18, 
Comments. 

For example (this list is not exhaustive): 

• change in payroll/ownership or company name 

• change in pay period type 

• death of an employee 

• Service Canada has requested the ROE  

Contact name and telephone number 

Also in Block 16, you must enter the full name and telephone number of the person in your 
organization who is readily available to provide more information or clarification about the 
reason for issuing the ROE, if Service Canada needs it. 

Block 17, Separation payments 

In Block 17 (A, B, and C), report all payments or benefits other than regular pay that the 
employer has paid or will pay to the employee because of the separation. The term 
separation refers to the period during which an employee experiences an interruption of 
earnings. The separation can be either final or not final. 

It does not matter when the employer makes these separation payments to the employee. 
For example, the employee can receive these payments or benefits: 

• in the final pay period; 

• any time after the employee is notified of the interruption of earnings; or 

• at a later date during the interruption of earnings (regardless of whether the 
interruption of earnings is final or not final). 

Include all separation payments in Block 17, regardless of whether these payments or 
benefits are considered as insurable earnings. You must also include any insurable 
amounts in Blocks 15B and 15C, if necessary. (For details on what payments or benefits 
are considered insurable, see Annex 1 on types of earnings and insurable hours.) 

Note 
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Do not include in Block 17 any separation payments that have not been paid because of 
bankruptcy. 

Block 17A, Vacation pay 

In this block, enter any vacation pay the employer has paid or will pay to the employee 
because of the separation. The following chart explains the different ways you can pay 
vacation pay, and whether or not you need to report it in Block 17A. 

Types of Vacation pay and fields required 

Type of vacation pay  Description  Fields required  

Included with each pay 

Usually paid as a 
percentage of the 
employee's earnings for a 
pay period. 

Do not report the amount in 
Block 17A. Do not include any 
comments in Block 18, such as 
"Included with each pay" or "Paid 
with every pay." 

Paid because no longer 
working 

Any vacation pay that is 
payable to the employee 
because of layoff or 
termination of employment. 

Include the amount in Block 17A. 
Do not include any comments 
in Block 18, such as "17A $$ is 
included in 15C P.P. 1." 

Paid for a vacation 
leave period after the 

last day for which paid 
(Example: a paid 

vacation period during 
a plant shutdown that 

will occur while the 
employee is on leave) 

Any vacation pay paid by 
the employer for a specific 
period of leave after the 
date in Block 11, when the 
employee plans to take 
vacation leave during the 
interruption of earnings and 
the employer granted the 
leave. 

In Block 17A, include the 
amount. If you are using a paper 
ROE, include the dates of the 
vacation leave in Block 18. If you 
are using ROE Web online, 
include the dates in the 
appropriate field. 

 

Note: If you will be paying an 
employee for a vacation leave 
period immediately after the last 
day of work, it should not be 
reported here. In this case, the 
last day for which paid would be 
the last day of the period of 
leave, and the period of leave 
would not be reported in Block 
17A. 

Anniversary vacation 
pay payment made for a 
date that falls after the 

interruption of earnings 

Any vacation pay paid on a 
specific date (or dates) 
each year. 

In Block 17A, include the 
amount. If you are using a paper 
ROE, include the date of the 
anniversary in Block 18. If you 
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Type of vacation pay  Description  Fields required  
are using ROE Web online, 
include the date in the 
appropriate field. 

If there are hours attached to the vacation pay, report them in Block 15A. If you are not 
sure if there should be hours attached or you do not know the number of hours to report, 
contact the Canada Revenue Agency for a ruling on your individual situation. 

Vacation taken before it is earned 

Employers sometimes advance vacation leave to their employees before they earn it. In 
a situation where employees have taken vacation leave and are later laid off before they 
earned all the leave, do not show any amount in Block 17A. In this case, employees would 
actually have an overpayment with the employer. Like all overpayments, you should not 
report these hours and earnings on the ROE. To ensure amounts on the ROE are correct, 
you should amend the amount the employee was paid for the pay period in which the 
employee took the leave to reflect the amount the employee should have been paid. Do 
not include any comments in Block 18. 

Note 

If you later determine that you will not be able to recover the money you paid in error to 
the employee, the money will become a taxable benefit. You must include the amount on 
the ROE in the pay period during which you determine that you will not be able to recover 
it. Do not include any insurable hours for this amount in Block 15A. 

Block 17B, Statutory holiday pay 

The term statutory holiday covers the following days: 

• the actual day of the statutory holiday; 

• any other day off with pay that replaces a statutory holiday (for example, if 
Christmas Day falls on a Sunday, an employer may give the following Monday as 
a day off with pay to replace the statutory holiday); or 

• any designated floater days—additional days off with pay that are taken at a 
time agreed to by both the employee and the employer. 

In Block 17B, you will report the amount you paid or will pay for each statutory holiday that 
falls after the date in Block 11, as well as the date of each statutory holiday. Do not include 
any statutory holidays that occurred before this date. Remember to include any amounts 
you report in Block 17B in the totals you enter in Block 15B and in the "P.P. 1" field of 
Block 15C, if necessary. 

Note 

If you are using a paper ROE and you have more than three statutory holidays to report 
in Block 17B, enter the additional information in Block 18. If you are using an electronic 
ROE, there are 10 fields available. 
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• Example  

Block 17C, Other monies 

In this block, enter any other payments or benefits other than vacation pay (Block 17A) or 
statutory holiday pay (Block 17B) that the employer has paid or will pay to the employee 
because of the separation, whether or not the amount is considered as insurable earnings. 
The following chart provides examples of the types of amounts you should enter in Block 
17C. 

Note 

For paper ROEs, if you need more room, you can use Block 18. 

Types of separation monies and how to document on an ROE  

Type of payment or benefit  Description  Information to enter in 
Block 17C  

Bonus – closure/loyalty  

A closure or loyalty bonus is 
usually announced as part of a 
closure agreement. Typically, 
a condition of payment is that 
the employee is on staff when 
the closure is announced and 
continues to work until all 
production or clean-up is 
finished. 

Enter "Bonus – 
closure/loyalty" and the 
amount. 

Bonus – event  

An event bonus is paid on the 
occasion of certain events, 
such as service anniversaries, 
fiscal or calendar year-ends, 
or the signing of collective 
agreements. 

Enter "Bonus – event" and 
the amount. If you are 
using a paper ROE, enter 
the date of the event in 
Block 18. If you are using 
ROE Web online, enter the 
date of the event in the 
appropriate field. 

Bonus – holiday  

Holiday bonuses are paid to 
workers to recognize certain 
holidays (for example, 
Christmas). 

Enter "Bonus – holiday" 
and the amount. If you are 
using a paper ROE, enter 
the date of the holiday in 
Block 18. If you are using 
ROE Web online, enter the 
date of the holiday in the 
appropriate field. 

Bonus – 
production/incentive  

A production or incentive 
bonus is paid when workers 

Enter "Bonus – 
production/incentive" and 
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Type of payment or benefit  Description  Information to enter in 
Block 17C  

meet or exceed specified 
levels of production, sales, or 
service. 

the amount. If you are 
using a paper ROE, enter 
the dates of the 
employment period to 
which the bonus applies in 
Block 18. If you are using 
ROE Web online, enter the 
dates of the employment 
period in the appropriate 
field. 

Bonus – 
staying/retention/contract 
complete/end of season  

A staying/retention/contract 
complete/end-of-season 
bonus is paid to workers who 
agree to and actually do work 
for the full term of a contract or 
who complete a certain 
amount of work, usually within 
a specified period of time. 

Enter "Bonus – staying/ 
retention/contract 
complete/end of season" 
and the amount. 

Bonus – 
separation/retirement  

A separation or retirement 
bonus is usually paid to 
employees when their 
employment ends to recognize 
long years of service. 

Enter "Bonus – separation/ 
retirement" and the 
amount. 

Bonus – other  

A "Bonus – other" includes 
any money paid to employees 
in addition to what is expected 
or due, or given in addition to 
their usual compensation (as 
long as the money is not 
covered by one of the bonus 
types described above). 

Enter "Bonus – other" and 
the amount. Describe the 
bonus in Block 18. 

Gratuities (also called tips) 
controlled by the employer  

Gratuities (also called tips) are 
payments controlled by the 
employer that are made to 
certain service-sector workers 
in addition to their regular 
salary. Gratuities are usually 
paid as part of the employee's 
regular salary. Only enter 

Enter "Gratuities" and the 
amount. 
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Type of payment or benefit  Description  Information to enter in 
Block 17C  

them in Block 17C if they are 
being paid on separation. 

Honorarium payments  

Honorarium payments are 
usually given for services for 
which fees are not legally or 
traditionally required. 

Enter "Honorarium," the 
amount, and the to-and-
from dates when the 
services were rendered. If 
you are using a paper 
ROE, include the dates of 
the period to which the 
honorarium applies in 
Block 18. If you are using 
ROE Web online, include 
the dates in the 
appropriate field. 

Pay in lieu of notice  

Salary or wages in lieu of 
notice are paid when the 
employer has been unable to 
provide sufficient notification 
of a layoff or separation. 

Enter "Pay in lieu of notice" 
and the amount. 

Profit sharing  
Profit sharing is a share of 
profit paid to the employee on 
termination. 

Enter "Profit sharing" and 
the amount. 

Retirement leave 
credits/retiring allowance  

Retirement leave 
credits/retiring allowances are 
forms of severance pay (often 
paid in lieu of severance pay, in 
addition to severance pay, or to 
enhance severance pay). To 
qualify as a retiring allowance, 
the payment must recognize 
either long service or the fact 
that a position is being 
abolished. "Retirement" does 
not necessarily mean the 
employee is retiring from the 
work force—only from a 
specific position. 

Enter "Retirement leave 
credits/retiring allowance" 
and the amount. 
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Type of payment or benefit  Description  Information to enter in 
Block 17C  

Retirement leave 
credits/retiring allowances can 
include non-insurable 
accumulated sick leave credits. 
Accumulated sick leave credits 
are not considered insurable 
when they are paid out as part 
of a retirement leave 
credit/retiring allowance (if the 
employee has insurable sick 
leave credits, see "Sick leave 
credits" below). 

For more information on 
retiring allowances and 
whether the payments are 
insurable, contact the Canada 
Revenue Agency (see the 
contact information in Annex 1 
on types of earnings and 
insurable hours). 

Settlement pay  

Settlement pay is made to 
settle an outstanding issue, 
such as wrongful dismissal. 
Payment of damages includes 
any monies that are awarded 
by a court or a tribunal, or 
agreed upon in an out-of-court 
settlement. 

Enter "Settlement pay," 
the amount, and the to-
and-from dates (see note 
below). If you are using a 
paper ROE, enter the 
dates in Block 18. If you 
are using ROE Web 
online, enter the dates in 
the appropriate field. 

Note: If the settlement 
applies to specific weeks, 
enter those dates in the 
required fields. If the 
settlement does not apply 
to a specific time period, 
enter the dates of the final 
pay period. 

Severance pay  Severance pay is a form of 
recognition for years of service 

Enter "Severance pay" 
and the amount. 
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Type of payment or benefit  Description  Information to enter in 
Block 17C  

paid to compensate for the 
loss of employment. 

Sick leave credits 
(insurable)  

Insurable accumulated sick 
leave credits are a form of 
compensation for all or a 
portion of an employee's 
unused sick leave. 

Enter "Sick leave credits" 
and the amount. If you are 
using a paper ROE and if 
the sick leave credits are 
paid on an anniversary 
date, enter the date in 
Block 18. If you are using 
ROE Web online, enter the 
date in the appropriate 
field. 

Supplements to maternity 
leave, parental leave, 

compassionate care leave 
and Family Caregiver leave 

These are payments made to 
an employee by the employer 
to supplement their EI benefits 
during periods of maternity 
leave, parental leave, 
compassionate care leave and 
Family Caregiver leave. They 
are often called "top-ups." 

Note: The payment, when 
added to the employee's 
weekly EI benefits, cannot 
exceed the employee's regular 
weekly earnings and cannot be 
used to reduce other 
accumulated employment 
benefits, such as banked sick 
leave, vacation leave credits, 
or severance pay. 

For more information, see 
Supplement to Employment 
Insurance (EI) maternity, 
parental, compassionate care 
and Family Caregiver Benefits. 

Even though this type of 
supplement is not a formal 
Supplemental 
Unemployment Benefit 
(SUB) plan, if you are 
using ROE Web online, 
select "SUB plan benefits" 
in Block 17C. If you are 
using a paper ROE, enter 
"Supplement to maternity, 
parental, compassionate 
care or Family Caregiver 
leave" in Block 17C. 
Neither the amount nor the 
date is required. 

Supplemental 
Unemployment Benefit 

(SUB) plan 

SUB plan benefits are 
payments made to an 
employee by the employer to 

Enter "SUB plan benefits," 
since we need to know that 
the employee is receiving 
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Type of payment or benefit  Description  Information to enter in 
Block 17C  

 

(includes benefits for 
temporary stoppage of 
work, training, illness, 
injury, and quarantine)  

supplement their EI benefits 
during periods of 
unemployment because of a 
temporary stoppage of work 
(temporary layoff), training, 
illness, injury, or quarantine. 

these benefits. However, 
the amount and the date 
are not mandatory, since 
you may not know this 
information. 

Other  

Use "Other" when the 
insurable money the 
employee received does not fit 
under any other type of 
payment or benefit. 

Enter "Other" and the 
amount. Be sure to include 
a comment in Block 18 to 
describe the type of money 
the employee received. 

Notes 

• Any money that is insurable and does not fit into one of the categories listed in 
the preceding chart should be included in "Other." Any money that is not 
insurable and does not fit into one of the categories listed in the preceding chart 
can be included in either "severance pay" or "retirement leave credits," and not in 
"Other." Be sure to include a comment in Block 18 describing the type of 
payment made. 

• When you enter insurable earnings in Blocks 17A, 17B, and 17C, you must also 
add these amounts to the total insurable earnings reported in Blocks 15B and 
15C (P.P. 1 field). For example, you will add any amount of vacation pay paid on 
separation to the totals in Blocks 15B and 15C, since vacation pay is considered 
to be insurable earnings. However, when the employer pays retirement leave 
credits/retiring allowances, although you will include the amount of the credits in 
Block 17C, you will not add that amount to the totals in Blocks 15B and 15C, 
since retirement leave credits/retiring allowances are not considered to be 
insurable earnings. 

Block 18, Comments 

In Block 18, enter any specific details about exceptional circumstances you would like to 
communicate to Service Canada to help clarify the information on the ROE. This may 
prevent subsequent phone calls from Service Canada agents. 

It is not necessary to reiterate information you have already provided on the form in Block 
18. For example, if you enter Code A in Block 16, there is no need to enter a comment in 
Block 18, such as "temporary shutdown of operations" or "employee layoff." 

Note 

Over the last few years, we have automated the way we process ROEs. In this 
technological environment, when you include a comment in Block 18, the ROE is removed 
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from the automated processing system and a Service Canada agent has to review it 
manually. This review slows the process down, and sometimes requires the agent to call 
you for clarification. For this reason, you should now only enter comments in Block 18 in 
exceptional circumstances. Do not include comments that only confirm information you 
have already entered on the form. See the tables at Block 16, Reason for issuing this 
ROE , Block 17A, Vacation pay, and Block 17C, Other monies for details on the types of 
comments to enter in Block 18. 

Block 19, Paid sick/maternity/parental/compassionate care/Family Caregiver leave 
or group wage loss indemnity payment 

You only need to complete Block 19 if the employee received any insurable sick leave, 
maternity leave, parental leave, compassionate care leave, Family Caregiver leave or 
group wage-loss insurance payments from the employer, or if the employee is receiving 
any group wage-loss indemnity plan payments from a third party. 

Notes 

• When employees receive insurable sick leave, maternity leave, parental leave, 
compassionate care leave or Family Caregiver leave payments from the 
employers, do not complete an ROE until after the payments are exhausted. The 
last day to which these payments apply is considered to be the last day for which 
paid. Enter this date in Block 11. 

• When an employee receives wage-loss payments from either the employer or a 
third party, complete the ROE after the employee's last day of work before the 
wage-loss payments start. If the wage-loss payments are insurable, you will need 
to complete a second ROE for the period during which the employee received 
the wage-loss payments. 

Types of paid sick, maternity, parental, compassionate care and Family Caregiver 
leave and how to document on an ROE 

Type of payment  Definition  Information to enter in Block 19  

Insurable sick leave 
paid by the employer 

(paid sick leave)  

Insurable sick leave 
payments from the 
employer. EI premiums 
have been deducted. 

In the "Payment start date" box, enter 
the first day the employer paid the sick 
leave.  

In the "Amount" box, enter the amount 
the employee was receiving, either per 
day or per week. Be sure to check off 
either the "per day" or "per week" box. 
If the amount varies each week, enter 
an average or estimated amount and 
explain in Block 18 that the amount is 
either an average or an estimate. 

Notes  
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Type of payment  Definition  Information to enter in Block 19  

• The date you enter in Block 11 
must be the last day the 
employee receives the sick 
leave payments. 

• Because these payments are 
insurable, you must include 
both the insurable hours and 
the insurable earnings in 
Blocks 15A, 15B, and 15C. 

Insurable maternity, 
parental, 

compassionate care 
or Family Caregiver 

leave paid by the 
employer (not an 

employer-paid top-
up) 

Maternity, parental, 
compassionate care or 
Family Caregiver leave 
payments the employer 
pays, usually at 100% of 
regular earnings, after the 
employee stops working. 
EI premiums have been 
deducted. 

These payments are 
considered to be 
insurable earnings. 

Note: This type of 
payment does not include 
supplements or top-ups 
to their EI benefits. You 
have to report top-up 
payments in Block 17C. 

In the "Payment start date" box, enter 
the first day the employer paid the 
maternity, parental, compassionate 
care or Family Caregiver leave 
payments. 

In the "Amount" box, enter the amount 
the employee was receiving, either per 
day or per week. Be sure to check off 
either the "per day" or "per week" box. 
If the amount varies each week, enter 
an average or estimated amount and 
explain in Block 18 that the amount is 
either an average or an estimate. 

Notes 

• The date you enter in Block 11 
must be the last day the 
employee receives the 
maternity, parental, 
compassionate care or Family 
Caregiver leave payments. 

• Because these payments are 
insurable, you must include 
both the insurable hours and 
the insurable earnings in 
Blocks 15A, 15B, and 15C. 

Insurable wage-loss 
insurance (WLI) plan 

payments  

Insurable WLI plan 
payments the employer 
pays after the employee 
stops working. EI 

In the "Payment start date" box, enter 
the first day the employer paid the WLI 
plan payments.  
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Type of payment  Definition  Information to enter in Block 19  
premiums have been 
deducted. 

In the "Amount" box, enter the amount 
the employee was receiving, either per 
day or per week. Be sure to check off 
either the "per day" or "per week" box. 
If the amount varies each week, enter 
an average or estimated amount and 
explain in Block 18 that the amount is 
either an average or an estimate. 

Notes  

• The date you enter in Block 11 
must be the last day the 
employee received the WLI 
payments. 

• Because these payments are 
insurable, you must include 
both the insurable hours and 
the insurable earnings in 
Blocks 15A, 15B, and 15C. 

Non-insurable wage-
loss insurance (WLI) 

payments  

Non-insurable WLI plan 
payments paid by a third 
party to the employee 
after the employee stops 
working. EI premiums are 
not deducted, and the 
payments are not 
considered as insurable 
earnings. 

Often, the details of these 
plans are not known to 
the employer. 

In the "Payment start date" box, enter 
the first day the third party paid the 
WLI payments. 

In the "Amount" box, enter the amount 
the employee is receiving from the 
third party, either per day or per week 
(if known). If you do not know the exact 
amount, enter an approximate amount 
and indicate in Block 18 that the 
amount is approximate. Be sure to 
check off either the "per day" or "per 
week" box. 

Notes  

• The date you enter in Block 11 
must be the last day the 
employee worked for the 
employer before the WLI 
payments began. 

• Because these payments are 
not insurable, do not include 
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Type of payment  Definition  Information to enter in Block 19  
the hours and earnings in 
Blocks 15A, 15B, or 15C. 

Block 20, Language 

In this block, indicate whether the employer prefers to communicate in English or French. 

Block 21, Telephone number of issuer 

In this block, enter the full 10-digit telephone number of the person who is able to answer 
questions from Service Canada about the information entered on the ROE. 

Block 22, Certification 

In this block, the person who is completing the ROE certifies that the information on the 
ROE is correct. 
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Section F: Scholarships/Bursaries - T4As and 
Interest Income T5s  
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F.1 New ITA Exception For School Tuition Provided By 
Employer 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

CCCC members who operate or are linked to private Christian schools will be interested 
to know of some recent changes to the Income Tax Act. 

Many private schools offer tuition discounts to staff members with children enrolled in their 
schools. Similarly, some employers offer financial assistance to employees for their 
children’s education (in the form of bursaries or scholarships, for example). Until now, 
employer-provided financial assistance in respect of elementary and secondary education 
has been considered by CRA to be a taxable benefit. However, as a result of recent 
Income Tax Act amendments, such employment benefits may now be non-taxable. 

A new subparagraph (s. 6(1)(a)(vi)) has been added to the Income Tax Act.1 The new 
provision states that any benefit received or enjoyed by a taxpayer’s family member under 
a program offered by his/her employer that is designed to assist the family member in 
furthering his or her education will not be included in the taxpayer’s income as an 
employment benefit IF: 

• It is reasonable to conclude that the benefit is not a substitute for salary, wages, 
or other remuneration of the employee, AND 

• The employer and the employee deal with each other at arm’s length. 

Ministerial correspondence from the Minister of National Revenue has confirmed that 
tuition discounts offered by a private elementary or secondary school to its employees’ 
family members will no longer be considered a taxable benefit to the employee, if it meets 
the above criteria.2 In addition, on its website, the Canada Revenue Agency has confirmed 
that the new provision applies to: 

[B]enefits received or enjoyed by the family member with respect to the family member's 
attendance at an elementary, secondary or post-secondary school (private or otherwise). 
It will also apply to tuition discounts provided by such educational institutions to the family 
members of its employees....[If] the benefit is received in connection with the family 
member's enrolment in an elementary or secondary school educational program, the 
entire amount may be exempt from tax pursuant to the scholarship exemption.3 

The new provision became law on June 26, 2013, and will apply to benefits received on 
or after October 31, 2011. For more information, see paragraphs 3.18-3.19 of CRA Income 
Tax Folio S1-F2-C3: Scholarships, Research Grants and Other Education Assistance (it 
appears that the Folio has not yet been updated to reflect that s. 6(1)(a)(vi) has now 
become law). 4 

According to CRA’s Income Tax Folio S1-F2-C3, employer-provided tuition assistance that 
meet the criteria of s. 6(1)(a)(vi) will now be treated in the same manner as post-secondary 
awards for income tax purposes.5 This means that these amounts will no longer be 
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reported on an employee’s T4 slip. Instead, they are to be reported on a T4A slip issued 
to the family member that receives the benefit.6 

It is important to note that, in order to be eligible for the exemption, the benefit must be 
received or enjoyed by someone other than the taxpayer (i.e., the employee). Schools that 
wish to offer assistance that qualifies for this exemption may want to consider the following 
steps moving forward: 

• review your current policies related to tuition discounts or benefits offered to staff 
members, in consultation with your tax advisors 

• determine whether your current practices might be seen as providing substitute 
compensation to employees, rather than being part of a program designed to 
further students’ education 

> for example, is the amount of the assistance tied to factors such as the employee’s 
performance, seniority, full-time/part-time status, or specific position (which might indicate 
an employee benefit), or is support provided universally to staff’s family members (which 
is more likely to reflect a benefit to the student)? 

• consider making necessary revisions to policies and practices to clarify that 
tuition assistance is given to, and for the benefit of, the student (and not the 
employee) and ensure this is reflected in practice 

Finally, it should be noted that s. 6(1)(a)(vi) is not limited to assistance provided by schools 
to their employees – it applies to all employers. Therefore, parents of children enrolled in 
private schools may wish to explore with their own employers the possibility of developing 
educational-assistance programs in light of this new provision. 

 

 
1 By virtue of s. 170(1) of Bill C-48, Technical Tax Amendments Act, 2012 (Assented to 
on June 26, 2013). 
2 Ministerial Correspondence from the Honourable Gail Shea, Minister of National 
Revenue, CRA Document No. 2012-0435091M4 (March 7, 2012). 
3 CRA Income Tax Folio S1-F2-C3: Scholarships, Research Grants, and Other Education 
Assistance, para. 3.18, online: <http://www.cra-arc.gc.ca/tx/tchncl/ncmtx/fls/s1/f2/s1-f2-
c3-eng.html>. 
4 Ibid. 
5 Ibid. at para. 3.110. 
6 Ibid. at para. 3.108. 

Bulletin Issue 5, 2013 (Posted:  October 15, 2013)  
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F.2 T4A Summary 
Fill out a separate T4A Summary for each of your payroll accounts. The totals you report 
on your T4A Summary have to agree with the totals you report on your T4A slips. 
Errors or omissions can cause unnecessary processing delays. 

You can find detailed T4A Summary Instructions here, and a pdf fillable/saveable here. 
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Protected B when completed
Protégé B une fois rempli0101 T4A SUMMARY

SOMMAIRE

Summary of Pension, Retirement, Annuity, and Other Income

Sommaire du revenu de pension, de retraite, de rente 
ou d'autres sources

For the year ending December 31,
Pour l'année se terminant le 31 décembre 20

Do not use this area

N'inscrivez rien ici

Payer's account number (15 characters) – Numéro de compte du payeur (15 caractères)

Name and address of employer or payer – Nom et adresse de l'employeur ou du payeur

You have to file the T4A return on or before the last day of February. See the information on the back of this form.
Vous devez produire votre déclaration T4A au plus tard le dernier jour de février. Lisez les renseignements au verso de ce formulaire.

Total from T4A slips – Totaux des feuillets T4A
088Total number of T4A slips filed – Nombre total de feuillets T4A produits

016Pension or superannuation – Prestations de retraite ou autres pensions
018Lump-sum payments – Paiements forfaitaires
020Self-employed commissions – Commissions d'un travail indépendant
024Annuities – Rentes
028Other income – Autres revenus
030Patronage allocations – Répartitions selon l'apport commercial
032RPP contributions (past service) – Cotisations à un RPA (services passés)
034Pension adjustment – Facteur d'équivalence
040RESP accumulated income payments – Paiements de revenu accumulé d'un REEE
042RESP educational assistance payments – Paiements d'aide aux études d'un REEE
048Fees for services – Honoraires ou autres sommes pour services rendus
101Other information – Autres renseignements

022Income tax deducted – Impôt sur le revenu retenu

082Minus: remittances – Moins : versements

Difference (Generally, the CRA does not charge or refund a difference of $2 or less.)
Différence (Généralement, l'ARC n'exige ni ne rembourse une différence de 2 $ ou moins.)

084

Overpayment – Paiement en trop

086

Balance due – Solde dû Agency use only – Réservé à l'Agence seulement

Registration number(s) for RPP or DPSP
Numéro(s) d'agrément pour le ou les RPA ou RPDB

071 072 073

Canadian-controlled private corporations or unincorporated employers
Sociétés privées sous contrôle canadien ou employeurs non constitués

SIN of the proprietor(s) or principal owner(s) – NAS du ou des propriétaires

074 075

076
Person to contact about this return – Personne avec qui communiquer au sujet de cette déclaration

078

Area code
Indicatif régional

Telephone number
Numéro de téléphone

Extension
Poste

Certification – Attestation

I certify that the information given in this T4A return (T4A Summary and related T4A slips) is correct and complete to the best of my knowledge.
J'atteste que les renseignements fournis dans cette déclaration T4A (le T4A Sommaire et les feuillets T4A connexes) sont, à ma connaissance, exacts et complets.

Date Signature of authorized person – Signature d'une personne autorisée Position or office – Titre ou poste

Do not write in this area – Ne rien écrire dans cet espace

090

T
ra

ns
fe

r
T

ra
ns

fe
rt

1
Last to current
Précédente à 
courante

2
No action
Aucune mesure

3
Other
Autres

091

P
ro

 F
or

m
a 1 No

Non

2 Yes
Oui

093 Date

097 NLFP
APPT 098 NMEFP

APPEO

Memo – Note

Late-filing penalty
Pénalité pour production tardive

See the privacy notice at the bottom of next page.
Consultez l'avis de confidentialité au bas de la page suivante.

Prepared by – Établi par Date
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If you file your T4A information return electronically, do not 
fill out this T4A Summary. 

Mandatory electronic filing
If you file more than 50 T4A slips for a calendar year, you must
file the T4A return over the Internet. 

You may choose one of the following electronic filing formats:

• Internet file transfer (XML)
• Web Forms

For more information about filing electronically, go 
to canada.ca/taxes-iref.

You can also file your information returns online using the "File a 
return" service. Go to:

• canada.ca/taxes-representatives, if you are an authorized 
representative or employee

• canada.ca/my-cra-business-account, if you are 
the business owner

Note
Budget 2021 announced that the threshold for mandatory electronic 
filing of income tax information returns for a calendar year would be 
lowered from 50 to 5 returns, in respect of a particular type of 
information return. For the latest information, refer to our webpage on 
the penalty for failure to file information returns over the Internet at 
canada.ca/mandatory-electronic-filing and subscribe to our 
Electronic Filing of Information Returns email distribution list at 
canada.ca/cra-email-lists.

Filing on paper
Fill out this form using the instructions in Guide RC4157, Deducting 
Income Tax on Pension and Other Income, and Filing the T4A Slip 
and Summary.

To get forms and publications, go to 
canada.ca/cra-forms-publications or call 1-800-959-5525.

Send this Summary and the related T4A slips to:

Jonquière TC 
T4 Program 
P.O. Box 1300 LCD Jonquière
Jonquière QC  G7S 0L5

Make a payment
If you have a balance owing, you can make your payment in many 
different ways. 

You can pay:

• online or by telephone using your financial institution's banking 
services

• online by using the CRA's My Payment service 
at canada.ca/payments

• by setting up a pre-authorized debit agreement using the 
My Business Account service
at canada.ca/my-cra-business-account

• in person at your financial institution in Canada. To do so, you 
have to have a remittance form

Si vous produisez votre déclaration de renseignements T4A 
électroniquement, ne remplissez pas ce formulaire. 

Production obligatoire par voie électronique
Si vous produisez plus de 50 feuillets T4A pour une année civile, 
vous devez produire la déclaration de renseignements T4A par 
l'Internet.

Vous pouvez choisir une des méthodes de production électronique 
suivante :

• Transfert de fichiers par Internet (XML)
• Formulaires Web

Pour obtenir plus de renseignements sur la façon de produire 
sur format électronique, allez à canada.ca/impots-tedr.

Vous pouvez produire vos déclarations de renseignements au
moyen du service « Produire une déclaration » à :

• canada.ca/impots-representants, si vous êtes un représentant 
autorisé ou un employé;

• canada.ca/mon-dossier-entreprise-arc si vous êtes 
le propriétaire de l'entreprise.

Remarque
Le budget de 2021 annonçait que le seuil de transmission 
électronique obligatoire des déclarations de renseignements sur le 
revenu pour une année civile serait abaissé de 50 à 5 déclarations, à 
l’égard d’un type particulier de déclaration de renseignements. Pour 
obtenir les renseignements les plus récents, consultez notre page 
Web sur la pénalité pour défaut de produire des déclarations de 
renseignements par Internet, à canada.ca/production-electronique
-obligatoire, et abonnez-vous à notre liste de distribution Production 
électronique des déclarations de renseignements, à 
canada.ca/arc-listes-envois-electroniques.

Production sur papier
Remplissez ce formulaire selon les directives indiquées dans le 
guide RC4157, Comment retenir l'impôt sur les revenus de pension 
ou d'autres sources et produire le feuillet T4A et le Sommaire.

Pour obtenir des formulaires et des publications, allez à
canada.ca/arc-formulaires-publications ou composez le 
1-800-959-7775.

Envoyez ce sommaire et les feuillets T4A connexes au :

CF de Jonquière 
Programme T4 
C.P. 1300 PDF Jonquière 
Jonquière QC  G7S 0L5

Faire un paiement
Si vous avez un solde dû, vous pouvez faire votre paiement de 
nombreuses façons. 

Vous pouvez payer :

• en ligne ou par téléphone en utilisant les services bancaires de 
votre institution financière;

• en ligne en utilisant le service Mon paiement de l'ARC 
à canada.ca/paiements;

• par la mise en place d'un accord de débit préautorisé en 
utilisant le service Mon dossier d'entreprise 
à canada.ca/mon-dossier-entreprise-arc;

• en personne à votre institution financière au Canada. Pour ce 
faire, vous devez avoir un formulaire de versement.
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For more information on how to make your payment, go 
to canada.ca/payments. If you remit your payment late, you 
may be assessed penalties and interest at the prescribed rate on any 
balance due.

Personal information (including the SIN) is collected for the purposes of the 
administration or enforcement of the Income Tax Act and related programs and 
activities including administering tax, benefits, audit, compliance, and collection. The 
information collected may be used or disclosed for purposes of other federal acts that 
provide for the imposition and collection of a tax or duty. It may also be disclosed to 
other federal, provincial, territorial, or foreign government institutions to the extent 
authorized by law. Failure to provide this information may result in interest payable, 
penalties, or other actions. Under the Privacy Act, individuals have a right of 
protection, access to and correction of their personal information, or to file a complaint 
with the Privacy Commissioner of Canada regarding the handling of their personal 
information. Refer to Personal Information Bank CRA PPU 120 on Info Source at 
canada.ca/cra-info-source.

Pour en savoir plus sur les différents modes de paiement, allez 
à canada.ca/paiements. Nous pourrions vous imposer une 
pénalité et des intérêts sur le solde dû, au taux prescrit, si votre 
paiement est en retard.

Les renseignements personnels (y compris le NAS) sont recueillis aux fins de 
l'administration ou de l'application de la Loi de l'impôt sur le revenu et des programmes 
et activités connexes incluant l'administration de l'impôt, des prestations, la vérification, 
l'observation et le recouvrement. Les renseignements recueillis peuvent être utilisés et 
communiqués aux fins d'autres lois fédérales qui prévoient l'imposition et la perception 
d'un impôt, d'une taxe ou d'un droit. Ils peuvent aussi être communiqués à une autre 
institution gouvernementale fédérale, provinciale, territoriale ou étrangère dans la 
mesure où le droit l'autorise. Le défaut de fournir ces renseignements pourrait entraîner 
des intérêts à payer, des pénalités ou d'autres mesures. Selon la Loi sur la protection 
des renseignements personnels, les particuliers ont le droit à la protection, à l'accès et à 
la correction de leurs renseignements personnels ou de déposer une plainte auprès du 
Commissaire à la protection de la vie privée du Canada concernant le traitement de 
leurs renseignements personnels. Consultez le fichier de renseignements personnels 
ARC PPU 120 sur Info Source en allant à canada.ca/arc-info-source.
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F.3 T4A Slip 
(Canada Revenue Agency, 2023) 

Use this guide if you are a payer, such as an employer, a trustee, an estate executor (or 
liquidator), an administrator, or a corporate director, and you pay any of the following types 
of income: 

• pension or superannuation 

• lump-sum payments 

• self-employed commissions 

• annuities 

• patronage allocations 

• registered education savings plan (RESP) accumulated income payments 

• RESP educational assistance payments 

• fees or other amounts for services 

• income replacement payments made under the Veterans Well-being Act 

• other income such as research grants, payments from a registered disability 
savings plan (RDSP), wage-loss replacement plan payments if you were not 
required to withhold Canada Pension Plan (CPP) contributions and employment 
insurance (EI) premiums, death benefits, or certain benefits paid to partnerships 
or shareholders 

Note 

Use a T4 slip to report retiring allowances. For more information, go to Retiring 
allowances. 

You have to fill out the T4A slip, Statement of Pension, Retirement, Annuity, and Other 
Income, if you made any of the payments listed above and one of the following applies: 

• the total of all payments in the calendar year was more than $500 

• you deducted tax from any payment 

You have to prepare a T4A slip for a subscriber if any RESP accumulated income 
payments totalling $50 or more are made in the calendar year. Also, you have to prepare 
a T4A slip for a beneficiary if any RESP educational assistance payments totalling $50 or 
more are made in the calendar year. 

If you provided a group term life insurance taxable benefit to a former employee or 
retiree, you must report the benefit on a T4A slip using code 119. Employers who pay 
Group Term Life Insurance premiums on behalf of retirees, when it's the only income 
reported on the T4A slip, are only required to report the premium if the amount is greater 
than $50. The $500 reporting threshold for T4A slips does not apply. 
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If you are the administrator or trustee of a multi-employer plan (MEP) and you provided a 
taxable benefit under the plan to an employee, former employee, or retiree, report the 
benefit on a T4A slip using code 119, if it is more than $25. 

Note 

An MEP is a pension plan where no more than 95% of the active members work for one 
employer or group of related employers in a year. 

You have to prepare a T4A slip for tax-free savings account (TFSA) taxable amounts paid 
to a recipient when the amount for the year is more than $50. 

For a complete list of the other types of income covered in this guide, see Other 
information. 

Note 

In this guide, the term recipient refers to the beneficiary of a payment and includes 
employees, former employees, retired persons, and shareholders. 

Do not fill out a T4A slip for: 

• Payments made by a federal government department or agency, or crown 
corporation for goods and services. Instead, fill out the T1204 slip, Government 
Service Contract Payments 

• Payments made by individuals, partnerships, trusts, or corporations with 
construction as their main business activity to subcontractors for construction 
services. Instead, fill out the T5018 slip, Statement of Contract Payments 

• Amounts paid or credited to a non-resident of Canada, such as interest, 
dividends, rental income, royalties, pension income, retiring allowances, or other 
similar types of passive income. Instead, fill out the NR4 slip, Statement of 
Amounts Paid or Credited to Non-Residents of Canada. For more information, go 
to NR4. 

• Payments from a retirement compensation arrangement. Instead, fill out the T4A-
RCA slip, Statement of Distributions from a Retirement Compensation 
Arrangement (RCA). For more information, see Retirement Compensation 
Arrangements, or call 1-800-959-5525 

• Income paid from a life income fund (LIF). Instead, fill out the T4RIF slip, 
Statement of Income from a Registered Retirement Income Fund. However, if a 
life annuity is bought from the proceeds of a LIF, the annuity payments have to 
be reported in box 024 of a T4A slip 

• Amounts paid for tips and gratuities, group term life insurance premiums paid for 
current employees, and other employment income. Instead, fill out the T4 slip, 
Statement of Remuneration Paid 

• Payments received under a supplementary unemployment benefit plan (SUBP) 
that do not qualify as a SUBP under the Income Tax Act (for example, employer-
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paid maternity and parental top-up amounts). Instead, fill out the T4 slip, 
Statement of Remuneration Paid. For more information, go to Supplement 
Unemployment Benefit Program. 

• Undistributed amounts left in a deceased taxpayer's TFSA at the end of the 
trust's exempt period. For more information, see Guide RC4477, Tax-Free 
Savings Account (TFSA) Guide for Issuers. 
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T4A
Statement of Pension, Retirement, Annuity, 

and Other Income
État du revenu de pension, de retraite, de rente 

ou d'autres sources

Payer's name – Nom du payeur

Year
Année

061 Payer's program account number / Numéro de compte de programme du payeur

016

Pension or superannuation – line 11500
Prestations de retraite ou autres 

pensions – ligne 11500

022

Income tax deducted – line 43700
Impôt sur le revenu retenu – ligne 43700

012

Social insurance number
Numéro d'assurance sociale

013

Recipient's program account number
Numéro de compte de programme 

du bénéficiaire

018

Lump-sum payments – line 13000
Paiements forfaitaires – ligne 13000

020

Self-employed commissions
Commissions d'un travail indépendant

024

Annuities
Rentes

048

Fees for services
Honoraires ou autres sommes 

pour services rendus

Other information (see page 2)
Autres renseignements (voir à la page 2)

Box – Case Amount – Montant Box – Case Amount – Montant

Box – Case Amount – Montant Box – Case Amount – Montant

Box – Case Amount – Montant Box – Case Amount – Montant

Box – Case Amount – Montant Box – Case Amount – Montant

Box – Case Amount – Montant Box – Case Amount – Montant

Box – Case Amount – Montant Box – Case Amount – Montant

Recipient's name and address – Nom et adresse du bénéficiaire
Last name (print) – Nom de famille (en lettres moulées) First name – Prénom Initials – Initiales
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Statement of Pension, Retirement, Annuity, 

and Other Income
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ou d'autres sources
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Année

061 Payer's program account number / Numéro de compte de programme du payeur
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Pension or superannuation – line 11500
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pensions – ligne 11500
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Income tax deducted – line 43700
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Numéro d'assurance sociale

013

Recipient's program account number
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Self-employed commissions
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Report these amounts on your tax return.
Box 016, Pension or superannuation – Enter this amount on line 11500. It may qualify for the pension 
income amount. See Retirement income summary table in the Appendix of your tax guide.
The amount in the following box is included in box 016:
• Box 128, Veterans' benefits eligible for pension splitting – See Form T1032, Joint Election to Split Pension Income

Box 018, Lump-sum payments – Enter this amount on line 13000. 
The amounts in the following boxes are included in box 018:
• Box 102, Lump-sum payments – non-resident services transferred under paragraph 60(j)
• Box 108, Lump-sum payments from a registered pension plan (RPP) that you cannot transfer
• Box 110, Lump-sum payments accrued to December 31, 1971
• Box 158, Lump-sum payments that you cannot transfer that are not reported elsewhere

• Box 180, Lump-sum payments from a deferred profit sharing plan (DPSP) that you cannot transfer
• Box 190, Lump-sum payments from an unregistered plan

Box 020, Self-employed commissions – Enter your gross commissions income on line 13899 and your net 
commissions income on line 13900. 

Box 022, Income tax deducted – Enter this amount on line 43700. 

Box 024, Annuities – See Retirement income summary table in the Appendix of your tax guide. 
The amounts in the following boxes are included in box 024:
• Box 111, Income averaging annuity contracts (IAAC)
• Box 115, Deferred profit sharing plan (DPSP) annuity or instalment payments

Box 028, Other income – Amounts not reported anywhere else on the T4A slip. See line 13000 and 
lines 13499 to 14300 in your tax guide. 

Box 030, Patronage allocations – Enter this amount on line 13000. Do not report the amount if it was for 
goods or services you consumed and for which you cannot deduct the cost when you calculate your income. 
This amount does not qualify for the federal dividend tax credit. 

Box 032, Registered pension plan contributions (past service) – Enter the amount you can deduct on 
line 20700 (see Guide T4040, RRSPs and Other Registered Plans for Retirement).

• Box 126, Pre-1990 past service contributions while a contributor (included in box 032)
• Box 162, Pre-1990 past services contributions while not a contributor (included in box 032)

Box 034, Pension adjustment – Enter this amount on line 20600. This amount is not an income or a deduction. 
Box 040, RESP accumulated income payments – Enter this amount on line 13000 and fill out the Form T1172,
Additional Tax on Accumulated Income Payments from RESPs.

• Box 122, RESP accumulated income payments paid to other (included in box 040)

Box 042, RESP educational assistance payments – Enter this amount on line 13000. For details, see 
Information Sheet RC4092, Registered Education Savings Plans. 
Box 046, Charitable donations – See Pamphlet P113, Gifts and Income Tax.

Box 048, Fees for services – Report this amount as business or professional income. 
Box 129, Tax deferred cooperative share. Enter this amount on line 13000. This amount may be deferred. 
For more information, see Line 9605 – Patronage dividends in Guide T4002, Self-employed Business, 
Professional, Commission, Farming, and Fishing Income. 
Box 133, Variable pension benefits – See Retirement income summary table in the Appendix of your tax guide. 
Box 135, Recipient-paid premiums for private health services plans – See line 33099 in your tax guide. 
Box 196 – Tuition assistance for adult basic education – Enter at line 25600 the amount of tuition 
assistance that is more than the scholarship exemption you can claim for this tuition assistance. 

Box 201 – Repayment of COVID-19 financial assistance – Enter on line 23210 the amount 
repaid in 2022 of a federal COVID-19 benefit received in prior year. 
Enter on line 23200 the amount repaid in 2022 of provincial or territorial COVID-19 benefits 
received in prior year. 

Enter on line 10400:
• Box 104, Research grants – See line 10400 in your tax guide.
• Box 107, Payments from a wage-loss replacement plan – See line 10400 in your tax guide.
• Box 118, Medical premium benefits
• Box 119, Premiums paid to a group term life insurance plan
• Box 127, Veterans' benefits
• Box 132, Wage Earner Protection Program
• Box 152, SUBP qualified under the Income Tax Act

• Box 156, Bankruptcy settlement
Enter on line 11500:
• Box 194, PRPP payments – See Retirement income summary table in the Appendix of your 

tax guide.

Enter on line 12500:
• Box 131, Registered disability savings plan

Enter on line 13000:
• Box 106, Death benefits – See line 13000 in your tax guide.

• Box 109, Periodic payments from an unregistered plan
• Box 117, Loan benefits
• Box 123, Payments from a revoked DPSP
• Box 125, Disability benefits paid out of a superannuation or pension plan

• Box 130, Apprenticeship Incentive Grant, Apprenticeship Incentive Grant for Women or 
Apprenticeship Completion Grant

• Box 134, Tax-Free Savings Account (TFSA) taxable amount

• Box 136, Parents of Murdered or Missing Children/Parents of Young Victims of Crimes

• Box 150, Labour Adjustment Benefits Act and Appropriation Acts

• Box 154, Cash award or prize from payer

• Box 197, Canada Emergency Response Benefit (CERB)

• Box 198, Canada Emergency Student Benefit (CESB)

• Box 199, Canada Emergency Student Benefit (CESB) for eligible students with disabilities 
or those with children or other dependents

• Box 200, Provincial/Territorial COVID-19 financial assistance payments
• Box 202, Canada Recovery Benefit (CRB)
• Box 203, Canada Recovery Sickness Benefit (CRSB)
• Box 204, Canada Recovery Caregiving Benefit (CRCB)
• Box 205, One-time payment for older seniors
• Box 211, Canada Worker Lockdown Benefit (CWLB)

Enter on line 13010:
• Box 105, Scholarships, fellowships, bursaries, and artists' project grants – See line 13010 

in your tax guide.
Enter on line 13499/13500:
• Box 105, when self-employed. Scholarships, bursaries, fellowships, artists' project grants, 

and prizes – See line 13499 and line 13500 in your tax guide.

T4A (22) See the privacy notice on your return 

Do not report on your tax return – Canada Revenue Agency use only 

• Box 014, Recipient number
• Box 036, Plan registration number

• Box 037, Advanced life deferred annuity purchase
• Box 116, Medical travel assistance
• Box 124, Board and lodging at special work sites

• Box 210, Postdoctoral Fellowship Income

See Form T90.
• Box 144, Indian (exempt income) – Other income

• Box 146, Indian (exempt income) – Pension or superannuation
• Box 148, Indian (exempt income) – Lump-sum payments

• Box 195, Indian (exempt income) – PRPP payments

Déclarez ces montants dans votre déclaration de revenus.
Case 016, Prestations de retraite ou autres pensions – Inscrivez ce montant à la ligne 11500. Vous 
pourriez avoir droit au montant pour revenu de pension. Voir Tableau sommaire du revenu de retraite dans 
l'Annexe de votre guide d'impôt. 
Le montant figurant dans la case suivante est inclus dans la case 016 :

• Case 128, Prestations pour vétérans admissibles au fractionnement du revenu de pension. Consultez le 
formulaire T1032, Choix conjoint visant le fractionnement du revenu de pension.

Case 018, Paiements forfaitaires – Inscrivez ce montant à la ligne 13000. 
Les montants figurant dans les cases suivantes sont inclus dans la case 018 :

• Case 102, Paiements forfaitaires – transfert de services de non-résidents selon l'alinéa 60j)
• Case 108, Paiements forfaitaires d'un régime de pension agréé (RPA) non admissible à un transfert
• Case 110, Paiements forfaitaires accumulés avant le 31 décembre 1971
• Case 158, Paiements forfaitaires non admissibles à un transfert, et qui ne sont pas déclarés ailleurs
• Case 180, Paiements forfaitaires versés à partir d'un régime de participation différée aux bénéfices (RPDB) 

non admissibles à un transfert
• Case 190, Paiements forfaitaires – Prestations d'un régime de pension non agréé

Case 020, Commissions d'un travail indépendant – Inscrivez le montant brut de vos revenus de commissions 
à la ligne 13899 et le montant net de vos revenus de commissions à la ligne 13900. 

Case 022, Impôt sur le revenu retenu – Inscrivez ce montant à la ligne 43700. 

Case 024, Rentes – Voir Tableau sommaire du revenu de retraite dans l'Annexe de votre guide d'impôt. 
Les montants figurant dans les cases suivantes sont inclus dans la case 024 :

• Case 111, Contrat de rentes à versement invariable (CRVI)
• Case 115, Paiements d'une rente ou versements selon un régime de participation différée aux bénéfices (RPDB)

Case 028, Autres revenus – Montants non déclarés à d'autres endroits sur le feuillet T4A. Lisez la ligne 13000 
ainsi que les lignes 13499 à 14300 de votre guide d'impôt. 

Case 030, Répartitions selon l'apport commercial – Inscrivez ce montant à la ligne 13000. Ne déclarez pas ce 
montant s'il concerne des produits de consommation ou des services dont vous ne pouvez pas déduire le coût 
dans le calcul de votre revenu. Ce montant ne vous donne pas droit au crédit d'impôt fédéral pour dividendes. 

Case 032, Cotisations à un régime de pension agréé (services passés) – Inscrivez le montant que vous 
pouvez déduire à la ligne 20700 (consultez le guide T4040, REER et autres régimes enregistrés pour la retraite).

• Case 126, Cotisations pour services passés avant 1990 alors que vous cotisiez (incluses à la case 032)
• Case 162, Cotisations pour services passés avant 1990 alors que vous ne cotisiez pas (incluses à la case 032)

Case 034, Facteur d'équivalence – Inscrivez ce montant à la ligne 20600. Ce montant n'est ni un revenu ni 
une déduction. 

Case 040, Paiements de revenu accumulé d'un REEE – Inscrivez ce montant à la ligne 13000. Vous devez 
aussi remplir le formulaire T1172, Impôt supplémentaire sur les paiements de revenu accumulé de REEE.

• Case 122, Paiements de revenu accumulé d'un REEE payé à un tiers (inclus dans la case 040)

Case 042, Paiements d'aide aux études d'un REEE – Inscrivez ce montant à la ligne 13000. Pour en savoir 
plus, consultez la feuille de renseignements RC4092, Les régimes enregistrés d'épargne-études. 

Case 046, Dons de bienfaisance – Consultez la brochure P113, Les dons et l'impôt.

Case 048, Honoraires ou autres sommes pour services rendus – Déclarez ce montant comme un revenu 
d'entreprise ou de profession libérale. 

Case 129, Part de votre coopérative à imposition différée. Inscrivez ce montant à la ligne 13000. Ce montant 
pourrait être différé. Pour en savoir plus, lisez la Ligne 9605 – Ristournes dans le guide T4002, Revenus d'un 
travail indépendant d'entreprise, de profession libérale, de commissions, d'agriculture et de pêche.

Case 133, Prestations de retraite variables – Voir Tableau sommaire du revenu de retraite dans l'Annexe de 
votre guide d'impôt. 

Case 135, Primes versées à un régime privé d'assurance-maladie – Lisez la ligne 33099 de votre guide d'impôt. 

Case 196 – Aide visant les frais de scolarité pour la formation de base des adultes – Inscrivez à la 
ligne 25600 le montant d'aide admissible qui dépasse le montant d'exemption pour bourses d'études que vous 
pouvez demander pour ces frais de scolarité.

Case 201, Remboursement de soutien financier en réponse à la COVID-19 – Inscrivez à la 
ligne 23210 le montant total remboursé en 2022 de prestations fédérales liées à la COVID-19
reçues en année précédente. 

Inscrivez à la ligne 23200 le montant total remboursé en 2022 de prestations provinciales ou 
territoriales liées à la COVID-19 reçues en année précédente. 

Inscrivez à la ligne 10400 :

• Case 104, Subventions de recherche – Lisez la ligne 10400 de votre guide d'impôt.
• Case 107, Paiements reçus d'un régime d'assurance-salaire – Lisez la ligne 10400 de 

votre guide d'impôt.
• Case 118, Avantages pour primes de soins médicaux
• Case 119, Primes payées pour une police d'assurance-vie collective temporaire
• Case 127, Prestations pour vétérans
• Case 132, Programme de protection des salariés
• Case 152, PSC admissible à ce titre selon la Loi de l'impôt sur le revenu

• Case 156, Règlements d'une société en faillite
Inscrivez à la ligne 11500 :
• Case 194, Paiements d'un RPAC – Voir Tableau sommaire du revenu de retraite dans 

l'Annexe de votre guide d'impôt.

Inscrivez à la ligne 12500 :
• Case 131, Régime enregistré d'épargne-invalidité

Inscrivez à la ligne 13000 :

• Case 106, Prestations consécutives au décès – Lisez la ligne 13000 de votre guide d'impôt.
• Case 109, Paiements périodiques d'un plan non agréé
• Case 117, Avantages liés à un prêt
• Case 123, Paiements provenant d'un RPDB dont l'agrément a été retiré

• Case 125, Prestations d'invalidité payées à même un régime de prestations de retraite ou 
d'autres pensions

• Case 130, Subvention incitative aux apprentis, Subvention incitative aux apprentis pour les 
femmes ou à  l'achèvement de la formation d'apprenti

• Case 134, Compte d'épargne libre d'impôt (CELI) – montant imposable
• Case 136, Parents d'enfants assassinés ou disparus/Parents de jeunes victimes de crimes
• Case 150, Loi sur les prestations d'adaptation pour les travailleurs et Lois de crédits
• Case 154, Prime en espèces ou prix payé d'un payeur

• Case 197, Prestation canadiennes d'urgence (PCU)
• Case 198, Prestation canadiennes d'urgence pour les étudiants (PCUE)
• Case 199, Prestation canadiennes d'urgence pour les étudiants (PCUE) admissibles ayant 

un handicap ou ceux qui ont des enfants ou autres personnes à charge
• Case 200, Prestations provinciales ou territoriales de soutien financier en réponse à 

la COVID-19
• Case 202, Prestation canadienne de la relance économique (PCRE)
• Case 203, Prestation canadienne de maladie pour la relance économique (PCMRE)

• Case 204, Prestation canadienne de la relance économique pour proches aidants (PCREPA)
• Case 205, Paiement unique pour les aînés plus âgés

• Case 211, Prestation canadienne pour les travailleurs en cas de confinement (PCTC)

Inscrivez à la ligne 13010 :
• Case 105, Bourses d'études, de perfectionnement et d'entretien, et subventions reçues par 

un artiste pour un projet – Lisez la ligne 13010 de votre guide d'impôt.

Inscrivez à la ligne 13499/13500 :
• Case 105, pour les travailleurs indépendants. Bourses d'études, de perfectionnement et 

d'entretien; subventions reçues par un artiste pour un projet et récompenses – Lisez la 
ligne 13499 et ligne 13500 de votre guide d'impôt.

Ne déclarez pas les renseignements suivants dans votre déclaration de revenus – À l'usage de l'Agence du revenu du Canada seulement
• Case 014, Numéro du bénéficiaire
• Case 036, Numéro d'agrément du régime
• Case 037, Achat de rente viagère différée à un âge avancé 
• Case 116, Aide financière pour voyages pour soins médicaux
• Case 124, Logement et repas sur les chantiers particuliers

Case 210, Revenu de bourses de perfectionnement postdoctorales•

Consultez le formulaire T90.
• Case 144, Indien (revenu exonéré) – Autres revenus
• Case 146, Indien (revenu exonéré) – Prestations de retraite ou autres pensions
• Case 148, Indien (revenu exonéré) – Paiements forfaitaires
• Case 195, Indien (revenu exonéré) – Paiements d'un RPAC

T4A (22) Consultez l'avis de confidentialité dans votre déclaration Page 2 of / de 2



F.4 T5 Slip Statement of Investment Income 
If you make certain investment income payments to a resident of Canada, or if you receive 
certain investment income payments as a nominee or agent for a person resident in 
Canada, you have to prepare a T5 information return. A T5 information return consists of 
T5 slips and the related T5 Summary.(Canada Revenue Agency, 2021) 

T5 slip 

Use this slip to report the various types of investment income that residents of Canada 
must report on their income tax and benefit returns. Do not report on a T5 slip investment 
income paid to non-residents of Canada. For information about payments to non-
residents, see Chapter 7 – Payments to non-residents of Canada. 

For information on how to complete the T5 slip, see here. For a sample of the T5 slip, see 
T5 slips. 
  

CBWC Church Treasurer's Manual July 2023 Page 317

https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4015/t5-guide-return-investment-income.html#chapter2
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/completing-slips-summaries/financial-slips-summaries/return-investment-income-t5/t5-slip.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/t5sum.html
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4015/t5-guide-return-investment-income.html#chapter7
https://www.canada.ca/en/revenue-agency/services/forms-publications/publications/t4015/t5-guide-return-investment-income.html
https://www.canada.ca/content/dam/cra-arc/formspubs/pbg/t5/t5-fill-17e.pdf


Protected B 
when completed

/
/
Protégé B
une fois rempli

Year

Année

T5 Statement of Investment Income
État des revenus de placement

Dividends from Canadian corporations – Dividendes de sociétés canadiennes

24 Actual amount of eligible dividends

Montant réel des dividendes déterminés

25 Taxable amount of eligible dividends

Montant imposable des dividendes 
déterminés

Federal credit – Crédit fédéral

26 Dividend tax credit for eligible 
dividends

Crédit d'impôt pour dividendes déterminés

13 Interest from Canadian sources

Intérêts de source canadienne

18 Capital gains dividends

Dividendes sur gains en capital

10 Actual amount of dividends 
other than eligible dividends

Montant réel des dividendes
autres que des dividendes déterminés

11 Taxable amount of dividends 
other than eligible dividends

Montant imposable des dividendes 
autres que des dividendes déterminés

12 Dividend tax credit for dividends 
other than eligible dividends

Crédit d'impôt pour dividendes
autres que des dividendes déterminés

21 Report Code

Code du feuillet

22 Recipient identification number

Numéro d'identification du bénéficiaire

23 Recipient type

Type de bénéficiaire

Other information 
(see the back)

Autres renseignements 
(lisez le dos) Box / Case Amount / Montant Box / Case Amount / Montant Box / Case Amount / Montant

Recipient's name (last name first) and address – Nom, prénom et adresse du bénéficiaire Payer's name and address – Nom et adresse du payeur

Currency and identification codes
Codes de devise et d'identification

27

Foreign currency
Devises étrangères

28

Transit – Succursale

29

Recipient account number
Numéro de compte du bénéficiaire

For information, see the back.
Pour obtenir des renseignements, 

lisez le dos.
See the privacy notice on your return./ Consultez l’avis de confidentialité dans votre déclaration. 
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Crédit d'impôt pour dividendes
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23 Recipient type
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Other information 
(see the back)
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Currency and identification codes
Codes de devise et d'identification
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Foreign currency
Devises étrangères
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Transit – Succursale

29

Recipient account number
Numéro de compte du bénéficiaire

For information, see the back.
Pour obtenir des renseignements, 
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See the privacy notice on your return./ Consultez l’avis de confidentialité dans votre déclaration. 
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Code du feuillet
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23 Recipient type
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Other information 
(see the back)
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(lisez le dos) Box / Case Amount / Montant Box / Case Amount / MontantBox / CaseAmount / Montant

Recipient's name (last name first) and address – Nom, prénom et adresse du bénéficiaire Payer's name and address – Nom et adresse du payeur

Currency and identification codes
Codes de devise et d'identification

27

Foreign currency
Devises étrangères

28

Transit – Succursale

29

Recipient account number
Numéro de compte du bénéficiaire

For information, see the back.
Pour obtenir des renseignements, 

lisez le dos.
See the privacy notice on your return./ Consultez l’avis de confidentialité dans votre déclaration. 

T5 (22)

If you are using this page for the recipient's copies, keep the 
bottom slip for your records. 

For information on how to fill out this form, see the back. 

Detach this part before filing your T5 information return.

Si vous utilisez cette page pour les copies du bénéficiaire, conservez 
la copie du bas pour vos dossiers. 

Les renseignements sur la façon de remplir ce formulaire se trouvent 
au dos. 

Détachez cette partie avant de produire votre déclaration de 
renseignements T5.
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F.5 T5 Summary 
T5 Summary 

Use this form to total all the amounts you report on the related T5 slips. 

For information on how to complete the T5 Summary, see Completing the T5 Summary. 
For a sample of the form, see T5 Summary. 

The fillable/saveable T5 Summary is available here.  
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Protected B when completed
Protégé B une fois rempli

Return of Investment Income
Déclaration des revenus de placements

T5
Summary – Sommaire

Fill out this information return using the instructions in the Guide T4015, T5 Guide – Return of Investment Income.

Remplissez cette déclaration de renseignements selon les instructions données dans le guide T4015, 
Guide T5 – Déclaration des revenus de placements.

Information return for the year ending December 31

Déclaration de renseignements pour l'année se terminant le 31 décembre

Year – Année

Program account number
Numéro de compte de programme

If this is an additional T5 Summary, enter " " here.
S'il s'agit d'un formulaire T5 Sommaire supplémentaire, inscrivez un «  » ici.

Name of filer or nominee, and address of branch or office filing this T5 Summary
Nom du déclarant ou du mandataire et adresse de la succursale ou du bureau qui produit ce T5 Sommaire

Name – Nom

Address – Adresse

City – Ville Prov. / Terr. Postal Code – Code postal

Do not use this area.
N'inscrivez rien ici.

Have you filed a T5 information 
return before?
Avez-vous déjà produit une 
déclaration de renseignements T5?

Yes

Oui

No

Non

Indicate your choice of language for 
correspondence.

Indiquez dans quelle langue vous 
voulez recevoir votre correspondance.

English Français

Do not include amounts for which a T5 slip has not been issued.
N'incluez pas des montants pour lesquels vous n'avez pas produit un feuillet T5.

10Actual amount of dividends other than eligible dividends
Montant réel des dividendes autres que des dividendes déterminés. . . . . . . . .

11Taxable amount of dividends other than eligible dividends
Montant imposable des dividendes autres que des dividendes déterminés. . . . .

12Dividend tax credit for dividends other than eligible dividends
Crédit d'impôt pour dividendes autres que des dividendes déterminés . . . . . . .

13Interest from Canadian sources – Intérêts de source canadienne . . . . . . . . . .
14Other income from Canadian sources – Autres revenus de source canadienne . .
15Foreign income – Revenus étrangers . . . . . . . . . . . . . . . . . . . . . . . . . . .
16Foreign tax paid – Impôt étranger payé . . . . . . . . . . . . . . . . . . . . . . . . . .
17Royalties from Canadian sources – Redevances de source canadienne . . . . . .
18Capital gains dividends – Dividendes sur gains en capital . . . . . . . . . . . . . . .
19Accrued income: Annuities – Revenus accumulés : Rentes . . . . . . . . . . . . . .

24Actual amount of eligible dividends – Montant réel des dividendes déterminés . .

25Taxable amount of eligible dividends
Montant imposable des dividendes déterminés . . . . . . . . . . . . . . . . . . . . .

26Dividend tax credit for eligible dividends
Crédit d'impôt pour dividendes déterminés . . . . . . . . . . . . . . . . . . . . . . . .

32Unclaimed amounts – Dividends and interest
Revenus de propriétaires inconnus : Dividendes et intérêts . . .

33Tax deducted from unclaimed amounts
Impôt retenu sur les revenus de propriétaires inconnus . . . .

31Total number of T5 slips filed
Nombre total de feuillets T5 produits

Do not use this area.
N'inscrivez rien ici.

50

51

T5 slip totals – Totaux des feuillets T5

Contact person – Personne-ressource

41

Name (print) – Nom (en lettres moulées)

42
Telephone number – Numéro de téléphone

I certify that the information given on this information return and related slips is correct and complete.
J'atteste que les renseignements fournis dans cette déclaration de renseignements et sur tous les feuillets connexes sont exacts et complets.

Signature of authorized person – Signature d'une personne autorisée Position or office – Titre ou poste Date

Certification – Attestation

See the privacy notice on your return / Consultez l'avis de confidentialité dans votre déclaration.

T5 SUM (22)



If you file your T5 information return electronically, do 
not fill out this summary. 

Mandatory electronic filing

If you file more than 50 T5 slips for a calendar year, 
you must file the T5 information return over the Internet. 

You may choose one of the following electronic filing formats:

1) Internet file transfer (XML)

2) Web Forms

For more information about filing electronically, go 
to canada.ca/taxes-iref.

You can also file information returns online using the 
"File a return" at: 

• My Business Account
at canada.ca/my-cra-business-account, if you are the 
business owner

• Represent a Client 
at canada.ca/taxes-representatives, if you are an 
authorized representative or employee 

Filing on paper

Fill out this form using the instructions in Guide T4015,
T5 Guide – Return of Investment Income.

If you make certain payments to a non-resident of Canada, 
the amounts should be reported on an NR4 return. For more 
information, see T4061, NR4 – Non-Resident Tax 
Withholding, Remitting, and Reporting.

To get our forms and publications, go 
to canada.ca/cra-forms or call 1-800-959-5525.

Send this T5 Summary and the related T5 slips to: 

T5 Program
Jonquière Tax Centre
PO Box 1300 LCD Jonquière
Jonquière QC  G7S 0L5 

Si vous produisez votre déclaration de renseignements T5 
par voie électronique, ne remplissez pas ce formulaire. 

Production obligatoire par voie électronique

Si vous produisez plus de 50 feuillets T5 pour une année civile, 
vous devez produire la déclaration de renseignements par Internet. 

Vous pouvez choisir une des méthodes de production par voie 
électronique suivante :

1) Transfert de fichiers par Internet (XML)

2) Formulaires Web

Pour en savoir plus sur la façon de produire par voie électronique, 
allez à canada.ca/impots-tedr.

Vous pouvez également produire vos déclarations de
renseignements au moyen du service « Produire une déclaration » à :

• Mon dossier d'entreprise
à canada.ca/mon-dossier-entreprise-arc, si vous 
êtes le propriétaire d'entreprise;

• Représenter un client 
à canada.ca/impots-representants, si vous êtes un 
représentant ou un employé autorisé.

Production sur papier

Remplissez ce formulaire selon les instructions dans le 
guide T4015, Guide T5 – Déclaration des revenus de placements. 

Si vous faites certains paiements à un non-résident du Canada, 
vous devez les déclarer dans une déclaration NR4. Pour en 
savoir plus, consultez la publication T4061, NR4 – Retenue 
d'impôt des non-résidents, versements et déclaration.

Pour obtenir nos formulaires et publications, allez
à canada.ca/arc-formulaires ou composez le 1-800-959-7775.

Envoyez ce T5 Sommaire et les feuillets T5 connexes au : 

Programme T5 
Centre fiscal de Jonquière
CP 1300 PDF Jonquière
Jonquière QC  G7S 0L5



Section G: Withholding Tax - Tax Treatment of 
Non-Residents Who Perform 
Services in Canada 
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G.1 Non-Resident Withholding Tax 
(Belovska, Charities Handbook 20th Edition, 2016)  © Canadian Centre for Christian 
Charities, www.cccc.org Not to be Used or Further Reproduced Without Permission. 

It is increasingly common for individuals from outside Canada to be invited by Canadian 
charities to Canada to speak, lecture, lead a fundraiser, or be engaged in another event 
for which they are paid for their services. Some charities also utilize the services of non-
resident persons, for example, by hiring U.S. consulting firms to provide consulting 
services regarding stewardship programs. It may come as a surprise to Canadian 
charities, however, that when doing so, they likely have to withhold income tax from the 
fee, commission, or other amount paid to the service provider.1 This is because non-
residents must generally pay tax on certain income they receive from sources in Canada 
(subject to any international tax treaties that may apply).2 Generally, however, no amount 
need be deducted or withheld if the non-resident’s services are rendered outside of 
Canada.3 

A common misconception is that the Canadian charity is levying a tax on the non-resident. 
This is not the case. The charity is simply making a tax withholding, as legally required by 
the ITA, on behalf of the non-resident for application to the non-resident’s tax account with 
the Canadian government. The non-resident must then file a tax return with CRA to see 
what amount, if any, is refundable. 

The intent of this chapter is to identify some aspects of the Income Tax Act(ITA) and its 
tax withholding provisions so that charities have an understanding of their obligations. This 
chapter is concerned with a charity’s withholding obligations in relation to payments for 
services provided by non-residents in Canada. The charity may also have withholding 
obligations for “passive payments” made to non-residents under Part XIII of the ITA, such 
as retirement allowances or pension payments.4 

THE GENERAL WITHHOLDING RULE 

When paying non-residents of Canada (other than the charity’s own employees)5 for 
services rendered in Canada, the general rules are that the payer (e.g., the Canadian 
charity) has a legal obligation to 

 withhold 15 percent of the payment on account of the non-resident’s possible 
income tax liability;6 

 remit the withheld money to the Receiver General of Canada; and 

 issue a T4A-NR slip to the service provider and file the T4A-NR information return 
with the CRA.7 

This means, for example, that if a Canadian charity pays a non-resident speaker $1,000, 
the charity as a general rule will have to withhold and remit 15 percent (i.e., $150). The 
key components of the general rules and exceptions will be considered. 
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WHO IS A NON-RESIDENT PERSON? 

It is important to establish the person who is actually the service provider. Once the actual 
service provider is identified, a determination can be made as to whether the service 
provider is a non-resident person. For example, is the service provider the individual or is 
it his or her employer? “Person” is broadly defined in the ITA as including an individual, 
trust, corporation, charity, and business, whether incorporated or unincorporated. The 
term “resident” of Canada is not defined in the ITA and is determined based on the facts 
of a situation.8 A “non-resident” is vaguely defined as “not resident in Canada.”9 Non-
resident is commonly understood to include 

 an individual who does not normally live in Canada and who has not sojourned in 
Canada for 183 days or more in a year; or10 

 an organization (business or charitable) which, if incorporated, is not incorporated 
in Canada11 and does not have a permanent establishment or fixed base in 
Canada. 

WHAT IS REQUIRED TO BE WITHHELD? 

The broad obligation is to withhold tax from payments for fees, commissions, or other 
amounts for services, and to remit that amount to the Receiver General.12 The specific 
withholding rate is 15 percent for such payments to non-residents.13 This rate also applies 
to advance payments for services. Note that the withholding rate is increased by an 
additional 9 percent if the service is rendered in Quebec.14 The withholding does not apply 
to a payment or reimbursement for a specific cost incurred (e.g., reasonable travel 
expenses, meals, and accommodations) in order to bring the non-resident to Canada to 
provide the service.15 The CRA does not require the Canadian charity to keep vouchers 
for the cost of daily meals at or below CDN $45 or for daily accommodations at or below 
$100.16 For reasonable expenses over these amounts, however, the Canadian charity 
must keep supporting vouchers in its records.17 In summary, no amount needs to be 
withheld as income tax in respect of these travel expenses.18 A flat-rate disbursement or 
surcharge not associated with a specific expense is subject to the 15 percent withholding 
tax required by Regulation 105.19 

REMITTING AND RECORDS 

Remittances of withholdings are due by the 15th of the month following the month the non-
resident was paid.20 CRA instructs payers that first-time tax withholdings should be sent 
by cheque or money order, made out to the: 

Receiver General of Canada 

Canada Revenue Agency, 

875 Heron Road, 

Ottawa, ON, K1A 1B1 

Canada 

CBWC Church Treasurer's Manual July 2023 Page 325



First-time tax withholdings may also be sent to the CRA Taxation Office nearest the payer. 
Note that in the case of withholdings related to services provided in Quebec, the 
withholdings are to be remitted to Revenu Québec.21 

The payment is to include the charity’s name, address, and Business (Charitable 
Registration) Number, and the nature of the payment for which the tax was withheld (e.g., 
payment of a fee or commission for services rendered). CRA will then set up a non-
resident account for the Canadian charity and send preprinted forms for any future 
remittances.22 

For year-end, the Canadian charity will need to produce the government-prescribed T4A-
NR information slip(s) for the non-resident and file copies with a T4A-NR Summary with 
CRA23 for the year by the end of the following February. The payer must note on the T4A-
NR the gross income paid to the service provider during the year, the total travel expenses 
paid in respect of this provider, and the total income tax deducted.24 As noted above, 
income tax is only withheld from gross income, which does not include payment of 
reasonable travel expenses. 

STEPS THE NON-RESIDENT SERVICE PROVIDER SHOULD TAKE 

Non-residents will generally file a Canadian income tax return (including a copy of the 
T4A-NR) to calculate the amount of tax liability or refund. If the non-resident is an 
individual, he or she should file a T1 Return by April 30th of the following year, or by June 
15th if he or she is carrying on a business in Canada.25 A corporation should file a T2, 
Corporation Income Tax Return, within six months of the end of the taxation year.26 

POTENTIAL COST FOR NON-COMPLIANCE 

Occasionally, payers neglect to withhold taxes from these payments. Common reasons 
for this are that the payment is felt to be modest, the individual was not hired as an 
employee, or an invoice was provided. However, it is important to note that, unless the 
payer is properly relying on a legal exception, CRA will likely hold the charity responsible 
for the amount that should have been withheld plus a penalty of 10 percent of that amount 
and interest. The penalty increases to 20 percent if CRA determines the payer knowingly 
did not comply.27 

WAIVERS: RELIEF FROM THE GENERAL RULE 

If a non-resident can show CRA that the withholding is greater than their potential tax 
liability in Canada (either through the application of a tax treaty or based on their estimated 
income and expenses), CRA may waive or reduce the withholding requirement.28 This is 
the only alternative to the tax withholding requirements outlined above.29 The Canadian 
charity can assist the non-residents by making them aware of this waiver option. The non-
resident will need to file an application to the appropriate tax services office.30 

The application should give relevant information relating to the non-resident’s status in 
Canada and the basis on which the non-resident claims exemption or reduction from tax 
on the payment for services to be rendered in Canada.31 Upon being provided with a 
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current waiver by the service provider, the charity can either reduce or not withhold income 
tax pursuant to the terms of the waiver. 

At times, non-resident charities are surprised to discover that they need to go through this 
waiver application step. It is important to recognize that simply being a charity does not 
exempt the organization from tax under the ITA. Only charities registered with CRA are 
tax exempt, which does not include foreign charities. 

The application for the waiver must come from the non-resident person receiving the 
payment. Neither the Canadian charity nor anyone else making the payment can apply for 
the waiver on behalf of the non-resident, unless the non-resident has authorized the 
charity as a representative.32 

CRA recommends that the waiver application be submitted the earlier of 30 days prior to 
the start of service or 30 days prior to the first payment for the service.33 

RELIEF FROM TAX WITHHOLDING THROUGH RECIPROCAL TAX TREATIES 

Many tax treaties exist between Canada and other countries that can reduce the 
withholding tax rate or allow outright exemptions from withholding tax if the non-resident 
contacts CRA to obtain a waiver prior to the service being provided. The Canadian payer 
will still want to have a waiver (or Certificate of Exemption, described below) in hand before 
departing from the general withholding rule. 

For example, the Canada-United States Income Tax Convention includes various 
provisions that reduce or eliminate the Canadian ITA withholding requirement, including a 
special exemption for U.S. charities to the extent their income is exempt from tax in the 
U.S. (i.e., an exempt religious, scientific, literary, educational, or charitable organization).34 
Though the U.S. charity may ultimately not pay Canadian tax under this provision, CRA 
still obliges the Canadian charity to withhold and remit the tax to CRA at the prescribed 
rate, unless the U.S. resident (i.e., the U.S. charity) provides the Canadian charity with a 
waiver from CRA. Even if a payer does not have to withhold tax from a non-resident in 
reliance on a waiver, the T4A-NR return must still be completed and filed. As an alternative 
to the waiver, U.S. charities can opt to make an application for a Certificate of Exemption 
from CRA.35 In the case of tax payable by a U.S. individual for independent personal 
services, the withholding tax can be reduced to 10 percent on the first CDN $5,000 or less 
paid to a U.S. individual. 

PAYMENTS TO NON-RESIDENT EMPLOYEES FOR SERVICES 

As discussed above, a non-resident employed in Canada is generally subject to Canadian 
income tax on Canadian income. The above discussion applies to payments made to non-
residents other than employeeswho render services in Canada. If a charity makes 
payments to non-resident employees for employment services in Canada, they are subject 
to tax deductions in the same way as Canadian residents.36 However, a tax treaty between 
Canada and the country of residence of the non-resident employee may provide relief. For 
example, under the Canada-US tax convention, a non-resident U.S. individual employed 
in Canada is not subject to income tax in Canada if the individual’s remuneration from 
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such employment does not exceed CAN $10,000.37 If eligible, the employee should apply 
for a waiver from CRA.38 

 
1 ITA s. 153(1)(g). See also IC75-6R2, Required Withholding from Amounts Paid to Non-
Residents Providing Services in Canada, available at http://www.cra-
arc.gc.ca/E/pub/tp/ic75-6r2/ic75-6r2-e.pdfand IC77-16R4, Non-Resident Income Tax 
available at http://www.cra-arc.gc.ca/E/pub/tp/ic77-16r4/ic77-16r4-e.html. 
2 See CRA Income Tax Folio S5-F1-C1, “Determining an Individual’s Residence Status,” 
online: http://www.cra-arc.gc.ca/tx/tchncl/ncmtx/fls/s5/f1/s5-f1-c1-eng.html. 
3 IC75-6R2, supra note 1 at para. 32. See also CRA Technical Interpretation, Document 
No. 2010-0382921E5 (14 April 2011). 
4 The charity would be responsible to not only withhold and remit Part XIII tax on those 
amounts, but to report the income and withholding tax on an NR4 information return (this 
also applies to payments to a non-resident for acting services in a film or video 
production). For more information, see CRA’s Guide T4061, NR4 - Non-Resident Tax 
Withholding, Remitting and Reporting, online: http://www.cra-arc.gc.ca/E/pub/tg/t4061/. 
5 For a discussion of a charity’s obligations in making payments to employees who are 
not residents, see “Payments to Non-Resident Employees for Services” at the end of this 
chapter. 
6 ITA Regulation 105(1). 
7 See CRA, “T4A-NR,” online: http://www.cra-arc.gc.ca/tx/bsnss/tpcs/pyrll/rtrns/t4a-nr/. 
8 For more information, see Chapter 21: Residency and the Income Tax Act. 
9 ITA s. 248(1) “non-resident.” 
10 ITA s. 250(1)(a). 
11 ITA s. 250(4). 
12 ITA s. 153(1)(g). 
13 ITA Regulation105(1). 
14 See the Quebec Taxation Act Regulation 1015R8. 
15 See Weyerhaeuser Company Limited v. The Queen, 2007 TCC 65 (CanLII), available 
at http://canlii.ca/t/1qdxq, which examined s.153(1)(g) and concluded that certain 
amounts (such as those paid for time spent travelling to Canada or for certain 
contractors’ disbursements) did not fall within the meaning of “fees, commissions, or 
other amounts for services” and therefore not subject to the withholding requirements. 
16 IC75-6R2, supra note 1, at para. 24. 
17 Ibid. at para. 25. 
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18 Ibid. 
19 Stora Enso Beteiligungen GmbH v. Her Majesty the Queen, 2009 TCC 282 (CanLII), 
available at http://canlii.ca/t/23rhj. 
20 See ITA Regulation 108. There are penalties for late remittances. 
21 It may be possible to obtain a waiver from the Quebec government. For more 
information, see Revenu Quebec’s interpretation bulletin ADM. 7-1, online: 
http://www2.publicationsduquebec.gouv.qc.ca/dynamicSearch/telecharge.php?type=16&
file=ADMA7T1BULB.pdf. 
22 For nil remittances of non-resident withholding tax after the account has been 
established, TeleReply is available by calling 1-866-971-4644. For more information, see 
CRA’s website, online: https://www.canada.ca/en/revenue-
agency/services/tax/businesses/topics/payroll/remitting-source-deductions/non-resident-
telereply.html. 
23 The T4A-NR form may be completed and filed online at: http://www.cra-
arc.gc.ca/E/pbg/tf/t4a-nr/and the summary here: http://www.cra-
arc.gc.ca/tx/bsnss/tpcs/pyrll/rtrns/t4a-nr/smmry/menu-eng.html. 
24 For more information, see CRA’s Guide RC4445, “T4A-NR - Payments to Non-
Residents for Services Provided in Canada,” online: http://www.cra-
arc.gc.ca/E/pub/tg/rc4445/README.html. 
25 5013-R, Income Tax and Benefit Return For Non-Residents and Deemed Residents of 
Canada, available at https://www.canada.ca/content/dam/cra-arc/formspubs/pbg/5013-
r/5013-r-18e.pdf. For additional information, see CRA Income Tax and Benefit Guide for 
Non-Residents and Deemed Residents of Canada, online: 
https://www.canada.ca/content/dam/cra-arc/formspubs/pub/5013-g/5013g-18e.pdf  
26 T2, Corporation Income Tax Return, available at http://www.cra-
arc.gc.ca/E/pbg/tf/t2/README.html. For additional information, see http://www.cra-
arc.gc.ca/tx/bsnss/tpcs/crprtns/rtrn/menu-eng.html. 
27 ITA s. 227(8). 
28 IC75-6R2, supra note 1 at paras. 56-63. 
29 For more information on the guidelines CRA applies in assessing applications for 
treaty-based waivers, see “Guidelines for Treaty-Based Waivers Involving Regulation 
105 Withholding,” online: http://www.cra-arc.gc.ca/tx/nnrsdnts/cmmn/rndr/trty_gdlns-
eng.html. 
30 For information on which tax services office to send the application, see CRA’s 
website, “Where to send completed waiver application,” online: http://www.cra-
arc.gc.ca/tx/nnrsdnts/cmmn/rndr/wvrspplctn-eng.html. 
31 The waiver application form is R105, Regulation 105 Waiver Application, available at 
http://www.cra-arc.gc.ca/E/pbg/tf/r105/README.html. 
32 T1013, Authorizing or Cancelling a Representative, available at http://www.cra-
arc.gc.ca/E/pbg/tf/t1013/README.html. 
33 See “Guidelines for Treaty-Based Waivers Involving Regulation 105 Withholding,” 
supra note 29. 
34 Article XXI. 
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35 To apply, the U.S. charity should refer to the instructions in T4016, Exempt U.S. 
Organizations under Article XXI of the Canada-United States Tax Convention. This CRA 
document also provides an extensive listing of U.S. charities already granted the 
exemption. T4016 is available at http://www.cra-arc.gc.ca/E/pub/tg/t4016/. 
36 See discussion of “Non-resident employees who perform services in Canada” in 
Chapter 5, pg. 31 of CRA’s T4001 Guide, “Employers’ Guide - Payroll Deductions and 
Remittances,” online: https://www.canada.ca/content/dam/cra-
arc/formspubs/pub/t4001/t4001-11-18e.pdf. 
37 Article XV. 
38 For more information see CRA “Treaty based waivers involving Regulation 102 
withholding,” online: http://www.cra-arc.gc.ca/tx/nnrsdnts/cmmn/rndr/wthhldng-eng.html. 
From CCCC Charities Handbook 20th Edition. Used with permission.  
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G.2 Tax Treatment of Non-Residents Who Perform Services 
in Canada 
(Canada Revenue Agency, 2009) 

Every payer, including a non-resident payer, who makes a payment to a non-resident of 
Canada for services provided in Canada must withhold and remit an amount in 
accordance with the requirements under the Canadian Income Tax Act (the Act). 

Generally, the rules for the computation of income from a business apply equally to 
residents and non-residents. Any exceptions are clearly expressed in the Act or in the 
Income Tax regulations (the Regulations). Under Part I of the Act, a non-resident is subject 
to tax on income that is attributable to services provided in Canada. 

Paragraph 153(1)(g) of the Act and subsection 105(1) of the Regulations (Regulation 105) 
are the authority to withhold tax on fees, commissions, and other amounts paid to non-
residents of Canada, other than employees, for services rendered in Canada. The rate of 
withholding is 15% of the gross amount paid. 

The remitting requirements for the Regulation 105 withholding tax are outlined under 
subsection 108(1) of the Regulations (Regulation 108). Regulation 108 requires that the 
withholding taxes are to be remitted by the 15th of the month following the month in which 
the amounts were deducted or withheld. 

The only alternative to the requirements of Regulation 108 is for the non-resident to obtain 
a waiver, or a reduction in the withholding tax. If the payer has not obtained written 
notification from the Canada Revenue Agency (CRA), the required withholding tax is 
mandatory. Failure to deduct or remit an amount under Regulation 105 may result in an 
assessment of the outstanding amount, plus interest and penalty, pursuant to section 227 
of the Act. 

All payers, resident or non-resident, must report to the CRA the payments to non-resident 
persons for services provided in Canada. 

• These payments are to be reported on a T4A-NR slip. This slip is to be completed 
and issued by the payer(s), regardless of the amount paid or the taxes withheld. 

• All T4A-NR slips must be sent to the CRA by the payer together with a  

• T4A-NR Summary, by the last day of February of the year following the year in 
which the income was paid. Give the non-resident recipient a copy of this slip by 
the same date. 

The required withholding tax is considered a payment on account of the non-resident's 
overall tax liability to Canada. It is not the CRA's intent to inconvenience non-residents 
who may not be taxable in Canada. 

Where a non-resident can adequately demonstrate that the withholding tax normally 
required is in excess of their ultimate Canadian tax liability, the CRA may reduce or waive 
the withholding tax accordingly. A waiver or reduction of the withholding requirements is 
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considered pursuant to the application of subsection 153(1.1) of the Act, "undue hardship." 
The onus is on the non-resident to demonstrate to the CRA that a waiver or a reduction of 
the amount required to be withheld is justified. This may be based on the application of 
the treaty of their country of residence or through an estimated income and expense 
statement. 

See Guidelines for Treaty Based Waivers Involving Regulation 105 Withholding for more 
information. 

The goals of the guidelines are to ensure that administrative relief is applied fairly  

and equitably; to provide adequate protection to the fisc while not imposing an undue 
administrative burden upon non-residents performing services in Canada, or upon 
Canadian payors; and to streamline the withholding tax and waiver processes (for 
example, eliminating unnecessary withholding). 

For information about the withholding, remitting, and reporting responsibilities relating to 
non-residents who provide services in Canada, contact your Tax services offices. 
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G.3 Non-residents Rendering Services in Canada 
(Canada Revenue Agency, 2018) 

Who is taxable? 

If you are a non-resident who renders services in Canada, you may have to pay tax on 
the income you earn in Canada. You should know your rights, entitlements, and 
obligations concerning this income. 

Withholding and reporting requirements 

Any person, whether a resident of Canada or not, who pays a non-resident for services 
rendered in Canada has to withhold a portion of the gross payments and remit this amount 
to the Receiver General for Canada. He or she also has to provide an information slip for 
this amount to the person who renders the service and to the Canada Revenue Agency 
(CRA). 

• For more information on making payments to non-residents who render services 
other than employment services in Canada, see RC4445, T4A-NR - Payments to 
Non-Residents for Services Provided in Canada. 

• For information on making payments to non-residents who provide employment 
services in Canada, see the T4001, Employers' Guide - Payroll Deductions and 
Remittances. 

If you are a non-resident who receives income for services rendered in Canada, you may 
have to report this income by filing a Canadian income tax return with the CRA to 
determine your final Canadian tax liability. 

Exceptions to withholding 

If you believe that your final Canadian tax liability will be less than the amount withheld, 
you can ask the CRA to reduce or waive the withholding accordingly. A request for a 
reduction or waiver from withholding should normally be filed 30 days before the services 
are to begin in Canada, or 30 days before the first payment is due for these services. 

If you are qualifying non-resident employee working in Canada for a qualifying non-
resident employer, your employer will not be required to withhold and remit any amount 
of tax to the CRA from your pay. 

For more information on rendering services in Canada, see Rendering services in Canada. 

Registering with the CRA 

Non-residents who carry on business in Canada may need a Business Number to identify 
their business with the CRA. For more information, see Business Number registration. 

Other services 

If you are providing services within the film or television industry, see the section called 
Film and Media Tax Credits. 
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Section H: Goods and Services Tax 
(Belovska, Charities Handbook 20th Edition, 2016) © Canadian Centre for Christian 
Charities, www.cccc.org Not to be Used or Further Reproduced Without Permission. 
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H.1 General Information 
A tax, called the Goods and Services Tax (GST), is imposed on goods and services 
consumed in Canada in most provinces and territories, except New Brunswick, 
Newfoundland and Labrador, Nova Scotia, Ontario, and Prince Edward Island, where this 
consumption tax is called the Harmonized Sales Tax (HST). Note that while reference is 
primarily made to GST in this chapter, the HST will generally apply if the GST applies. 

The general rule is that supplies of goods and services made by charities are generally 
exempt. However, a list of exceptions to this general exemption for charities exists. This 
means that if a charity provides an item that is included in the list of exceptions to the 
exemption, that item will be subject to GST. The supplies charities make that the general 
exemption does not cover are typically those which are considered to be in direct 
competition with supplies taxable suppliers make. To better understand how GST applies 
to charities, the general rules are first explained, followed by the special rules for charities. 
Note that the definition of charity for GST purposes is narrower than the Income Tax 
Act(ITA) definition. 

GST/HST RATES  

The following table reflects the GST/HST rates for each province and territory.  

Province After Oct. 
1, 2016 

The HST Breakdown 

Alberta 5% - The HST rate of 13% includes the 5% federal part and 8% 
provincial part (ON). 

- The HST rate of 15% includes the 5% federal part and the 
10% provincial part (NB, NL, NS, and PEI). 

- The HST rate of 15% was implemented New Brunswick as 
of July 1, 2016. From January 1, 2016 to June 30, 2016 the 
HST rate in New Brunswick was 13%. 
http://www2.gnb.ca/content/gnb/en/departments/finance/taxes
/hst.html  

- The HST rate of 15% was implemented in Newfoundland 
and Labrador as of July 1, 2016. From January 1, 2016 to 
June 30, 2016 the HST rate in Newfoundland and Labrador 
was 13%. 
http://www.fin.gov.nl.ca/fin/tax_programs_incentives/personal/
hst.html  

- The HST rate of 14% in Prince Edward Island was changed 
to 15% as of October 1, 2016 and is comprised of a 5% 
federal portion and a 10% provincial portion. January 1, 2016 
to September 30, 2016 the HST rate in Prince Edward Island 

British 
Columbia 

5% 

Manitoba 5% 

Northwest 
Territories 

5% 

Saskatche
wan 

5% 

Yukon 5% 
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was 14%. http://www.cra-arc.gc.ca/tx/bsnss/tpcs/gst-tps/rts-
eng.html 

As reflected in the above table, the GST/HST rates have undergone several changes in 
recent history. The discussion in this chapter assumes 5%, 13%, 14%, and 15% rates 
(which are the only rates in effect at the time of publication), but depending on the period 
in question, a different rate may apply. Charities should note that the formulas referred 
to throughout this chapter may need to be modified to incorporate the appropriate 
rate in effect for the claim period in question.  

The rules related to HST/GST are modified regularly. Charities should read this chapter in 
conjunction with the most recent versions of CRA’s relevant guides, particularly Guide 
RC4082 - GST/HST Information for Charities and Guide RC4034 - GST/HST Public 
Service Bodies’ Rebate. This chapter is intended to provide a general overview of the 
GST/HST regime, but the rules can be complex, and in cases where application of the 
general rules discussed below are unclear, professional assistance is recommended. 

DEFINITION OF CHARITY FOR GST PURPOSES  

A charity for GST purposes is a registered charity or registered Canadian amateur athletic 
association as defined in the ITA, excluding registered charities that the GST/HST 
legislation, the Excise Tax Act (i.e., ETA), classifies as public institutions. Public 
institutions include registered charities that are 

 a school authority - an organization that operates an elementary or secondary 
school that gives instruction that meets the standards for educational instruction 
established by the province in which the organization operates;  

 a public college - an organization that provides post-secondary, vocational, 
technical, or general education funded by a government or municipality;  

 a university - a recognized degree-granting institution or an organization that 
operates a college affiliated with, or a research body of, such an institution;  

 a hospital authority - an organization which operates a public hospital designated 
by the Minister of National Revenue as a hospital authority for GST purposes; and 

 a local authority - an authority designated by the Minister of National Revenue to 
be a municipality for GST purposes.  

Note that if a registered charity falls within one of the above categories, it is treated as a 
“public institution,” not a “charity” for GST purposes. The treatment of public institutions 
under the GST legislation is the same or similar to that of charities in many, but not all, 
instances. This chapter, however, deals only with the treatment of charities, as defined by 
the GST legislation. Charities that qualify as “public institutions” should also consult CRA’s 
GST/HST Info Sheet GI-068, Basic GST/HST Guidelines for Public Institutions.  

The following chart is provided as a general guide to assist charities in understanding how 
the GST/HST regime applies to them. 

General GST/HST Principles 
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Any person engaged in a commercial activity must generally register and collect the 
GST/HST on taxable supplies. Understanding the definition of “supply” is key to 
comprehending the GST. In many instances, “supply” will be synonymous with sale. It also 
includes any transfer, lease, or disposition of property, any rendering of a service, and any 
agreement to provide any property or service. 

A commercial activity under GST is broader than the business test used for income tax 
purposes. Governments, charities, and non-profit organizations that make supplies for 
other than profit are required to collect and remit GST for some of their activities. Non-
residents must also collect GST if they “carry on business” in Canada or supply admissions 
to a place of amusement, a seminar, an activity, or an event in Canada. 
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H.2 Categories of Supplies Under GST 
The provision of a good or service is generally referred to as a supply. If the supply is 
subject to GST, it is referred to as a taxable supply. If the supply is exempt from GST, it is 
referred to as an exempt supply. ITCs are available to suppliers of taxable and zero rated 
supplies, but not on exempt supplies. 

The following categories of supplies under GST legislation and the variations in their 
treatment will be discussed in this section: 

 supplies taxable at a zero rate (“zero-rated”) 

 exempt supplies 

 supplies taxable at the 5, 13, 14, or 15 percent rate 

 taxable supplies that can be treated as if they are not taxable (because of the small 
supplier rule and rules for supplies made for free or at cost) 

 combined supplies made up of both an exempt supply and a taxable supply 

Zero-Rated Supplies 

Zero-rated supplies include exports, basic groceries, certain agricultural and fishing 
supplies, prescription drugs, and medical devices. 

Exempt Supplies 

The GST system treats numerous supplies of goods and services as exempt, regardless 
of the person supplying them. These rules are distinct from the general rule that all 
supplies of goods and services by registered charities are exempt (except for the 
specifically listed supplies the general exemption does not cover, which are discussed in 
the taxable supplies section below). 

Supplies that are exempt regardless of who makes them are as follows: 

 the resale and rental of residential property 

 most financial intermediation services, including loans, deposits, mortgages, life 
insurance, property and casualty insurance, and services performed by investment 
dealers, insurance agents, and mortgage brokers 

 most health care services, including services rendered by hospitals, physicians, 
dentists, and other health care professionals; nursing home care and adult 
residential care services as defined in the Canada Health Act and Regulations 

 most educational services 

 child care services primarily to children 14 years or under for less than 24 hours a 
day 

 legal aid services performed under a legal aid plan administered by or for a 
province 
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H.3 When Registration for GST Is Required 
If a charity provides taxable supplies but does not qualify for an exemption under any 
rules, such as the small supplier rule, the charity must register before collecting the GST. 
The required form is RC1A, Business Number (BN) - GST/HST Account Information. CRA 
will assign a registration number to the charity, consisting of the charity’s business number 
with an RT extension. For example, a charity that has filed an election to have its branches 
or divisions treated as separate for small supplier status will be required to register if one 
or more of its branches or divisions makes taxable supplies in the four preceding calendar 
quarters in excess of $50,000 and the charity’s gross revenue for each of the two 
immediately preceding fiscal years exceeds $250,000. Such a charity would only be 
required to collect and remit GST for those branches or divisions that made taxable 
supplies in excess of $50,000. 

A charity that carries on activities through chapters, branches, divisions, or locals and is a 
registrant may file an election58 to submit a separate return for each part of the 
organization that made taxable supplies in excess of $50,000 annually, unless electing to 
pay GST on all taxable supplies. If the charity elects to do this, the separate chapters, 
branches, divisions, or locals must file separate applications for rebates with personalized 
Form GST284 (or non-personalized Form GST66, if no prior claim has been made).  

Charities and Remitting Collected GST 

Charities registered for GST purposes must collect and remit the GST they collect on their 
taxable supplies. Such charities, in addition to the public service body GST rebates all 
charities can apply for regardless of whether they are registered for GST purposes, are 
eligible for credit by way of ITCs and/or the simplified method for GST paid on goods and 
services used to create taxable supplies. 

It should be noted that provinces that participate in the HST regime provide a “point-of-
sale” rebate on the provincial portion of the HST payable on certain qualifying items. This 
means that charities in those provinces only collect the 5% federal portion of the HST 
payable on the sale of those specific items if they are taxable supplies (i.e., fall within an 
exception to the general exemption for charities). These items include books, children’s 
items, and qualifying food and beverage, depending on the province.  

Input Tax Credits (ITCs) 

Registrants under the GST tax system generally remit the tax collected, less the ITCs that 
the registrant is entitled to recover for GST paid on purchases and other costs incurred in 
making the taxable supplies. However, there is a different tax calculation method for 
charities that are registrants. This is a simplified method that makes it unnecessary to 
allocate the GST included in the supplier’s cost between those related to taxable supplies 
and those related to exempt supplies. Generally, charities which are GST registrants must 
use the simplified method to determine how much of the GST collected must be remitted.61 
A charity, however, may elect not to use the simplified method if 

 it makes supplies outside of Canada in the ordinary course of its business; 
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 it makes zero-rated supplies in the ordinary course of business; or 

 all or substantially all of its supplies are taxable.  

GST Registrants and Reporting Periods 

A charity which is a GST registrant must file a return for each reporting period. The charity 
also must file a claim for rebates.  

A charity GST registrant may adopt its fiscal year, fiscal quarters, or months as its reporting 
periods. A charity’s GST fiscal year may be the same as its fiscal year or the calendar 
year if it so elects.72 This reporting period applies for tax remittances (net of any ITCs) and 
rebates. A charity which adopts a fiscal year reporting period will have to make quarterly 
installments if its installment base is $3,000 or more.  

The installment base is the lesser of 

 the estimated GST collectable, less estimated ITCs and rebates for the current 
fiscal year; and 

 the GST collectable less ITCs or rebates (net GST payable) in all reporting periods 
that ended in the 12 months immediately preceding the current reporting period. If 
this period is less than 365 days, the net GST payable is grossed up to the 
equivalent annual period. 

Each installment amount is one quarter of the installment base, payable one month from 
the last day of fiscal quarter. Penalties and interest are charged for late or deficient 
installments. A registrant that elects annual reporting must file its return within three 
months of the registrant’s fiscal year. Any GST due in excess of installments paid must be 
remitted at that time. If a registrant’s reporting period is quarterly or monthly, a return for 
the reporting period is due one month after the end of the reporting period. 

Charities which are not registrants are entitled to file rebate claims two times a year to 
recover GST that is paid or has become due for the first six months of your fiscal period 
and the last six months of your fiscal period. The claim may be made at any time after 
these periods and must be made within four years of the end of each period. The return 
which a non-registrant charity files to claim these rebates is Form GST284 (being a 
personalized form of Form GST66) or Form GST66 if no prior claim has been made.  
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Section I: CBWC Forms & Letters  
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I.1 Mistakes Made on TRFs   
1. Not understanding that Sharing Way is the same as the Baptist World Relief 

2. Confusing CBM and BWR projects 

3. The name of the pastor is not included in the pension section. 

4. The Women’s contribution is not clearly indicated in the “Budget Section.” 

5. The Loan Payment is not marked as to Loan 1 or Loan 2. 

6. TRF & Cheque do not equal. 

7. Unidentified entry 

8. Near year end - make sure of year 

9. Confusion between Western Canada Missions - CBM - CBWC Budget 
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I.2 Treasurer’s Remittance Form  
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I.3 Report of Church Treasurer 
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REPORT OF THE CHURCH TREASURER 
January 1 to December 31, 2022

If the church has more than 3 pastors, please copy this page as necessary to record personnel information for all pastors. 

__________________________________________________________________________________ Name of Church 

Treasurer (2023) __________________________________________________________________________________ 

Treasurer’s Email __________________________________________________________________________________ 

Treasurer’s Phone __________________________________________________________________________________ 

PERSONNEL INFORMATION 

Pastor’s Name 

a. 2022 Base Salary & Housing

b. Car Allowance

c. Books, Sabbatical Leave, etc.

Is manse provided?   ______ yes  ______ no If yes, state utilities provided: 

Reimbursement Rate for Car Travel: 2022 Grants from CBWC:

LOCAL MINISTRY 
1. Amount paid to Pastor(s)  (a + b + c) $_________________ 

2. Church Pastoral costs (Pension, UIC, CPP, Health, LTD, etc.) $_________________ 

3. Property Maintenance expenses (Utilities, Custodian, Taxes, Insurance, etc.) $_________________ 

4. Other local church costs $_________________ 

Sub-total Church General Expense (1-4) $_________________ 

5. Expenditures of Sunday School/Christian Education*  $_________________ 

6. Expenditures of Youth* $_________________ 

Sub-total CE/Youth (5 & 6) $_________________ 

7. Expenditures of Baptist Women (local)* $_________________ 

8. Other Group expenditures* $_________________ 

9. Capital expenditures on Land & Building: Loans & Interest $_________________ 

Purchase Cost $_________________ 

Sub-total of all Local Ministry Expenditures (1-9)  $_________________ 

DENOMINATIONAL AND OTHER MINISTRIES *Include these amounts so that your church can be credited for all the work done by its membership.



10. Contributions to CBWC BUDGET (including Women in Focus) $_________________ 

11. OTHER DENOMINATIONAL MINISTRY

a. CBM Designated $_________________ 

b. CBM Undesignated $_________________ 

c. Baptist World Relief (Sharing Way) $_________________ 

d. Project Canada/White Gift $_________________ 

e. Church Health & Planting & Renewal $_________________ 

f. Area Camps $_________________ 

g. Carey Theological College $_________________ 

h. French Baptist Union $_________________ 

i. Minister’s Benevolent Fund $_________________ 

j. Other $_________________ 

k. Other $_________________ 

Sub-total Other Denominational Ministry $_________________ 

12. Non-Baptist Ministries (please list)

$ 

$ 

$ 

$ 

Sub-total Non-Baptist Ministries  $_________________ 

13. Total Mission Expenditures (10 + 11 +12) $_________________ 

14. Total Local Expenditures (1 - 9) $_________________ 

15. Grand Total (13 & 14)* $_________________ 

*This total (15) should agree with the Grand Total of all expenditures as shown in your Annual Financial Statements.

PLEASE ENCLOSE A COPY OF YOUR ANNUAL FINANCIAL STATEMENTS WITH THIS REPORT. 

It would be helpful if you could send your report as an attachment in an e-mail to jwang@cbwc.ca,
or please mail your report out by June 01, 2022 to: 

CANADIAN BAPTISTS OF WESTERN CANADA, 201, 221 - 10 AVE SE, CALGARY, AB T2G 0V9. 
The information supplied on this form is of great importance to the CBWC. If you find it absolutely impossible to meet this 

deadline please do not discard this form. We still need your report and want you to send it at your earliest opportunity.



Section J: CRA Requirements  
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J.1 T3010 Registered Charity Information Return 
Every year each charity is required to complete and file Form T3010, Registered Charity 
Information Return, within six months of the fiscal year end of the charity. No extensions 
are given. Failure to file the T3010 on time is cause for the charity to be de-registered and 
subject to a $500 penalty as a re-registration fee. Re-registration is not guaranteed. The 
T3010 is generally used to confirm compliance with the provisions of the Income Tax Act. 

Canada Revenue Agency (CRA) has produced guide T4033, Completing the Registered 
Charity Information Return, to assist charities in completing the T3010. The guide is 
intended to comment on issues frequently raised by charities in preparing the T3010. 

Portions of the completed T3010 for each charity are available on CRA's website for 
inspection by the public. If the registration of a charity is revoked, the notification provided 
by CRA establishing the reasons for revocation will also be provided to the public. 

Starting in June 2019, registered charities and their representatives will be able to 
complete and file Form T3010, Registered Charity Information Return online through 
CRA's My Business Account. 
  

CBWC Church Treasurer's Manual July 2023 Page 349



T3010 E (23) Version A (Ce formulaire est disponible en français.) Page 1 of 9

Registered Charity Information Return

Protected B when completed

Section A: Identification

• To help you fill out this form, refer to Guide T4033, Completing the Registered Charity Information Return. It can be found at canada.ca/cra-forms.

Note: Even if a charity is inactive, an information return must be filed to maintain its registered status.

Complete the following:

1. Charity name:

2. Return for fiscal period ending: 

           Year             Month      Day

3. BN/registration number:

R R

4. Web address (if applicable):

A1 1510Was the charity in a subordinate position to a head body? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

If yes, give the name and BN/registration number of the organization.

Name BN (9 digits, 2 letters, 4 digits. Example: 123456789RR0001)

A2 1570Has the charity wound-up, dissolved, or terminated operations? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Yes No

A3 1600Is the charity designated as a public foundation or private foundation? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Yes No

If yes, you must complete Schedule 1, Foundations. To confirm the charity’s designation, go to canada.ca/charities-list and refer to the charity’s 
detail page.

Section B: Directors/trustees and like officials

B1 All charities must complete Form T1235, Directors/Trustees and Like Officials Worksheet. Only the public information section of the worksheet is 
available to the public. 
 
For charities subject to the Ontario Corporations Act. 
As of May 15, 2021, the Canada Revenue Agency no longer collects this information on behalf of the Ontario Ministry of Government and Consumer 
Services. For more information on filing an Ontario annual information return, visit ontario.ca/businessregistry.

Note: If you would like these individuals to have the authority to communicate with the CRA on behalf of your charity, their name must also appear as an owner 
for your Business Number (BN). For more information, go to canada.ca/charities-giving, select "Operating a registered charity," then "Making a change to your 
organization" and see "Change director."

Section C: Programs and general information

C1 1800Was the charity active during the fiscal period? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No
If no, explain why in the "Ongoing programs" space below at C2.

C2 Describe all ongoing and new charitable programs the charity carried on during this fiscal period to further its purpose(s) (as defined in its governing 
documents). "Programs" includes all of the charitable activities that the charity carries out on its own through employees or volunteers as well as through 
qualified donees and intermediaries. The charity may also use this space to describe the contributions of its volunteers in carrying out its activities, for 
example, number of volunteers and/or hours. Do not include the names of employees or volunteers. Grant-making charities should describe the types of 
organizations they support. Do not describe fundraising activities in this space. 

Do not attach additional sheets of paper or annual reports.

Ongoing programs

New programs



Protected B when completed

T3010 E (23) Version A Page 2 of 9

Registered charities may make gifts to qualified donees. Qualified donees are other registered Canadian charities, as well as certain other 
organizations described in the Income Tax Act.

C3 2000Did the charity make gifts or transfer funds to qualified donees or other organizations?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

Important: If yes, you must complete Form T1236, Qualified donees worksheet/Amounts provided to other organizations.

C4

2100

Did the charity carry on, fund, or provide any resources through employees, volunteers, agents, joint ventures, 
contractors, or any other individuals, intermediaries, entities, or means (other than qualified donees) for any activity/
program/project outside Canada? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

Important: If yes, you must complete Schedule 2, Activities outside Canada.

C5 Public policy dialogue and development activities

This question has been removed.

C6 If the charity carried on fundraising activities or engaged third parties to carry on fundraising activities on its behalf, select all fundraising methods that it 
used during the fiscal period:

2500 Advertisements/print/radio/
TV commercials

2510 Auctions

2530 Collection plate/boxes

2540 Door-to-door solicitation

2550 Draws/lotteries

2560 Fundraising dinners/galas/concerts

2570 Sales

2575 Internet

2580 Mail campaigns

2590 Planned-giving programs  

2600 Targeted corporate 
donations/sponsorships

2610 Targeted contacts

2620 Telephone/TV solicitations 

2630 Tournament/sporting events

2640 Cause-related marketing

2650 Other

2660 Specify:

C7 2700Did the charity pay external fundraisers? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

If yes, you must complete the following lines, and complete Schedule 4, Confidential data, Table 1.
5450(a) Enter the gross revenue collected by the fundraisers on behalf of the charity. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5460(b) Enter the amounts paid to and/or retained by the fundraisers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

(c) Select the method of payment to the fundraiser:

2730 Commissions

2740 Bonuses

2750 Finder's fee

2760 Set fee for services

2770 Honoraria

2780 Other

2790 Specify:

2800(d) Did the fundraiser issue tax receipts on behalf of the charity? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

C8
3200

Did the charity compensate any of its directors/trustees or like officials or persons not at arm's length from the 
charity for services provided during the fiscal period (other than reimbursement for expenses)?.. . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

C9 3400Did the charity incur any expenses for compensation of employees during the fiscal period? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

Important: If yes, you must complete Schedule 3, Compensation.

C10
3900Did the charity receive any donations or gifts of any kind valued at $10,000 or more from any donor that 

was not resident in Canada and was not any of the following: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

• a Canadian citizen, nor

• employed in Canada, nor

• carrying on a business in Canada, nor

• a person having disposed of taxable Canadian property?

Important: If yes, you must complete Schedule 4, Confidential data, Table 2, for each donation of $10,000 or more.

C11 4000Did the charity receive any non-cash gifts for which it issued tax receipts?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

Important: If yes, you must complete Schedule 5, Non-cash gifts.

C12 5800Did the charity acquire a non-qualifying security? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

C13 5810Did the charity allow any of its donors to use any of its property? (except for permissible uses) . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

C14 5820Did the charity issue any of its tax receipts for donations on behalf of another organization? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

C15 5830Did the charity have direct partnership holdings at any time during the fiscal period?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No
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C16 Registered charities may make qualifying disbursements by way of grants to non-qualified donees (grantees) 
as described in the Income Tax Act.

5840
Did the charity make qualifying disbursements by way of grants to non-qualified donees (grantees) in 
the fiscal period? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

If yes, you must complete lines 5841, 5842 and 5843.

5841Did the charity make grants to any grantees totalling more than $5,000 in the fiscal period? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

If yes, you must complete Form T1441, Qualifying Disbursements: Grants to Non-Qualified Donees (Grantees).
5842Enter the number of grantees that received grants totalling $5,000 or less in the fiscal period.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

5843Enter the total amount paid to grantees that received grants totalling $5,000 or less in the fiscal period .. . . . . . . . . . . . . . . . . . $

Section D: Financial information

Fill out either Section D or Schedule 6, Detailed financial information.

If any of the following applies to the charity, complete Schedule 6 instead of Section D:
(a) The charity's revenue exceeds $100,000.

(b) The amount of all property (for example, investments, rental properties) not used in charitable activities was more than $25,000.

(c) The charity had permission to accumulate funds during this fiscal period.

Show all amounts to the nearest single Canadian dollar. Do not enter "See attached financial statements." All relevant fields must be filled out.

D1 4020Was the financial information reported below prepared on an accrual or cash basis? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Accrual Cash

D2 Summary of financial position:

Using the charity's own financial statements, enter the following:
4050Did the charity own land and/or buildings? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

4200Total assets (including land and buildings) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4350Total liabilities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4400Did the charity borrow from, loan to, or invest assets with any non-arm's length persons? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

D3 Revenue:
4490Did the charity issue tax receipts for gifts? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

4500If yes, enter the total eligible amount of all gifts for which the charity has issued or will issue tax receipts . . . . . . . . . . . . . . . . . $

4505Total amount of 10 year gifts received.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4510Total amount received from other registered charities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4530
Total other gifts received for which a tax receipt was not issued by the charity 
(excluding amounts at lines 4575 and 4630). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4565Did the charity receive any revenue from any level of government in Canada? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

4570If yes, total amount received.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4571
Total tax-receipted revenue from all sources outside of Canada 
(government and non-government) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4575Total non tax-receipted revenue from all sources outside of Canada (government and non-government) . . . . . . . . . . . . . . . . . $

4630Total non tax-receipted revenue from fundraising .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4640Total revenue from sale of goods and services (except to any level of government in Canada) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4650Other revenue not already included in the amounts above .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4700Total revenue (add lines 4500, 4510 to 4570, and 4575 to 4650) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

D4 Expenditures:
4860Professional and consulting fees .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4810Travel and vehicle expenses.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4920All other expenditures not already included in the amounts above (excluding qualifying disbursements) . . . . . . . . . . . . . . . . . . . $

4950Total expenditures (excluding qualifying disbursements) (add lines 4860, 4810, and 4920). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

Of the amount at line 4950:
5000(a) Total expenditures on charitable activities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5010(b) Total expenditures on management and administration .. . . . . . . . . . . . . . . . . . . . . . . . $

5045Total grants made to non-qualified donees (grantees). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5050Total amount of gifts made to all qualified donees .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5100Total expenditures (add lines 4950, 5045, and 5050). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $
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Section E: Certification 

This return must be signed by a person who has authority to sign on behalf of the charity. It is a serious offence under the Income Tax Act to provide false 
or deceptive information.
I certify that the information given on this annual return and any attachment is, to the best of my knowledge, correct, complete, and current.

Name (print) Signature

Position in charity Date Phone number

Section F: Confidential data

F1 Enter the physical address of the charity and the address in Canada for the charity's books and records. Post office box numbers and rural routes 
are not sufficient.

Physical address of the charity Address for the charity's books and records

Complete street address

City

Province or territory and postal code

F2 Name and address of individual who completed this return.

Name

Company name (if applicable)

Complete street address

City, province or territory, and postal code

Phone number
Is this the same individual who certified in Section E above? Yes No

Privacy statement

Personal information is collected under the authority of the Income Tax Act and is used to establish and validate the identity and contact information of directors, 
trustees, officers, like officials, and authorized representatives of the organization. This information will also be used as a basis for the indirect collection of additional 
personal information from other internal and external sources, which includes personal tax information, and relevant financial and biographical information. Personal 
information will be used to assess the risk of registration with respect to the obligations and requirements as outlined in the Act and the common law. The social 
insurance number (SIN) is collected under subsection 237 of the Act and is used for identification purposes. 

The Canada Revenue Agency (CRA) will make the information on this annual information return available to the public on the Charities Directorate website, except for 
information identified as confidential. Personal information may also be disclosed under information-sharing agreements and in accordance with section 241 of the Act. 
Incomplete or inaccurate information may result in compliance measures including revocation of registered status. 

Personal information is described in personal information bank CRA PPU 200 and is protected under the Privacy Act. Individuals have a right of protection, access to 
and correction or notation of their personal information. You are entitled to complain to the Privacy Commissioner of Canada regarding our handling of your information. 

Notification to directors and like officials: The CRA strongly encourages the organization to voluntarily inform its directors and like officials that it has collected and 
disclosed their personal information to the CRA.

I confirm that I have read the Privacy statement above.

Checklist

A charity's complete annual information return includes:

• Form T3010, Registered Charity Information Return, and all applicable schedules

• a copy of the charity's financial statements

• Form T1235, Directors/Trustees and Like Officials Worksheet

• Form T1236, Qualified donees worksheet/Amounts provided to other organizations (if applicable)

• Form T2081, Excess Corporate Holdings Worksheet for Private Foundations (if applicable)

• Form T1441, Qualifying Disbursements: Grants to Non-Qualified Donees (Grantees) (if applicable)

If financial statements are not included, the charity's registration may be revoked.
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Foundations                                                                                                 Schedule 1

1 100Did the foundation acquire control of a corporation?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

2
110

Did the foundation incur any debts other than for current operating expenses, purchasing or selling investments, 
or in administering charitable activities?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

For private foundations only:

3 120Did the foundation hold any shares, rights to acquire shares, or debts owing to it that meet the definition of a 
non- qualified investment?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

4 130Did the foundation own more than 2% of any class of shares of a corporation at any time during the fiscal period? .. . . . . Yes No

If yes, you must complete and attach Form T2081, Excess Corporate Holdings Worksheet for Private Foundations.

Activities outside Canada                                                                                   Schedule 2

Important: If you complete this section, you must answer yes to question C4.

For more information, go to canada.ca/charities-giving and see Guidance CG-002, Canadian registered charities carrying on activities outside Canada.

1 200Total expenditures on activities/programs/projects carried on outside Canada, excluding gifts to qualified donees .. . . . . . $

2

210

Were any of the charity’s financial resources spent on programs outside of Canada under any kind of an 
arrangement including a contract, agency agreement, or joint venture to any other individual or organization 
(excluding qualifying disbursements)?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

If yes, provide details of the amount reported in question 1 on line 200, that the charity transferred to these individuals or organizations in the following table:

Name of individual/organization
Country code where the 

activities were carried out 
(see list at the end of Schedule 2)

Amount ($) 
Show amounts to the nearest 

Canadian dollar

Important: If you entered information in the table above, you must answer yes in line 210.

3 Using the table below, enter the countries outside Canada where the charity itself carried on programs or devoted any of its resources.

4 220Were any projects undertaken outside Canada funded by Global Affairs Canada?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Yes No

230If yes, what was the total amount the charity spent under this arrangement? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5 240Were any of the charity's activities outside of Canada carried out by employees of the charity?.. . . . . . . . . . . . . . . . . . . . . . . . . . . .  Yes No

6 250Were any of the charity's activities outside of Canada carried out by volunteers of the charity? .. . . . . . . . . . . . . . . . . . . . . . . . . . . .   Yes No

7 260Did the charity export goods as part of its charitable activities? .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   Yes No

If yes, list the items exported, their destination, the country code, and their value.

Item exported Destination (city/region) Country code Value (CAN $)
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Country codes

AF-Afghanistan
AL-Albania
DZ-Algeria
AO-Angola
AR-Argentina
AM-Armenia
AZ-Azerbaijan
BD-Bangladesh
BY-Belarus
BT-Bhutan
BO-Bolivia
BA-Bosnia and Herzegovina
BW-Botswana
BR-Brazil
BN-Brunei Darussalam
BG-Bulgaria
BI-Burundi
KH-Cambodia
CM-Cameroon
CF-Central African Republic
TD-Chad
CL-Chile
CN-China
CO-Colombia
KM-Comoros
CD-Democratic Republic of Congo
CG-Republic of Congo
CR-Costa Rica
CI-Côte d’Ivoire
HR-Croatia

CU-Cuba
CY-Cyprus
DK-Denmark
DO-Dominican Republic
EC-Ecuador
EG-Egypt
SV-El Salvador
ET-Ethiopia
FR-France
GA-Gabon
GM-Gambia
GE-Georgia
DE-Germany
GH-Ghana
GT-Guatemala
GY-Guyana
HT-Haiti
HN-Honduras
IN-India
ID-Indonesia
IR-Iran
IQ-Iraq
IL-Israel
PS-Israeli Occupied Territories
IT-Italy
JM-Jamaica
JP-Japan
JO-Jordan
KZ-Kazakhstan
KE-Kenya

KP-North Korea
KR-South Korea
KW-Kuwait
KG-Kyrgyzstan
LA-Laos
LB-Lebanon
LR-Liberia
MK-Macedonia
MG-Madagascar
MY-Malaysia
ML-Mali
MU-Mauritius
MX-Mexico
MN-Mongolia
ME-Montenegro
MZ-Mozambique
MM-Myanmar (Burma)
NA-Namibia
NL-Netherlands
NI-Nicaragua
NE-Niger
NG-Nigeria
OM-Oman
PK-Pakistan
PA-Panama
PE-Peru
PH-Philippines
PL-Poland
QA-Qatar
RE-Réunion

RO-Romania
RU-Russia
RW-Rwanda
SA-Saudi Arabia
RS-Serbia
SL-Sierra Leone
SG-Singapore
SO-Somalia
ES-Spain
LK-Sri Lanka
SD-Sudan
SY-Syrian Arab Republic
TJ-Tajikistan
TZ-United Republic of Tanzania
TH-Thailand
TL-Timor-Leste
TR-Turkey
UG-Uganda
UA-Ukraine
GB-United Kingdom
US-United States of America
UY-Uruguay
UZ-Uzbekistan
VE-Venezuela
VN-Vietnam
YE-Yemen
ZM-Zambia
ZW-Zimbabwe

Use the following codes for countries not listed above:

QS-Other countries in Africa
QR-Other countries in Asia and Oceania
QM-Other countries in Central and South America
QP-Other countries in Europe 
QO-Other countries in the Middle East
QN-Other countries in North America
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Compensation                                                                                       Schedule 3

Important: If you complete this section, you must answer yes to question C9.

1

300

(a) Enter the number of permanent, full-time, compensated positions in the fiscal period. This number should 
represent the number of positions the charity had including both managerial positions and others, and should 
not include independent contractors. Do not enter a dollar amount. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

(b) For the ten (10) highest compensated, permanent, full-time positions enter the number of positions that are 
within each of the following annual compensation categories. Do not tick the boxes; use numbers.

305 $1 – $39,999 310 $40,000 – $79,999 315 $80,000 – $119,999

320 $120,000 – $159,999 325 $160,000 – $199,999 330 $200,000 – $249,999

335 $250,000 – $299,999 340 $300,000 – $349,999 345 $350,000 and over

2 370(a) Enter the number of part-time or part-year (for example, seasonal) employees the charity employed during 
the fiscal period. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

380(b) Total expenditure on compensation for part-time or part-year employees in the fiscal period. . . . . . . . . . . . . . . . . . . . . . . . . . . $

3 390Total expenditure on all compensation in the fiscal period. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

Confidential data                                                                                      Schedule 4

Important: If you complete this section, you must answer yes to question C10. 

The information in this schedule is for the CRA's use and may be shared as permitted by law (for example, with certain other government 
departments and agencies).

1. Information about external fundraisers
Enter the name(s) and arm's length status of each external fundraiser.

Name (confidential)
At arm's length? Yes/No 

(confidential)

2. Information about donors not resident in Canada

• a Canadian citizen, nor

• employed in Canada, nor

• carrying on business in Canada, nor

• a person having disposed of taxable Canadian property.

Complete this schedule to report any gift of any kind valued at $10,000 or more received from any donor that was not resident in Canada and was not 
any of the following:

Enter the name of each donor and the value of the gift in the table below. Select whether the donor was an organization (for example a business, corporate 
entity, charity, non-profit organization), a government or an individual.

Type of donor (confidential)

Name (confidential) Organization Government Individual Value (CAN $)

Non-cash gifts                                                                                    Schedule 5

Important: If you complete this section, you must answer yes to question C11.

1 Select all types of non-cash gifts received for which a tax receipt was issued:

500 Artwork/wine/jewellery 

505 Building materials

510 Clothing/furniture/food 

515 Vehicles

520 Cultural properties

525 Ecological properties

530 Life insurance policies

535 Medical equipment/supplies 

540 Privately-held securities

545 Machinery/equipment/
computers/software

550 Publicly traded securities/
commodities/mutual funds

555 Books 

560 Other

565 Specify:

2 580Enter the total amount of tax-receipted non-cash gifts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $
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Detailed financial information                                                                                   Schedule 6

Fill out this schedule if any of the following applies to the charity:

(a) The charity's revenue exceeded $100,000.

(b) The amount of all property (for example, investments, rental properties) not used in charitable activities was more than $25,000.

(c) The charity had permission to accumulate funds during this fiscal period.

4020Was the financial information reported below prepared on an accrual or cash basis?.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Accrual Cash

Statement of financial position

Show all amounts to the nearest single Canadian dollar. Do not enter "see attached financial statements." All relevant fields must be filled out.

Assets:
4100Cash, bank accounts, and short-term investments $

4110Amounts receivable from non-arm's length persons $

4120Amounts receivable from all others .. . . . . . . . . . . . . . . . . $

4130Investments in non-arm's length persons .. . . . . . . . . . $

4140Long-term investments .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4150Inventories .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4155Land and buildings in Canada .. . . . . . . . . . . . . . . . . . . . . . . $

4160Other capital assets in Canada .. . . . . . . . . . . . . . . . . . . . . . $

4165Capital assets outside Canada .. . . . . . . . . . . . . . . . . . . . . . $

4166Accumulated amortization of capital assets . . . . . . . . . $

4170Other assets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

418010 year gifts . . . . . . . . . $

4200Total assets (add lines 4100 to 4170) . . . . . . . . . . . . . $

Liabilities:
4300Accounts payable and accrued liabilities . . . . $

4310Deferred revenue .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4320Amounts owing to non-arm's length persons $

4330Other liabilities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4350Total liabilities (add lines 4300 to 4330). . . $

4250

Amount included in lines 4150, 4155, 
4160, 4165 and 4170 not used in 
charitable activities . . . . . . . . . . . . . . . . . . . . . . . . . . . $

Statement of operations

Revenue:
4500Total eligible amount of all gifts for which the charity has issued or will issue tax receipts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5610Total eligible amount of tax-receipted tuition fees .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4505Total amount of 10 year gifts received.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4510Total amount received from other registered charities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4530Total other gifts received for which a tax receipt was not issued by the charity (excluding amounts at lines 4575 and 4630). . . . . . . $

4540Total revenue received from federal government.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4550Total revenue received from provincial/territorial governments .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4560Total revenue received from municipal/regional governments .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4571Total tax-receipted revenue from all sources outside of Canada (government and 
non- government) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4575Total non tax-receipted revenue from all sources outside Canada (government and non-government) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4580Total interest and investment income received or earned .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4590Gross proceeds from disposition of assets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4600Net proceeds from disposition of assets (show a negative amount with brackets) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4610Gross income received from rental of land and/or buildings .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4620Total non tax-receipted revenues received for memberships, dues and association fees .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4630Total non tax-receipted revenue from fundraising .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4640Total revenue from sale of goods and services (except to any level of government in Canada) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4650Other revenue not already included in the amounts above.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4655Specify type(s) of revenue included in the amount reported at 4650
4700Total revenue (add lines 4500, 4510 to 4560, 4575, 4580, and 4600 to 4650) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $
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Expenditures:
4800Advertising and promotion .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4810Travel and vehicle expenses.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4820Interest and bank charges.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4830Licences, memberships, and dues .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4840Office supplies and expenses.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4850Occupancy costs . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4860Professional and consulting fees .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4870Education and training for staff and volunteers .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4880Total expenditure on all compensation (enter the amount reported at line 390 in Schedule 3, if applicable) . . . . . . . . . . . . . . . . . . . . . . . . . . $

4890Fair market value of all donated goods used in charitable activities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4891Purchased supplies and assets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4900Amortization of capitalized assets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4910Research grants and scholarships as part of charitable activities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

4920All other expenditures not included in the amounts above (excluding qualifying disbursements) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $

4930Specify type(s) of expenditures included in the amount 
reported at 4920.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

4950Total expenditures before qualifying disbursements (add lines 4800 to 4920) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

Of the amounts at lines 4950:
5000(a) Total expenditures on charitable activities. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5010(b) Total expenditures on management and administration .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5020(c) Total expenditures on fundraising .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5040(d) Total other expenditures included in line 4950.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5045Total grants made to non-qualified donees (grantees). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5050Total amount of gifts made to all qualified donees .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5100Total expenditures (add lines 4950, 5045 and 5050) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

Other financial information

Permission to accumulate property:

Only registered charities that have written permission to accumulate should complete this section.
5500• Enter the amount accumulated for the fiscal period, including income earned on accumulated funds .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5510• Enter the amount disbursed for the fiscal period for the specified purpose.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

Permission to reduce disbursement quota:
5750If the charity has received approval to make a reduction to its disbursement quota, enter the amount for the fiscal period .. . . . . . . . $

Property not used in charitable activities:

Enter the average value of property not used for charitable activities or administration during:
5900• The 24 months before the beginning of the fiscal period .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $

5910• The 24 months before the end of the fiscal period .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $



J.2 Books and Records Retention and Destruction 
  

CBWC Church Treasurer's Manual July 2023 Page 359



  

   

INCOME TAX 
INFORMATION CIRCULAR 

NO.:  IC78-10R5  DATE:     June 2010 

SUBJECT:    Books and Records Retention/Destruction 
  
This version is only available electronically. 

This circular cancels and replaces Information 
Circular 78-10R4 dated June 2005. 

Introduction 
1. This circular gives information and guidance to 
persons who are required by law to keep books and records 
according to sections 230 and 230.1 of the Income Tax Act, 
section 87 of the Employment Insurance Act, and section 24 
of the Canada Pension Plan. It does not reflect the 
requirements imposed by other statutes, whether federal, 
provincial/territorial, or municipal, to maintain adequate 
books and records. Information Circular 05-1R, Electronic 
Record Keeping contains information related to keeping 
electronic books and records. 

2. The sections and subsections referred to in this 
circular are from the Income Tax Act. Parallel provisions for 
most of these matters exist in the Employment Insurance Act 
and the Canada Pension Plan. Where significant differences 
do exist, they are indicated. The Excise Tax Act has similar 
requirements and information concerning Books and Records 
in a GST/HST environment can be found in the GST/HST 
Memoranda Series 15.1 and 15.2. The Excise Act, 2001, also 
has similar requirements and can be found in Excise Duty 
Memoranda Series 9.1.1. 

Who has to keep books and records? 
3. For the purpose of this circular, person has the 
meaning assigned by subsection 248(1) of the Income Tax 
Act (the Act). Therefore, in addition to individuals, a 
“person” in this context includes a corporation, a trust, and 
any exempt entity listed in subsection 149(1) of the Act such 
as a registered charity, a registered Canadian amateur athletic 
association, and a non-profit organization. 

4. Books and records must be kept by every: 
• person carrying on a business; 
• person who is required to pay or collect taxes or other 

amounts according to the acts mentioned in paragraph 1 
above; 

• registered charity or registered Canadian amateur athletic 
association; and 

• registered agent of a registered political party or an 
official agent for a candidate in a federal election. 

Records to be kept 
5. For the purpose of this circular, a record has the 
meaning assigned by subsection 248(1) of the Act. A 
“ ’record’ includes an account, an agreement, a book, a chart 
or table, a diagram, a form, an image, an invoice, a letter, a 
map, a memorandum, a plan, a return, a statement, a 
telegram, a voucher, and any other thing containing 
information, whether written or in any other form.” 

6. As a general rule, the Canada Revenue Agency (CRA) 
does not specify the books and records to be kept. However, 
books and records have to: 
• permit the taxes payable or the taxes or other amounts to 

be collected, withheld, or deducted by a person to be 
determined; 

• substantiate the qualification of registered charities or 
registered Canadian amateur athletic association for 
registration under the Act; 

• permit the verification of all charitable, athletic, and 
political donations received for which a deduction or tax 
credit is available; and 

• be supported by source documents that verify the 
information in the books and records. 

7. A source document includes items such as sales 
invoices, purchase invoices, cash register receipts, formal 
contracts, credit card receipts, delivery slips, deposit slips, 
work orders, dockets, cheques, bank statements, tax returns, 
and general correspondence whether written or in any other 
form. 

8. In addition, other documents, whether written or any 
other form, including supporting documents such as 
accountants working papers that were used to determine the 
obligations and entitlements with respect to taxes payable, 
collectible or to be remitted are considered part of the books 
and records of the taxpayer and must be made available to 
the CRA. 

Location of records 
9. The books and records must be kept at the person’s 
place of business or residence in Canada or another place 
designated by the Minister and must, upon request, be made 
available to officers of the CRA for audit purposes at all 
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reasonable times. Books and records kept outside Canada and 
accessed electronically from Canada are not books and 
records in Canada. Access to electronic records means that 
the taxpayer must provide an acceptable copy of the 
electronic records in an electronically readable and useable 
format to CRA auditors so that they can process the 
electronic records on CRA equipment. 

Keeping records 
10. Keeping books and records pertains to a system of 
recording financial and other information. Records are 
considered to be kept electronically when information is 
created, processed, maintained and stored electronically. 

11. The Canada Revenue Agency recognizes: 
• traditional books and records (including supporting source 

documents) produced and retained in paper format; and  
• books and records produced and retained in an 

electronically readable format that can be related back to 
the supporting source documents and which are supported 
by a system capable of producing an accessible and useable 
copy. More information is available in Information 
Circular 05-1R, Electronic Record Keeping. 

12. A person who is required to keep books and records 
is responsible for keeping the books and records in a way that 
will ensure the reliability and readability of the information 
recorded. 

13. All books and records (including source documents) 
that originate in paper format must be kept except where an 
acceptable imaging or microfilming program, as explained in 
the following section, is in place. Paper format also includes 
paper source documents that are entered into an electronic 
record-keeping system. 

14. A person who is required to keep records and who 
records them electronically must retain those records in an 
electronically readable format. This means that a person who 
uses computerized systems to generate books and records 
must retain the electronic records, even when a hard copy is 
kept. Electronically readable format means information that 
is supported by a system capable of producing an accessible 
and useable copy. 
• Accessible copy means that the taxpayer must provide an 

acceptable copy of the electronic records in an 
electronically readable and useable format to CRA 
auditors to allow them to process the electronic records on 
CRA equipment. 

• A copy is useable if the electronic records can be 
processed and analysed with CRA software.  

• The useable copy must be in a common data interchange 
format that is compatible with CRA software.  

• Electronic files retained in an encrypted or back-up format 
must be able to be restored at a later date to an accessible 
and useable state to meet CRA requirements.  

The CRA is prepared to offer advice on electronic 
record-keeping issues and to respond to questions concerning 
the types of formats that are compatible with the CRA’s 
software. All questions and concerns should be directed to 
the attention of the Electronic Commerce Audit Specialist 
(ECAS) at the nearest CRA tax services office. Advice 
provided by the ECAS must not be construed or viewed as an 
audit, inspection or a ruling issued by the CRA. It is the 
person’s responsibility to keep, maintain, retain and 
safeguard its records. 

15. A person should ensure that proper back-up records 
are maintained at all times. If any electronic records required 
to be maintained are lost, destroyed, or damaged, the person 
must report this situation to the Director of the local tax 
services office and recreate the files within a reasonable 
period of time. 

16. A person who keeps records whether in writing or 
any other form, is not relieved of any of the record keeping, 
readability, retention, and access responsibilities because he 
or she contracts out the record keeping function to a third 
party such as a bookkeeper, accountant, an electronic 
commerce transaction manager, an application service 
provider, an Internet service provider, through a time share, 
service bureau, or other such arrangements. The person must 
ensure that these requirements are met in the event of third 
party changes such as, software and/or hardware conversions 
and upgrades, bankruptcy, or migration to/from a third party. 
The person is responsible for keeping the records and for 
providing access to authorized CRA officials. 

Electronic records management and 
imaging 
17. When original source documents and records are in 
an electronic format, they must be kept in an electronically 
readable format even if they have been transferred to another 
medium such as microfilm. 

18. To ensure the reliability, integrity and authenticity of 
electronic records, the pending national standard publication 
entitled Electronic Records as Documentary Evidence 
(CAN/CGSB-72.34 2005) will outline electronic record 
management policies, procedures, practices and 
documentation that will assist in establishing the legal 
validity of an electronic record. 

19. Electronic image means the representation of a 
source document that can be used to generate an intelligible 
reproduction of that document, or the reproduction itself.  
In the case of paper source document an intelligible 
reproduction means that: 
• the reproduction is made with the intention of standing in 

place of the source document; 
• the interpretation of the reproduction, for the purposes for 

which it is being used, gives the same information as the 
source document; and 
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• the limitations of the reproduction (e.g., resolution, tone,
or hues) are well defined and do not obscure significant
details.

20. Imaging and microfilm (including microfiche)
reproductions of books of original entry and source 
documents have to be produced, controlled, and maintained 
according to the latest national standard of Canada, as 
outlined in the publication called Microfilm and Electronic 
Images as Documentary Evidence (CAN/CGSB-72.11-93). 

These standards are available from: 
Canadian General Standards Board 
Mailing address: 
Sales Centre 
Canadian General Standards Board 
Gatineau, QC K1A 1G6 
Street address: 
Place du Portage Phase 3, 6B1 
11 Laurier Street 
Gatineau, Quebec 
Telephone number: 
Ottawa Area (819) 956-0425 or 
Toll free from the rest of Canada: 1-800-665-2472 
Fax number: 
(819) 956-5644 
E-mail: 
ncr.cgsb-ongc@pwgsc.gc.ca  

21. An acceptable imaging program as explained in the
Canadian General Standards publications mentioned in 
paragraph 20 requires that: 
(a) a person in authority within the organization has 

confirmed in writing that the program will be part of the 
usual and ordinary activity of the organization’s 
business; 

(b) systems and procedures are established and 
documented; 

(c) a logbook is kept showing: 
• the date of the imaging;
• the signatures of the persons authorizing and

performing the imaging;
• a description of the records imaged; and
• whether source documents are destroyed or disposed

of after imaging, and the date a source document was
destroyed or disposed of;

(d) the imaging software maintains an index to permit the 
immediate location of any record, and the software 
inscribes the imaging date and the name of the person 
who does the imaging; 

(e) the images are of commercial quality and are legible and 
readable when displayed on a computer screen or 
reproduced on paper; 

(f) a system of inspection and quality control is established 
to ensure that c), d), and e) above are maintained; and 

(g) after reasonable notification, equipment in good 
working order is available to view, or where feasible, to 
reproduce a hard copy of the image. 

22. Paper source documents that have been imaged in
accordance with the latest national standard of Canada (see 
paragraph 20), may be disposed of and their images kept as 
permanent records. 

23. The taxpayer is responsible for ensuring that the
imaging is done in an acceptable manner when the imaging 
has been done by a third party. 

Retention period 
24. Books and records have to be kept for the period or
periods provided by subsections 230(4) to (7) and 
section 5800 of the Income Tax Regulations or until the 
Minister gives written permission for their disposal. Failure 
to comply with this requirement could result in prosecution 
by the CRA. 

25. Subsection 230(4.1) of the Act requires every person
who keeps records electronically to retain them in an 
electronically readable format for the retention period 
outlined in subsection 230(4).  

26. Under the Act, books, records, and their related
accounts and source documents, other than those referred to 
in paragraphs 27 and 28 below, have to be kept for a 
minimum of six years from the end of the last tax year to 
which they relate. The tax year is the fiscal period for 
corporations and the calendar year for all other taxpayers. 
Under the Employment Insurance Act and Canada Pension 
Plan, the retention period begins at the end of the calendar 
year to which the books and records relate. 

27. The prescribed retention periods for certain books,
records, and their related accounts and source documents are 
specified in section 5800 (see Appendix). The required 
retention periods can be summarized as follows: 
• for a corporation, two years from the date of the

dissolution of the corporation (in the case of corporations
that amalgamate or merge, books and records have to be
retained on the basis that the new corporation is a
continuation of each amalgamating corporation);

• for any non-incorporated business, six years from the end
of the tax year in which the business ceased;

• for the duplicate donation receipts of a registered charity
or registered Canadian amateur athletic association, other
than receipts for donations of property which are to be
held for a period of not less than ten years, two years from
the end of the calendar year in which the donations were
made;

• for other specified records of registered charities and
registered Canadian amateur athletic associations, two
years from the date the registration is revoked; and
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• for records relating to political contributions, two years
from the end of the calendar year to which they relate.

There are no similar provisions in the Employment Insurance 
Act or Canada Pension Plan. 

28. Exceptions to the rules outlined in paragraphs 24 and
25 above are: 
• The Minister may exempt a person or class of persons

from the requirement to keep records electronically
according to subsection 230(4.2) of the Act.

• Books and records may be destroyed at an earlier time
than outlined elsewhere in this circular if the Minister
gives written permission for their disposal. To get such
permission, a person can use Form T137, Request for
Destruction of Records, or can apply in writing to the
director of his or her tax services office. A written request,
signed by the person or an authorized representative,
should provide the following information:

(a) a clear identification of books, records, or other 
documents to be destroyed; 

(b) the tax years for which the request applies; 
(c) details of any special circumstances which would 

justify destroying the books and records at an 
earlier time than that normally permitted; and 

(d) any other pertinent information. 
• The Minister may, by registered letter or by a demand,

served personally by a representative of the CRA, require
specific records to be kept for an additional period of time
that will be stipulated in the letter or demand.

• If a return required by section 150 of the Act is filed late,
the books and records referred to in paragraph 26 above
must be kept for six years from the day the return is filed.

• Every book and record necessary for dealing with a notice
of objection or appeal must be kept until the notice of
objection or appeal is disposed of and the time for filing
any further appeal has expired.

• In the case of paragraph 27 above, only the books and
records of a deceased taxpayer or a trust can be destroyed
upon receipt of a clearance certificate issued according to
subsection 159(2) concerning the distribution of all
property.

When the CRA gives permission to destroy books and 
records, this permission applies only to information required 
to be kept under the legislation administered by the CRA, 
and does not imply permission to destroy any books and 
records required to be kept under any other legislation, or by 
any other department or government agency.  

29. The minimum retention period for the records referred
to in paragraph 26 above is generally determined by the last 
tax year when a record may be required for purposes of the 
Act, and not the year when the transaction occurred and the 
record was created. For example, documentation relating to 
long-term transactions such as records supporting the 
acquisition and capital cost of investments and other capital 
property held by a person (including registered charities and 
registered Canadian amateur athletic associations), should be 
maintained until the day that is six years from the end of the 
last tax year in which such a transaction could enter into any 
calculation for income tax purposes. 

Inspections, audits and examinations 
30. A person authorized by the Minister under
section 231.1 may inspect, audit or examine relevant 
documents, property or processes of any person and of any 
other person that relates or may relate to the information that 
is or should be in the books or records of the taxpayer. This 
person may, at reasonable times, enter any premises or place 
of business and require persons therein to provide reasonable 
assistance and answer all proper questions. 

Foreign-based information or 
documents 
31. “Foreign-based information or documents” refers to
any information or document that is available or located 
outside Canada and that may be relevant to the 
administration and enforcement of the Act. 

32. The Minister may, by notice served personally or by
registered or certified mail, require a person resident in 
Canada or a non-resident person who carries on business in 
Canada, to provide any foreign-based information and/or 
documents. It is an offence not to produce any foreign-based 
information, as and when required. 

Inadequate records 
33. If a person has failed to keep adequate books and
records, subsection 230(3) of the Act provides that the 
Minister can specify what books and records shall be kept. 

34. If the CRA finds that the books and records are
inadequate, the CRA will ordinarily request a written 
agreement that books and records be maintained as required. 
The CRA will follow up the request by letter or visit within a 
reasonable period of time (usually not less than a month) to 
ensure compliance. 



IC78-10R5 

 5

35. If there has been no compliance within the time 
allowed, the CRA will issue a formal requirement letter. The 
letter describes the information to be recorded in the books 
and describes the legal consequences and penalties for failing 
to comply. 

36. A person who destroys or otherwise disposes of 
books and records to evade the payment of tax is subject to 
prosecution according to section 239 of the Act. Information 
Circular 73-10R, Tax evasion, discusses CRA policies on tax 
evasion. 

Offences and penalties 
Inadequate records and failure to provide 
information  
37. If a person fails to provide any information or 
documents including books and records, section 231.2 
specifies that the Minister can require the person to provide 
the information or documents requested.  

38. If the person fails to maintain adequate books and 
records or provide the information or documents under 
section 231.2 such action may result in prosecution by the 
CRA. On a summary conviction, and in addition to any 
penalty otherwise payable, a taxpayer is subject to 
imprisonment and/or a fine not less than $1,000. 

39. Alternatively under section 231.7 the Minister may 
apply to the court for a Compliance Order in which a judge 
would order the person to provide any access, assistance, 
information or document sought by the Minister under 
section 231.1 or 231.2. 

40. If a person fails or refuses to comply with an order, a 
judge may find the person in contempt of court, and the 
person is subject to the processes and the punishments of the 
court to which the judge is appointed. 
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APPENDIX  
Income Tax Regulations 
Part LVIII – Keeping books and records 
 5800. (1) For the purposes of paragraph 230(4)(a) of 
the Act, the required retention periods for records and books 
of account of a person are prescribed as follows: 
(a) in respect of 

 (i) any record of the minutes of meetings of the 
directors of a corporation, 

 (ii) any record of the minutes of meetings of the 
shareholders of a corporation; 

 (iii) any record of a corporation containing details 
with respect to the ownership of the shares of the 
capital stock of the corporation and any transfers 
thereof; 

(iv)  the general ledger or other book of final entry 
containing the summaries of the year-to-year 
transactions of a corporation; and 

(v)  any special contracts or agreements necessary to 
an understanding of the entries in the general 
ledger or other book of final entry referred to in 
subparagraph (iv), 

the period ending on the day that is two years after the day 
that the corporation is dissolved; 
(b) in respect of all records and books of account that are 

not described in paragraph (a) of a corporation that is 
dissolved and in respect of the vouchers and accounts 
necessary to verify the information in such records and 
books of account, the period ending on the day that is 
two years after the day that the corporation is dissolved; 

(c) in respect of 
 (i) the general ledger or other book of final entry 

containing the summaries of the year-to-year 
transactions of a business of a person (other than a 
corporation); and 

 (ii) any special contracts or agreements necessary to 
an understanding of the entries in the general 
ledger or other book of final entry referred to in 
subparagraph (i); 

the period ending on the day that is six years after the last 
day of the taxation year of the person in which the business 
ceased; 
d) in respect of 

 (i) any record of the minutes of meetings of the 
executive of a registered charity or registered 
Canadian amateur athletic association, 

 (ii) any record of the minutes of meetings of the 
members of a registered charity or registered 
Canadian amateur athletic association, 

 (iii) all documents and by-laws governing a registered 
charity or registered Canadian amateur athletic 
association, and 

 (iv) all records of any donations received by a 
registered charity that were subject to a direction 
by the donor that the property given be held by 
the charity for a period of not less than 10 years, 

the period ending on the day that is two years after the date 
on which the registration of the registered charity or the 
registered Canadian amateur athletic association under the 
Act is revoked; 
(e) in respect of all records and books of account that are 

not described in paragraph (d) and that relate to a 
registered charity or registered Canadian amateur 
athletic association whose registration under the Act is 
revoked, and in respect of the vouchers and accounts 
necessary to verify the information in such records and 
books of account, the period ending on the day that is 
two years after the date on which the registration of the 
registered charity or the registered Canadian amateur 
athletic association under the Act is revoked; 

(f) in respect of duplicates of receipts for donations (other 
than donations referred to in subparagraph (d)(iv)) that 
are received by a registered charity or registered 
Canadian amateur athletic association and are required 
to be kept by that charity or association pursuant to 
subsection 230(2) of the Act, the period ending on the 
day that is two years from the end of the last calendar 
year to which the receipts relate; and 

(g) notwithstanding paragraphs (c) to (f), in respect of all 
records, books of account, vouchers and accounts of a 
deceased taxpayer or a trust in respect of which a 
clearance certificate is issued pursuant to subsection 
159(2) of the Act with respect to the distribution of all 
the property of such deceased taxpayer or trust, the 
period ending on the day that the clearance certificate is 
issued. 

 (2) For the purposes of subsection 230.1(3) of the 
Act, with respect to the application of paragraph 230(4)(a) of 
the Act, the required retention period for records and books of 
account that are required to be kept pursuant to section 230.1 
of the Act is prescribed to be the period ending on the day 
that is two years after the end of the last calendar year to 
which the records or books of account relate. 

Most of Canada Revenue Agency publications are 
available on the CRA Web site www.cra.gc.ca under 
the heading “Forms and Publications.” 

 

 



Protected B when completed

Request for Destruction of Records
• Use this form to request the destruction of records that you must otherwise keep under section 230 of the federal Income Tax Act. This form may be used by

an individual or by an authorized representative on behalf of an individual, a corporation, a trust, a partnership, or a tax-exempt entity.

• You must keep your records (including electronic records) according to the time frames in the Act and the federal Income Tax Regulations. With few
exceptions, you are required to keep your records for a minimum of six years from the end of the last tax year to which they relate. For more information, see
Information Circular IC78-10, Books and Records Retention/Destruction.

• This request applies only to records that you have to keep under the federal Income Tax Act. To request the destruction of records under other acts
administered by the Canada Revenue Agency (CRA), you have to apply in writing to your tax services office. The CRA does not have the authority to approve
the destruction of records that you have to keep under federal, provincial, territorial, or municipal laws that it does not administer. For a full list of acts
administered by the CRA, go to canada.ca/en/revenue-agency/programs/about-canada-revenue-agency-cra/acts-regulations/list-acts.

• You must mail the completed form to your tax services office. To find your tax services office, go to canada.ca/cra-offices.

Part 1 – Identification
Identification number (such as social insurance number, business number, trust account number, organization registration number)

Name of individual, corporation, business, trust, partnership, or tax-exempt entity 

Address City Prov./Terr. Postal code

Part 2 – Reason for request

Part 3 – List of records or documents to be destroyed

Part 4 – Other information

1. The records you want to destroy are for the fiscal period: From

Date (YYYYMMDD)

to

Date (YYYYMMDD)

2. Have you filed all your tax returns or other information returns related to these fiscal periods? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

3. a) Is the legislative appeal period for each of these fiscal periods over? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

b) Is there a notice of appeal or objection outstanding for any of the fiscal periods? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

4. Types of documents (tick all that apply)

Paper-based records (for example: paper ledgers, receipts, and invoices)

Imaged or microfilmed records (for example: digital or scanned images, photographs, and microfiche)

Digital records (non-imaged files)

5. Additional relevant information

Part 5 – Certification
This form must be signed and dated by the individual or an authorized representative.

First name Last name

Title Telephone number

I certify that the information given on this form is correct and complete.

Signature Date (YYYYMMDD)

Personal information (including the SIN) is collected to administer or enforce the Income Tax Act and related programs and activities including administering tax, benefits, audit, 
compliance, and collection. The information collected may be used or disclosed for the purposes of other federal acts that provide for the imposition and collection of a tax or duty. It 
may also be disclosed to other federal, provincial, territorial, or foreign government institutions to the extent authorized by law. Failure to provide this information may result in paying 
interest or penalties, or in other actions. Under the Privacy Act, individuals have a right of protection, access to and correction of their personal information, or to file a complaint with the 
Privacy Commissioner of Canada regarding the handling of their personal information. Refer to Personal Information Bank CRA PPU 005, CRA PPU 015, CRA PPU 047, and CRA 
PPU 224 on Information about Programs and Information Holdings at canada.ca/cra-information-about-programs.

T137 E (22) (Ce formulaire est disponible en français.) Page 1 of 1



J.3 Official Donation Receipts - samples 

Gifts by Individuals of Life Insurance Policies as Charitable Donation 
(Canada Revenue Agency, 2002) 

NO: IT-244R3 

DATE: September 6, 1991 

SUBJECT: INCOME TAX ACT 

Gifts by Individuals of Life Insurance Policies as Charitable Donation 

REFERENCE: Section 118.1 (also subsections 148(1) and 248(5), paragraph 149.1(2)(b), 
subparagraph 149.1(12)(b)(i) and clause 149.1(1)(e)(i)(B)) 

Application 

This bulletin cancels and replaces Interpretation Bulletin IT-244R2 dated March 3, 1986. 
Current revisions are designated by vertical lines. 

Summary 

This bulletin discusses the tax consequences arising from the donation by an individual of 
a life insurance policy to a charitable organization or a charitable foundation registered 
with the Minister of National Revenue. When an individual absolutely assigns a life 
insurance policy to a registered charity and makes the charity the registered beneficiary 
of the policy, the individual qualifies for the tax relief applicable to charitable gifts in respect 
of such a donation. Furthermore, if the individual continues to pay the premium on the life 
insurance policy, each amount so paid also qualifies as a charitable gift in the year. For 
1988 and subsequent taxation years, donations made by an individual are no longer 
deductible in computing taxable income; tax relief is now provided to individuals in the 
form of a non-refundable tax credit. 

Discussion and Interpretation 

1. A gift by an individual of a life insurance policy (both "whole life" and "term life") to a 
registered charity or any other donee described in any of paragraphs (a) to (g) of the 
definition of "total charitable gifts" in subsection 118.1(1) of the Income Tax Act is 
considered to be a charitable gift within the context of that subsection. Therefore, such a 
gift entitles the donor to a tax credit (within the limits provided by the Act) in respect of the 
value of the gift, as discussed in 3 below, provided the policy has been absolutely assigned 
to the donee and the donee has become the registered beneficiary of the policy. (For 1987 
and prior taxation years, the value of such a gift was deductible in computing taxable 
income for the year as was then provided under the Act.) In order for the gift of a life 
insurance policy to represent a bona fide charitable gift, no right, privilege, benefit or 
advantage can accrue to the donor as a result of the gift (excluding, of course, any income 
tax relief resulting from the donation). 
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2. Where these conditions are met, an amount donated to a donee referred to in 1 above 
to enable the donee to pay the premiums of the life insurance policy is also a charitable 
gift. If the premiums on the policy are paid directly to the insurance company at the request 
of, or with the concurrence of, the donee, this action is considered to be constructive 
payment of a donation to the donee and therefore a charitable gift for the purposes of the 
Act. Furthermore, the fact that a donor makes a cash contribution to a donee and specifies 
that it be used to pay a premium on a life insurance policy does not influence the 
determination of whether or not the donation qualifies as a gift under subsection 118.1(1). 

3. When a taxpayer has taken out a life insurance policy and later makes an absolute 
assignment of the policy to a qualified donee under subsection 118.1(1), the amount of 
the charitable gift is equal to the value of the policy (i.e., the amount by which the cash 
surrender value of the policy at the time of the absolute assignment exceeds any policy 
loan outstanding) and any accumulated dividends and interest which are also assigned at 
that time. If the policy has no value, there is no charitable gift when it is transferred, but 
donations of subsequent premium amounts will qualify as charitable gifts in accordance 
with 2 above. It should be noted that the increase in the cash surrender value of the policy 
as a result of the subsequent payments of policy premiums has no effect in determining 
the amount of the donation once the policy has been absolutely assigned to the qualified 
donee. However, the repayment of any outstanding policy loans by the donor after the 
policy has been absolutely assigned to the qualified donee will entitle the donor to a tax 
credit in respect of the amount repaid. 

4. When a life insurance policy is absolutely assigned to a qualified donee, any consents 
that are required by provincial regulations to be signed to change a beneficiary must be 
signed before there is a valid charitable gift. 

5. A donor who assigns a life insurance policy in accordance with the terms of this bulletin 
must consider the implications of section 148 of the Act. For the purpose of subsection 
148(1), it is considered that the donor's proceeds of disposition of the life insurance policy 
will be the value of the policy at the time of the assignment (see 3 above). To the extent 
that the proceeds of disposition exceed the adjusted cost basis of the policy, there will be 
an income inclusion. (Any accumulated dividends assigned would have been proceeds of 
disposition of the policy at the time of entitlement, as discussed in the current version of 
IT-87, Policyholders' Income from Life Insurance Policies.) 

Receipt by Certain Qualified Donee 

6. Where a registered charity receives a gift subject to a trust or direction by a donor that 
the property given, or property substituted therefor, is to be held by the charity for a period 
of not less than 10 years, the gift is excluded from the income of the charity by virtue of 
subparagraph 149.1(12)(b)(i) of the Act. Clause 149.1(1)(e)(i)(B) referred to in that 
subparagraph provides a specific exemption of such property from the disbursement quota 
of a charitable foundation and paragraph 149.1(2)(b) effectively extends the same 
provision to a charitable organization's spending requirements. Therefore, provided that a 
trust stipulates, or the donor directs, that the gift be held for at least 10 years, the value of 
a life insurance policy and the proceeds from the policy, whether on voluntary disposition 
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or upon the death of the life insured, will be exempt from the disbursement quota set out 
in the Act. The rules respecting such directions are discussed in the current version of 
Information Circular 80-10 under the heading "Ten Year Gifts". 

7. By virtue of subsection 248(5), the phrase "property substituted therefor" in clause 
149.1(1)(e)(i)(B) is not limited to one substitution but will apply to any subsequent 
substitution therefor. 

8. Where a gift of a life insurance policy qualifies for exclusion from the charity's income 
and disbursement quota as discussed in 6 above, the amount of subsequent premiums 
donated relative to that life insurance policy (see 2 above) will also qualify for such 
exclusions. It should be noted, however, that since each payment of a premium is itself a 
gift, each payment must be subject to a direction that it be retained for 10 years if that gift 
is to be excluded from income or from the disbursement quota. One way of achieving this 
is for the donor, at the time the policy is given, to require the charity to keep the policy, or 
property substituted from the policy, for at least 10 years after the last premium is paid by 
the donor. 

What information must be on an official donation receipt from a 
registered charity? 
(Canada Revenue Agency, 2018) 

The information on an official donation receipt must be readable and not easily altered. 

Receipts for cash gifts must have the following: 

• a statement that it is an official receipt for income tax purposes 

• the name and address of the charity as on file with the Canada Revenue Agency 
(CRA) 

• a unique serial number 

• the registration number issued by the CRA 

• the location where the receipt was issued (city, town, municipality) 

• the date or year the gift was received 

• the date the receipt was issued 

• the full name, including middle initial, and address of the donor 

• the amount of the gift 

• the amount and description of any advantage received by the donor 

• the eligible amount of the gift 

• the signature of an individual authorized by the charity to acknowledge gifts 

• the name and website address of the CRA 
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Receipts for non-cash gifts must also include: 

• the date the gift was received (if not already included) 

• a brief description of the gift received by the charity 

• the name and address of the appraiser (if the gift was appraised) 

The amount of a non-cash gift must be its fair market value at the time the gift was made. 

For examples of receipts, see Sample official donation receipts. 

Sample official donation receipts 
(Canada Revenue Agency, 2021) 

Sample 1 - Cash gift no advantage 

A donor makes a cash gift of $20. The donor, or any other person associated with the 
donor, has not and will not, receive an advantage for the gift. So, the amount of the gift 
and the eligible amount of the gift are both $20. 

 
*Only the following organizations have registration numbers for the purpose of issuing 
donation receipts: 

• registered charities 

• registered Canadian athletic associations (RCAAA) 

• registered journalism organizations (RJO) 

• registered national arts service organizations (RNASO) 

**For cash gifts, use only the year the gift was received. 
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Sample 2 - Cash gift with advantage 

A donor pays $50 to attend a fundraising dinner and receives a meal valued at $20. The 
amount of the advantage (the $20 meal), must be subtracted from the amount of the gift 
(the $50 to attend the dinner). So, the eligible amount of the gift is $30.  

Note 

If the amount of the advantage is more than 80% of the cash gift, you cannot issue an 
official donation receipt. For more information, go to Split receipting. 

 
*Only the following organizations have registration numbers for the purpose of issuing 
donation receipts: 

• registered charities 

• RCAAAs 

• RJOs 

• RNASOs 

**For cash gifts, use only the year the gift was received. 

Sample 3 - Non-cash gift no advantage 

A donor gives a piece of artwork with an appraised value of $1,500. The donor, or any 
other person associated with the donor, has not and will not, receive an advantage for the 
gift. So, the amount of the gift and the eligible amount of the gift are both $1,500. 
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*Only the following organizations have registration numbers for the purpose of issuing 
donation receipts: 

• registered charities 

• RCAAAs 

• RJOs 

• RNASOs 

Sample 4 - Non-cash gift with advantage 

A donor gives a charity a house valued at $100,000. The charity gives the donor $20,000 
in return. The amount of the advantage ($20,000) must be subtracted from the amount of 
the gift (the $100,000 value of the house). So, the eligible amount of the gift is $80,000. 

Note 

If the amount of the advantage is more than 80% of the fair market value of the gift, you 
cannot issue an official donation receipt. For more information, go to Split receipting. 
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*Only the following organizations have registration numbers for the purpose of issuing 
donation receipts: 

• registered charities 

• RCAAAs 

• RJOs 

• RNASOs 

Definitions 

Amount of advantage to donor 

The total amount of all benefits, property, or services the donor, or any other person 
associated with the donor, received or will receive for the gift (such as the value of books, 
meals, or theatre tickets). For more information on the limits of an advantage, go to Split 
receipting. 

Amount of gift 

The amount of cash or the fair market value of the property at the time the gift was made. 
For more information, go to Determining fair market value of non-cash gifts. 

Appraiser address 

The address of the appraiser (if the property was appraised). 

Appraiser name 

The name of the appraiser (if the property was appraised). 
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Note 

We recommend that you appraise the property if its value is over $1,000, but there is no 
legal requirement to do so. If the property has not been appraised, you must be able to 
justify the value of the property. 

Authorized signature 

The signature of an individual who has been authorized to sign official donation receipts 
for your charity, RCAAA, or other type of qualified donee. For information on facsimile 
signatures, go to Computer-generated receipts. 

Registration No. 

The registration number assigned by the CRA. Only registered charities, RCAAAs, RJOs, 
and RNASOs are issued a registration number. Other qualified donees do not need one 
to issue official donation receipts. 

Charity or qualified donee address 

The Canadian address of your registered charity, RCAAA, RJO or RNASO as on file with 
the CRA. For other qualified donees, it is your current address. 

Charity or qualified donee name 

The name of your registered charity, RCAAA, RJO or RNASO as on file with the CRA. For 
other qualified donees, it is your current name. 

Date gift received 

The day, month, and year you received the gift. For cash gifts, registered 
charities, RCAAAs, RJOs, and RNASOs can choose to use only the year they received 
the gift. 

Date receipt issued 

The day, month, and year you issued the receipt. 

Description of advantage to donor 

A brief description of all benefits, property, or services the donor, or any other person 
associated with the donor, received or will receive for the gift (such as books, meals, or 
theatre tickets). 

Description of property received by charity or other qualified donee 

A brief description of the property (non-cash gift) received. 

Donor address 

The address of the donor. 

Donor name 

The name of the donor (corporation/business/individual). For an individual, the donor's 
first and last name, and initial. 
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Eligible amount of gift 

The amount of the gift that the donor can claim for income tax purposes. 

Location receipt issued 

The location where you issued the receipt (for example, city, town, or municipality). 

Name and website of the Canada Revenue Agency 

Use canada.ca/charities-giving. 

Official donation receipt for income tax purposes 

A statement that identifies the form as an official donation receipt for income tax purposes. 
It acknowledges that a gift was made to you, and that the receipt contains the information 
required under the Income Tax Regulations. 

Receipt No. XXX 

The serial number of the receipt. Each receipt must have its own unique serial number. 

  

CBWC Church Treasurer's Manual July 2023 Page 375

https://www.canada.ca/en/services/taxes/charities.html


Section K: Church Reporting Obligations 
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K.1 Duties of Tellers 
As a teller you are in a responsible position, but one that is often not noticed. You are 
handling tithes and offerings, they are not just money; they symbolize the offerings of the 
people for the work of the Lord. As such it is sacred and must be treated as such. Your 
job is not one that can be taken lightly. The information you will learn and receive are 
givings of the individual Church members, is of confidence and must be respected. 

When the offering is received each Sunday, most churches bring the offering plates or 
bags up to the communion table and leave them there until the end of the service. At this 
point the tellers will collect the plates and count the money. 

It is advisable for the offering to be in full view of the congregation at all times until the 
tellers take it to be counted, preventing any doubt or suspicion about the handling of the 
offering. From the time the offering is removed from the sanctuary until the deposit has 
been made up there should be two or more persons present at all times, to ensure no 
unjust accusations can be levied against any teller, concerning the possibility of his/her 
misappropriation of any money. It is a benefit for security purposes in the case of any 
attempted robbery.  

In connection with this, there was a church in the United States where it was the customary 
for the tellers to take the money out of the sanctuary after the offering had been collected 
and counted it during the sermon, (because it was a long procedure due to the size of the 
congregation). On one occasion, they were held up by robbers and the money stolen. If 
this had been attempted after the service the large number of people present, in all parts 
of the building, would have discouraged the thieves. 

Ideally, the room in which the tellers do the counting should be equipped with a lock. It 
should also have a large table that the money can be spread out on. 

First, the offering should be separated into the different categories. The loose money 
should be kept in one pile, money which is given under a covenant or envelope scheme 
should be kept in another pile and any other special donations should be kept separate 
again. The loose money should be counted first and then checked by another teller and 
agreed upon, then be put aside to keep it separate. 

When the envelope money is counted, it is preferable to have one person to place the 
envelopes in numerical order, open them, mark the amount on the outside of each 
envelope, and place the money on top of it. The envelopes should be placed in numerical 
order in rows of ten or twenty. If this is done, the recording teller is able to list the envelopes 
in order save quite a lot of time for the registrar as he/she enters the amounts on the 
contributor's record. Watch for postdated cheques and be sure that the Alpha and 
Numerical parts of the cheque are the same. 

The person calling the amounts out to the recording teller should not be the same person 
who opened the envelopes and marked the amounts on them. While the teller is calling 
the amounts to the recording teller, he/she should check the money sitting on each 
envelope to ensure no error was made in writing the amount on the envelopes. If it is the 
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same person checking the amounts who originally wrote the amounts down, it is possible 
for him/her to make the same mistake twice, therefore another teller should check and 
call. In this way, errors are more likely to be corrected before the money is moved from 
the envelope. 

When all the envelopes have been called to the recording teller, he should total the 
amounts up on his/her list and the other teller should count the money taken from the 
envelopes. These two figures should agree. If they agree, the money can be set aside so 
that it does not get mixed in with the special funds that have been received. 

Any discrepancy between the cash and listing should be reconciled immediately. Recount 
the cash and read the listing of the amounts. If this does not locate the difference, it will 
be necessary to recall the amounts from the envelopes to the listing. 

The third stage is to count the special funds donations. Each special collection should be 
counted separately and agree, before continuing on to the next special offering. By 
proceeding in this manner, there will be less confusion in the counting and recording of 
the monies, and will speed up the count as a whole. 

The last item the tellers need to do is add together the totals and agree these with the total 
amount of money. It is advantageous to have a printed form to list all the receipts, and 
example of one is given in Appendix A. After all the money has been agreed and listed on 
the weekly offering form, two tellers need to sign at each of the cash and cheques are 
entered on the bank deposit slip at the end of the day, ready for the senior teller to deposit 
at the bank. It is not wise to leave the money in the church because of the possibility of 
burglary. Most banks have night deposit safes and the senior teller should deposit the 
money immediately after the service if at all possible. 

With the centralized accounting system of the banks, usually it is not important where the 
money is dropped provided the deposit slip is clearly marked with the branch the church 
has its account. Most deposit slips are encoded with magnetic ink, and this will 
automatically be sorted to the correct branch. However, if the deposit slip does not have 
MICR characters it is advisable to point out to the bank teller that it is for credit at a different 
branch. 

SUMMARY OF TELLERS DUTIES 

The head teller's duties or responsibilities are: 

(a) to ensure that there are sufficient tellers to complete the count 

(b) to ensure that the tellers are independent and not related 

(c) to ensure that the count is accurate and complete 

(d) to ensure that the bank deposit is made. 

The tellers are to: 

(a) count offerings 

(b) complete tellers' sheets 
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(c) sign report as evidence of job completed 

(d) endorse all cheques received 

(e) prepare and make bank deposit. 

Donors' Envelopes: 

(a) should be opened and verify funds indicated on the envelope is correct 

(b) amounts should be initialed as correct 

(c) where envelopes without number system are used, prepare envelope for 
loose cheques received. 

(d) ensure names and addresses are as clear as possible and correct. 

Tellers' Sheets: 

(a) original with envelopes given to recording secretary 

(b) copy given to treasurer. 

*Note: the Treasurer should not be a teller. 
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*** CHURCH TELLER'S REPORT 

 

Name on Envelope # TOTAL GENERAL MISSIONS BUILDING OTHER DESCRIPTION 

        

        

        

        

        

        

        

        

 

 

       

        

        

        

        

SUBTOTAL       

LOOSE OFFERNGS       

SUNDAY SCHOOL       

       

       

TOTAL       

 TELLERS:  
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OFFERING COUNT SHEET 

 
DATE  COUNTED BY  

 

LOOSE OFFERING ENVELOPES TOTAL 

           

         

         

    10     

         

    50     

CHEQUE CHEQUE CHEQUE 

      

      

      

      

SUB TOTAL      

 SUB TOTAL    

  TOTAL  
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*** CHURCH CONTRIBUTION STATEMENT 

AS AT  

FOR  

 

WEEK OF 
GIVINGS 

ENVELOPMENT 
GIVING 

PIANO 
FUND CBM SHARING 

WAY 
BLDG 
FUND 

FLOWER 
FUND BEQUEST BENEVOLENT 

FUND MISSIONS  GRAND 
TOTAL 
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K.2 GST Return 
 (Belovska, Charities Handbook 20th Edition, 2016) © Canadian Centre for Christian 
Charities, www.cccc.org Not to be Used or Further Reproduced Without Permission. 

Introduction 

A tax, called the Goods and Services Tax (GST), is imposed on goods and services 
consumed in Canada in most provinces and territories, except New Brunswick, 
Newfoundland and Labrador, Nova Scotia, Ontario, and Prince Edward Island, where this 
consumption tax is called the Harmonized Sales Tax (HST). Note that while reference is 
primarily made to GST in this chapter, the HST will generally apply if the GST applies. 

The general rule is that supplies of goods and services made by charities are generally 
exempt. However, a list of exceptions to this general exemption for charities exists. This 
means that if a charity provides an item that is included in the list of exceptions to the 
exemption, that item will be subject to GST. The supplies charities make that the general 
exemption does not cover are typically those which are considered to be in direct 
competition with supplies taxable suppliers make. To better understand how GST applies 
to charities, the general rules are first explained, followed by the special rules for charities. 
Note that the definition of charity for GST purposes is narrower than the Income Tax 
Act(ITA) definition. 

GST/HST Rates  

The following table reflects the GST/HST rates for each province and territory.  

Province 
On or after 

Oct. 1, 
2016 

The HST Breakdown 

Alberta 5% 

- The HST rate of 13% includes the 5% federal part and 8% 
provincial part (ON). 

- The HST rate of 15% includes the 5% federal part and the 
10% provincial part (NB, NL, NS, and PEI). 

- The HST rate of 15% was implemented New Brunswick as of 
July 1, 2016. From January 1, 2016 to June 30, 2016 the HST 
rate in New Brunswick was 13%. 
http://www2.gnb.ca/content/gnb/en/departments/finance/taxe
s/hst.html  

- The HST rate of 15% was implemented in Newfoundland and 
Labrador as of July 1, 2016. From January 1, 2016 to June 30, 
2016 the HST rate in Newfoundland and Labrador was 13%. 
http://www.fin.gov.nl.ca/fin/tax_programs_incentives/personal
/hst.html  

CBWC Church Treasurer's Manual July 2023 Page 383

http://www.cccc.org/
http://www2.gnb.ca/content/gnb/en/departments/finance/taxes/hst.html
http://www2.gnb.ca/content/gnb/en/departments/finance/taxes/hst.html
http://www.fin.gov.nl.ca/fin/tax_programs_incentives/personal/hst.html
http://www.fin.gov.nl.ca/fin/tax_programs_incentives/personal/hst.html


- The HST rate of 14% in Prince Edward Island was changed 
to 15% as of October 1, 2016 and is comprised of a 5% federal 
portion and a 10% provincial portion. January 1, 2016 to 
September 30, 2016 the HST rate in Prince Edward Island was 
14%. http://www.cra-arc.gc.ca/tx/bsnss/tpcs/gst-tps/rts-
eng.html 

British 
Columbia 5%  

Manitoba 5%  

New 
Brunswick 15%  

Newfoundland  

and Labrador 
15%  

Northwest 
Territories 5%  

Nova Scotia 15%  

Nunavut 5%  

Ontario 13%  

Prince Edward 
Island 14%  

Quebec 5%  

Saskatchewan 5%  

Yukon 5%  

As reflected in the above table, the GST/HST rates have undergone several changes in 
recent history. The discussion in this chapter assumes 5%, 13%, 14%, and 15% rates 
(which are the only rates in effect at the time of publication), but depending on the period 
in question, a different rate may apply. Charities should note that the formulas referred 
to throughout this chapter may need to be modified to incorporate the appropriate 
rate in effect for the claim period in question.  

The rules related to HST/GST are modified regularly. Charities should read this chapter in 
conjunction with the most recent versions of CRA’s relevant guides, particularly Guide 
RC4082 - GST/HST Information for Charities and Guide RC4034 - GST/HST Public 
Service Bodies’ Rebate. This chapter is intended to provide a general overview of the 
GST/HST regime, but the rules can be complex, and in cases where application of the 
general rules discussed below are unclear, professional assistance is recommended. 
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A Note About Quebec Sales Tax (QST)  

QST is a sales tax unique to Quebec. It functions much like HST does in the other 
provinces, with a broad base of taxable goods and services and an input tax credit (ITC) 
mechanism that allows suppliers of taxable goods and services to recover cost of the QST 
they paid on their inputs. 

The major difference between QST and GST or HST is that it is administered by the 
Quebec government and it is shown as two different taxes on receipts and invoices. 
Charities that pay QST on supplies used in their charitable activities are eligible for a 
rebate of 50% of the tax paid in addition to the rebate for the GST portion of the expense. 

Because the tax is not harmonized with the GST per se, it has not been contemplated in 
great detail in this chapter. Many of the provisions governing the GST/HST are mirrored 
in the QST legislation including factors for calculating tax included on expenses and 
simplified methods of accounting for tax. Charities that are resident in Quebec or who 
carry on business in that province should contact their advisors for information specific to 
their circumstances in navigating the QST. 

Definition of Charity for GST Purposes  

A charity for GST purposes is a registered charity or registered Canadian amateur athletic 
association as defined in the ITA, excluding registered charities that the GST/HST 
legislation, the Excise Tax Act (i.e., ETA), classifies as public institutions. Public 
institutions include registered charities that are 

• a school authority - an organization that operates an elementary or secondary 
school that gives instruction that meets the standards for educational instruction 
established by the province in which the organization operates;  

• a public college - an organization that provides post-secondary, vocational, 
technical, or general education funded by a government or municipality;  

• a university - a recognized degree-granting institution or an organization that 
operates a college affiliated with, or a research body of, such an institution;  

• a hospital authority - an organization which operates a public hospital designated 
by the Minister of National Revenue as a hospital authority for GST purposes; and 

• a local authority - an authority designated by the Minister of National Revenue to 
be a municipality for GST purposes.  

Note that if a registered charity falls within one of the above categories, it is treated as a 
“public institution,” not a “charity” for GST purposes. The treatment of public institutions 
under the GST legislation is the same or similar to that of charities in many, but not all, 
instances. This chapter, however, deals only with the treatment of charities, as defined by 
the GST legislation. Charities that qualify as “public institutions” should also consult CRA’s 
GST/HST Info Sheet GI-068, Basic GST/HST Guidelines for Public Institutions.  

The following chart is provided as a general guide to assist charities in understanding how 
the GST/HST regime applies to them. 
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Section 1: Overview of GST/HST  

Background to GST 

The intended taxpayer of the GST is the ultimate consumer or purchaser of a good or 
service. The supplier generally collects the GST if the supplies are made during a 
commercial activity in Canada. Suppliers are generally businesses or other vendors, 
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including governments and charities, referred to as “registrants.” These suppliers are 
required to register to collect and remit GST on supplies they make at each stage in the 
distribution chain. To ensure that only the ultimate consumer or purchaser in Canada 
bears the tax, registrants are entitled to claim input tax credits (ITCs) on GST paid on all 
their purchases of goods and services that relate to making taxable supplies. No GST is 
collected from non-residents if the supply is made outside Canada (i.e., goods that are 
delivered or made available after they are exported). Consumers in Canada are generally 
responsible to remit the GST on goods or services they import.  

A consumption tax is generally considered to be regressive (i.e., a tax that places a heavier 
burden on low income individuals than on those with high incomes). The GST system 
includes several features to alleviate the burden on those with low incomes: 

• A zero tax rate applies to supplies of such items as basic groceries, prescription 
drugs, and medical devices, including prescription glasses and hearing aids. Since 
a supply taxed at a zero rate is considered to be taxable, the supplier is entitled to 
full ITCs on GST paid on the supplier’s purchases and costs. The supplier does 
not pass GST on to the consumer. 

• Certain supplies are exempt, such as the resale of residential property, the rental 
of residential property, financial intermediation services (including life insurance, 
property and casualty insurance, services rendered by investment dealers, and 
certain banking services), health care services, educational services, and child 
care services. However, suppliers of exempt supplies are not entitled to ITCs on 
GST paid on their purchases and costs. GST they pay may be passed on to the 
consumer by way of increased prices. 

• A rebate for a portion of the GST paid is allowed on the purchase of owner-
occupied new housing and new residential rental housing. This rebate is designed 
to reduce the effective rate of GST on lower-cost housing (less than $450,000) to 
the same tax level that applied under the former federal sales tax system. Some 
provinces also allow a rebate against the provincial portion of the HST on the 
purchase of new residential properties.  

• Further relief is given to low-income individuals through federal GST tax credits. 

Background to HST 

The GST and the retail sales tax system in New Brunswick, Nova Scotia, Newfoundland 
and Labrador, Ontario, and Prince Edward Island have been consolidated into a tax called 
the Harmonized Sales Tax, or the HST. The HST is a tax on the supply of taxable goods 
and services made or deemed to have been made to persons resident in Nova Scotia, 
New Brunswick, Newfoundland and Labrador, and Prince Edward Island at 15 percent, 
and 13 percent in Ontario. 

HST has a 5 percent GST federal component and an 8 or 10 percent provincial 
component. Retail sales taxes in the above provinces were repealed upon the introduction 
of HST. The HST generally covers the same supplies, under the same rules, as the GST. 
Canada Revenue Agency (CRA) administers the HST and the GST. The HST applies to 
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supplies made by all GST registrants to recipients in these provinces. Goods or services 
supplied or deemed to be supplied by a supplier in any one of these provinces will be 
subject to tax at the HST rate. ITCs will be allowed at the 13 or 15 percent rate if tax has 
been imposed under the HST and the supplier would be otherwise entitled to ITCs under 
the GST rules. A charity located in one of these provinces is eligible to apply for a 50 
percent rebate of the GST and various percentage rebates of the provincial tax the charity 
paid, which is not eligible for an ITC. Details on rebates are discussed in the latter part of 
this chapter. 

The HST was implemented through amendments to the ETA, which contains the existing 
GST legislation. The HST is generally applied by first determining whether tax applies to 
a particular transaction at all. If it does, the HST rate will apply to supplies made in an HST 
province at the appropriate rate of 13 or 15 percent. The place-of-supply rules in Schedule 
IX of the ETA will determine if the place of supply was in an HST province. The schedule 
stipulates that if the application of these rules does not lead to the conclusion that the 
place of supply was in an HST province, the supply is deemed to be made in a non-HST 
province. Schedule X of the ETA contains a list of property that is not taxable under the 
HST when supplied in an HST province.  

General GST/HST Principles 

Any person engaged in a commercial activity must generally register and collect the 
GST/HST on taxable supplies. Understanding the definition of “supply” is key to 
comprehending the GST. In many instances, “supply” will be synonymous with sale. It also 
includes any transfer, lease, or disposition of property, any rendering of a service, and any 
agreement to provide any property or service. 

A commercial activity under GST is broader than the business test used for income tax 
purposes. Governments, charities, and non-profit organizations that make supplies for 
other than profit are required to collect and remit GST for some of their activities. Non-
residents must also collect GST if they “carry on business” in Canada or supply admissions 
to a place of amusement, a seminar, an activity, or an event in Canada. 

Section 2: Categories of Supplies under GST  

The provision of a good or service is generally referred to as a supply. If the supply is 
subject to GST, it is referred to as a taxable supply. If the supply is exempt from GST, it is 
referred to as an exempt supply. ITCs are available to suppliers of taxable and zero rated 
supplies, but not on exempt supplies. 

The following categories of supplies under GST legislation and the variations in their 
treatment will be discussed in this section: 

• supplies taxable at a zero rate (“zero-rated”) 

• exempt supplies 

• supplies taxable at the 5, 13, 14, or 15 percent rate 

• taxable supplies that can be treated as if they are not taxable (because of the small 
supplier rule and rules for supplies made for free or at cost) 
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• combined supplies made up of both an exempt supply and a taxable supply 

Place of Supply 

Because different amounts of tax are charged by various provinces for the provincial 
portion of the HST, the place where a supply is made is relevant in calculating the amount 
of HST payable. The place of supply rules can be extremely complex. CRA has developed 
a series of webpages with considerable detail on this topic. Beyond this general 
information, charities should consult with a tax professional for specific advice on 
determining a place of supply. 

Zero-Rated Supplies 

Zero-rated supplies include exports, basic groceries, certain agricultural and fishing 
supplies, prescription drugs, and medical devices. 

The GST system of zero rating exports ensures that no GST is paid on the cost of goods 
exported. The exporter is entitled to an ITC for any GST included in the exporter’s costs, 
so there is generally no GST recoverable on the cost of supplying that good or service 
that has been exported. 

Basic groceries are zero-rated, but not prepared foods, snack foods, sweetened baked 
goods nor alcoholic, carbonated, or certain other beverages. The retailer must distinguish 
between zero-rated products and those subject to GST at the 5, 13, 14, or 15 percent rate. 
GST should be included in the cost of most other supplies and services the retailer 
purchases. A full ITC is available, therefore, for GST paid in the cost of items purchased 
for resale or inputs into other taxable supplies which are subject to GST at the 5 percent 
(13, 14, or 15 percent HST) rate and the GST included in the cost of most other goods 
and services the retailer purchases. 

Prescription drugs are zero-rated as are medical devices, including prescription glasses, 
contact lenses, and hearing aids. Again, any of these items that the supplier purchases 
for resale will be zero-rated when purchased. The manufacturer of these products, 
however, will be subject to GST on supplies used to make zero-rated products. This GST, 
and GST on most other goods and services the manufacturer of these products 
purchases, will be eligible for full ITCs. 

Exempt Supplies 

The GST system treats numerous supplies of goods and services as exempt, regardless 
of the person supplying them. These rules are distinct from the general rule that all 
supplies of goods and services by registered charities are exempt (except for the 
specifically listed supplies the general exemption does not cover, which are discussed in 
the taxable supplies section below). 

Supplies that are exempt regardless of who makes them are as follows: 

• the resale and rental of residential property 
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• most financial intermediation services, including loans, deposits, mortgages, life 
insurance, property and casualty insurance, and services performed by investment 
dealers, insurance agents, and mortgage brokers 

• most health care services, including services rendered by hospitals, physicians, 
dentists, and other health care professionals; nursing home care and adult 
residential care services as defined in the Canada Health Act and Regulations 

• most educational services, including the following: 

• instruction and courses provided by a school authority which offers courses 
primarily for elementary or secondary school students; 

• ancillary services performed by a school authority, including 

o food, beverages, or admissions supplied at extra-curricular activities by a 
school authority organized primarily for elementary or secondary school 
students; 

o the supply of a service by a school authority which is performed by a 
student or teacher during the instruction of students; 

o transportation of elementary or secondary school students to and from 
school by a school authority; 

o food or beverages supplied (other than through vending machines or at 
private parties and receptions) primarily to students in an elementary or 
secondary school cafeteria; and 

o rental of personal property by a school authority to elementary or 
secondary school students. 

o instruction and courses leading to a degree or diploma awarded by a school 
authority, public college, or university; 

o instruction and courses leading to, or for maintaining or upgrading, a 
professional or trade accreditation or designation recognized by a 
provincial regulatory body and provided by a professional or trade 
association, government, vocational school, university, or public college or 
by the provincial regulator, if the supplier has not elected to treat the supply 
as taxable; 

o instruction and courses leading to certificates, diplomas, licences, or similar 
documents, or classes or ratings regarding licences prescribed by federal 
or provincial legislation to attest to the competence of individuals to practice 
or perform a trade or vocation, if the instruction is provided by a school 
authority, vocational school, public college, or university; 

o extracurricular second language training in French or English given by 
publicly funded colleges and universities or organizations operated 
primarily to provide second language training; 
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o private tutoring or instruction that is a prerequisite to a course or an 
equivalent course that follows a curriculum designated by a school 
authority. 

o child care services primarily to children 14 years or under for less than 24 
hours a day 

• legal aid services performed under a legal aid plan administered by or for a 
province 

ITCs or Rebates for Exempt Supplies 

When supplies of goods or services are exempt of GST, their provider is treated as the 
consumer. Accordingly, an ITC is not available for GST paid for costs incurred in making 
those supplies. For example, if an individual resells residential property, no GST applies 
to the sale. The GST charged on the real estate agent’s commission and the lawyer’s fees 
cannot be recovered. Most public institutions and charities, however, are entitled to certain 
public service body rebates for GST paid in the course of making exempt supplies. The 
rebates for charities are discussed later in this chapter. 

* Note:The exemption for parking supplied by charities does not apply to supplies 
of paid parking made in the course of a business carried on by a charity set up or 
used primarily by individuals who are accessing the property of a municipality, 
university, public college, school, or hospital to operate a parking facility. 
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The effect of these changes is to make parking facilities that are operated by a 
foundation or other charity on behalf of a municipality, school authority, university, 
college, or hospital taxable. The intent of this change was to clarify that parking 
operated as a regular business by a charity is a commercial activity and should be 
taxed as such. 

However, the exemption does apply to hospital parking for patients and visitors if it is 
supplied by a hospital, a charity affiliated with the hospital, or by another public service 
body, subject to certain conditions.  

Occasional supplies of paid parking, however, remain exempt. “Occasional 
supplies” would include parking that is supplied NOT in the course of a business 
operated by the charity, such as parking at a fundraising event. 

Supplies by a Charity that are Taxable 

As mentioned earlier, there are exceptions to the general GST exemption for charities 
(i.e., the general rule that supplies made by charities are exempt from GST). This means 
that some supplies made by a charity are taxable. As you will see, the rules can become 
complicated as exceptions to these 

exceptions also exist. The exceptions to the rule exempting supplies made by a charity 
from GST are set out below in detail followed by a high-level summary. They are as 
follows: 

• The supply of a zero-rated property or service (i.e., a taxable supply to which a 
zero rate of tax applies), other than a zero-rated supply made for no consideration 
or for consideration that does not exceed the direct cost of the supply (as discussed 
later). 

• The supply of a property or service that the GST legislation deems to be a supply 
made by the charity, such as certain taxable benefits the charity gives to 
employees, excluding a benefit which would be an exempt supply under the 
general exemptions applicable to all registrants (i.e., provision of personal 
accommodation). The amount paid to the charity as consideration for a bet on a 
game of chance, a race, or other event is not excluded from the exemption by this 
provision but is dealt with in a specific provision discussed below. 

• The sale of new goods that are purchased by the charity (or are manufactured by 
the charity with ancillary services); however, the new goods are not a taxable 
supply if the supply is 

• a supply of used or donated goods; 

• a supply of goods or services used during a charity’s fundraising activity, unless 
the supply is made regularly or continually throughout the year or a significant 
portion of the year;  

• a supply of property or a service under a contract for catering; 
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• a supply of food or beverages to seniors, underprivileged individuals, or individuals 
with a disability under a program established and operated to provide prepared 
food to such individuals in their place of residence (i.e., a “meals-on-wheels 
program”); or 

• a supply of food to the charity for the meals-on-wheels program described above.  

• The supply of any personal property (other than a property referred to above) the 
charity acquired for use in its commercial activities (i.e., bought for use in making 
its taxable supplies). For example, the sale of cleaning supplies acquired for use 
in a restaurant the charity operates, or, if this was capital property the charity used 
in commercial activities (e.g., equipment or an automobile) and the property was 
used primarily (i.e., 50 percent or more) in commercial activities. 

• A supply of an admission to a fundraising dinner, ball, concert, show, or like 
fundraising event, unless a portion of the consideration paid for the admission may 
be receipted for income tax purposes.  

• A supply of admission to a place of amusement if any admission charged is more 
than $1 (for example, if adults are charged $5 and children are charged only $0.50, 
both will be taxable). An admission charge for a place of amusement at which the 
principal activity is placing bets or playing games of chance, however, is not a 
taxable supply if 

• volunteers –– and only volunteers –– perform the administrative and other 
functions in operating the game and the taking of bets; and 

• for a bingo or casino, the game is not conducted in premises or at a place, including 
any temporary structure, that is used primarily for conducting gambling activities. 

A “place of amusement” includes any enclosed or open premises or place in which is 
staged or held any 

• film, slide show, sound and light, or similar presentation; 

• artistic, literary, theatrical, musical, or other performance, entertainment, or 
exhibition; 

• fair, circus, menagerie, rodeo, or similar event; or 

• race, game of chance, athletic or other contest or game, and includes a museum, 
historical site, zoo, wildlife, or other park, a place where bets are placed, and any 
place, structure, apparatus, machine, or device used to give any type of 
amusement or recreation. 

• A service involving, or a membership or other right entitling a person to, 
supervision or instruction in any recreational or athletic activity, unless 

• such services, memberships, or rights the charity supplies are primarily to children 
14 years of age or under and do not involve overnight supervision throughout a 
substantial part of this recreational program; or 
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• these services, memberships, or rights the charity supplies are intended to be 
provided primarily for individuals who are underprivileged or have a disability.  

• A membership entitling the member to 

• admission for a place of amusement, if the admission is a taxable supply and if the 
supply is a separate supply received directly rather than through the membership; 

• a discount on the value of the consideration for the supply of such admission; or 

• participation in a recreational or athletic activity, or to use facilities at a place of 
amusement, 

except if the value of the admission, discount, or right is insignificant relative to the 
consideration for the membership.  

• A supply of the services of performing artists in a performance if the supply is made 
to a person who makes taxable supplies of admissions for the performance.  

• A right, other than an admission, to play or participate in a game of chance where 
the charity is a prescribed person or the game is a prescribed game.  

• A supply of a new residential complex by way of sale (i.e., a housing unit in a co-
operative, a residential condominium, a semi-detached house, a row-house unit, 
or a detached house used primarily as a place of residence for individuals) or an 
interest therein.  

• A supply of real property by sale to an individual or personal trust (other than a 
supply of real estate that included a building the charity used as an office or during 
commercial activities or in making exempt supplies).  

• A supply of the charity’s real property that had been used primarily (i.e., 50 percent 
or more) in making taxable supplies or for which the charity filed an election under 
the GST legislation (enabling the charity to claim an ITC).  
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Fundraising Dinners 

Fundraising dinners held by a charity, including charities that are public institutions, are 
an exempt supply for GST/HST purposes so long as part of the consideration paid is 
eligible for a receipt. This means that if no part of the ticket price is receiptable, the dinner 
should be treated as a taxable supply, unless another rule can be relied upon. For 
example, supplies provided at direct cost are considered exempt supplies (Excise Tax 
Act Schedule V, Part V.1, Section 5.1 and Part VI, Section 6). 

Taxable Supplies that are Sometimes Exempt 

Sometimes a supply made by a charity that would normally be a taxable supply will not be 
taxable if the charity qualifies as a small supplier (see Section 3) or provides the supply 
for free or at cost. 

Supplies Made for Free or at Cost 

A supply of goods or services made by a charity that would ordinarily be taxable will be 
exempt if made free or at cost. More specifically, the supply will be exempt if: 

• the supplies of this property or service by the charity are ordinarily made for no 
consideration (excluding a supply of blood or blood derivatives, which is a zero-
rated taxable supply); or 

• the supplies are by the charity’s sale of tangible personal property (excluding 
capital property of the charity) or a service the charity purchased for making a 
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supply by the service’s sale if the charity’s charge is usual for these supplies and 
the charge (excluding a GST amount for the supply, if any) 

o is equal to or less than the direct cost of the property or service to the 
charity if the charity’s charge does not include any amount as tax for the 
supply; or 

o is less than the direct cost of the property or service, excluding GST the 
charity paid on the purchase of the property or service if the charge includes 
an amount as tax for the supply.  

The direct cost of goods or services the charity purchased for making a supply by sale of 
the property or service is defined to be the total consideration paid or payable by the 
charity for the property or service, including duty, GST, and provincial sales tax.  

A Supply that is Made up of Both Taxable and Exempt Supplies 

In some instances, a supply will consist of a combination of property and/or services. An 
issue arises where some elements of the supply are taxable, if supplied separately, and 
other elements are exempt, if supplied separately. 

In such cases, it is necessary to determine whether it would be possible to purchase each 
of the various elements separately and still end up with a useful article or service. If so, it 
will be considered a supply of “multiple supplies” and the elements can be split up for tax 
purposes. If not, then it will be considered a “single supply” and the “incidental supply” rule 
will apply.  

The “incidental supply” rule stipulates that if two or more supplies are part of a combined 
“single supply,” and one of those supplies can reasonably be regarded as incidental to the 
“primary” supply, the “incidental” supply is deemed to form part of the “primary” supply for 
GST purposes. In other words, the entire “combined supply” will be given the same status 
as the “primary” supply. 

As noted above, supplies charities make are exempt, unless the legislation sets out a 
specific exception. Generally, when interpreting statutes, an exception to a general rule 
would be narrowly construed. Since Parliament stipulated that supplies of goods and 
services by charities should generally be exempt, any exception should apply only if a 
particular supply which Parliament intended to be taxable was precisely defined in the 
legislation. Accordingly, a supply a charity makes would be subject to GST only if one of 
the exceptions to the general exemption precisely describes it. A “combined supply” by a 
charity is arguably exempt, unless one dominant element in the supply is listed in the 
exceptions and all other elements in the supply can be considered incidental to the 
dominant element. 

Section 3: Small Supplier Rule  

No tax is payable on a taxable supply if the consideration (other than a supply by real 
estate sale) becomes due or is received before due when the supplier is a “small supplier” 
and not a registrant. This supply, therefore, is treated in the same manner as an exempt 
supply. A charity is a small supplier 
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• in its first fiscal year; 

• in its second fiscal year if its gross revenue in its first fiscal year did not exceed 
$250,000; 

• in any subsequent fiscal year if its gross revenue in either of its two immediately 
preceding fiscal years did not exceed $250,000; or 

• if the charity does not qualify, under the two preceding points, for a fiscal quarter 
in a fiscal year and the month immediately following that fiscal quarter if the 
aggregate of its taxable supplies (zero-rated and taxable) did not exceed $50,000 
(excluding taxable supplies of capital property) in the four immediately preceding 
calendar quarters. 

Small Supplier Rule and Chapters, Branches, or Divisions 

If a charity has separate chapters, branches, or divisions, but is a single legal entity, and 
those units carry on distinct activities or have separate locations and separate books of 
account and have taxable supplies under $50,000, the charity may elect (via an 
application) to treat them as separate persons for the purpose of applying the small 
supplier thresholds.  

Without treatment as separate small suppliers, a regional or national charity with separate 
chapters, branches, or divisions may be required to become a registrant. For example, a 
national charity with multiple branches, each of which could qualify to be exempt from 
registration under the $50,000 taxable supply threshold, might nevertheless have to 
become a registrant, because the consolidated taxable supplies of the national charity and 
its chapters exceed $50,000 and the consolidated gross revenues exceed the $250,000 
threshold. 

To apply for the designation, the charity must complete Form GST31, Application by a 
Public Service Body to Have Branches or Divisions Designated as Eligible Small 
Supplier Divisions, then return it to CRA. If CRA approves the designation for a small 
supplier division, the branch or division no longer needs to collect GST on its taxable 
supplies. 

A branch or division qualifies as a small supplier division under the following conditions:  

• it has taxable supplies of $50,000 or less over the past four consecutive calendar 
quarters and also $50,000 or less in the current calendar quarter; 

• the charity can separately identify the branch or division by either its location or the 
nature of its activities; 

• separate records, books of account, and accounting systems are kept for the 
branch or division; and 

• neither the charity nor CRA has revoked an earlier designation of the branch or 
division within the previous 365-day period. 

CBWC Church Treasurer's Manual July 2023 Page 397

https://www.cccc.org/kbm/Content/finance/handbook-resources/chchapter-30-gst-hst-715462777.htm
https://www.cccc.org/kbm/Content/finance/handbook-resources/chchapter-30-gst-hst-715462777.htm
https://www.cccc.org/kbm/Content/finance/handbook-resources/chchapter-30-gst-hst-715462777.htm


After a branch or division no longer qualifies as a small supplier division, it must become 
a registrant and collect GST on its taxable supplies. No GST applies to supplies 
transferred between branches or divisions that are part of one charity.  

A charity may request to have its registration cancelled if taxable supplies in the four 
preceding calendar quarters do not exceed $50,000, even if the charity’s gross revenue 
exceeds $250,000. The registration may be cancelled only if the charity has been a GST 
registrant for one year or more.  

Small Supplier Rule and the Definition of Gross Revenue 

“Gross revenue” is defined as the aggregate of amounts, each of which is 

• a gift received or a gift that became receivable (depending on the accounting 
method the charity uses) in the fiscal year; 

• a grant, subsidy, forgivable loan, or other financial assistance received or 
receivable (depending on the accounting method the charity uses) in the fiscal year 
from a government, municipality, or other public authority (does not include a 
refund, rebate, or credit for taxes, duties, or fees the federal government or a 
provincial government imposed); 

• revenue from a business or property which would be included in the determination 
of income for the fiscal year under the ITA’s general provisions (i.e., revenue from 
sales or services and interest received or receivable); 

• a capital gain (100 percent; not 50 percent) from the disposition of capital property 
in the fiscal year; and 

• any other revenue received or that became receivable (depending on the 
accounting method the charity used) in the fiscal year (e.g., an annuity payment or 
proceeds from the disposition of a life insurance policy). 

Less the aggregate of amounts, each of which is a capital loss (100 percent; not 50 
percent ) from the disposition of capital property in the fiscal year. 

 
A charity that does not qualify as a small supplier may have its divisions, branches, or 
chapters treated as small suppliers if the taxable supplies of the division stay below the 
$50,000 taxable supplies threshold. 
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Section 4: When Registration for GST is Required  

If a charity provides taxable supplies but does not qualify for an exemption under any 
rules, such as the small supplier rule, the charity must register before collecting the GST. 
The required form is RC1A, Business Number (BN) - GST/HST Account Information. 
CRA will assign a registration number to the charity, consisting of the charity’s business 
number with an RT extension. For example, a charity that has filed an election to have its 
branches or divisions treated as separate for small supplier status will be required to 
register if one or more of its branches or divisions makes taxable supplies in the four 
preceding calendar quarters in excess of $50,000 and the charity’s gross revenue for each 
of the two immediately preceding fiscal years exceeds $250,000. Such a charity would 
only be required to collect and remit GST for those branches or divisions that made taxable 
supplies in excess of $50,000. 

A charity that carries on activities through chapters, branches, divisions, or locals and is a 
registrant may file an election to submit a separate return for each part of the organization 
that made taxable supplies in excess of $50,000 annually, unless electing to pay GST on 
all taxable supplies. If the charity elects to do this, the separate chapters, branches, 
divisions, or locals must file separate applications for rebates with personalized Form 
GST284 (or non-personalized Form GST66, if no prior claim has been made).  

Charities and Remitting Collected GST 

Charities registered for GST purposes must collect and remit the GST they collect on their 
taxable supplies. Such charities, in addition to the public service body GST rebates all 
charities can apply for regardless of whether they are registered for GST purposes, are 
eligible for credit by way of ITCs and/or the simplified method for GST paid on goods and 
services used to create taxable supplies. 

It should be noted that provinces that participate in the HST regime provide a “point-of-
sale” rebate on the provincial portion of the HST payable on certain qualifying items. This 
means that charities in those provinces only collect the 5% federal portion of the HST 
payable on the sale of those specific items if they are taxable supplies (i.e., fall within an 
exception to the general exemption for charities). These items include books, children’s 
items, and qualifying food and beverage, depending on the province.  

Input Tax Credits (ITCs) 

Registrants under the GST tax system generally remit the tax collected, less the ITCs that 
the registrant is entitled to recover for GST paid on purchases and other costs incurred in 
making the taxable supplies. However, there is a different tax calculation method for 
charities that are registrants. This is a simplified method that makes it unnecessary to 
allocate the GST included in the supplier’s cost between those related to taxable supplies 
and those related to exempt supplies. Generally, charities which are GST registrants must 
use the simplified method to determine how much of the GST collected must be remitted. 
A charity, however, may elect not to use the simplified method if 

• it makes supplies outside of Canada in the ordinary course of its business; 
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• it makes zero-rated supplies in the ordinary course of business; or 

• all or substantially all of its supplies are taxable.  

The Simplified Method for Remitting GST 

Under the simplified method, a charity for the most part does not claim ITCs. Instead, a 
charity generally remits 60 percent of the tax collected and keeps the remaining 40 percent 
. In other words, a charity is permitted to remit less than the tax it collects as compensation 
for not being entitled to ITCs under most circumstances (although the charity is entitled to 
claim rebates on all GST paid, as discussed below). More precisely, the net tax which a 
charity registrant is required to remit is determined as follows: 

The aggregate of 

• 60 percent of the tax collectible on specified supplies, as defined below; 

• any tax collectible on sales of capital and real property used primarily in 
commercial activities (i.e., used more than 50 percent in commercial activities); 

• any tax deemed to be payable on property or services appropriated to, or for the 
benefit of, a charity’s member or his or her relative; 

• any tax deemed to be payable on any property or service provided to an employee 
that is a taxable benefit for ITA purposes; 

• any tax payable on supplies of goods the charity makes as agent on a principal’s 
behalf with whom the charity has made an election to account for the tax on the 
supplies; 

• any tax collected from a person by mistake; 

• any amount required to be taken into account as tax because of the recovery of a 
bad debt relating to a taxable sale of real property or capital property by the charity; 

• tax adjustments received in the period on acquisitions of real property or capital 
property for which the charity has previously claimed ITCs; 

• any amount carried forward and required under Subsection 238.1(4) of the ETA 
(designation by the minister of an eligible reporting period) to be added to net tax; 

less the aggregate of certain ITCs and adjustments, including 

• ITCs for purchases of, or improvements to, real property and capital property 
claimed for that reporting period (i.e., property acquired for use primarily in making 
taxable supplies); 

• any ITC on the acquisition of, or improvement to, real property based on its 
percentage of use in commercial activities (must be more than 10%) and for which 
the charity filed Form GST26, Election or Revocation of anElection by a Public 
Service Body to Have an Exempt Supply of Real Property Treated as a 
Taxable Supply, that is effective the day the charity acquired the property; 
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• any ITC equal to the basic tax content of real property just before an election (Form 
GST26) filed by the charity takes effect to treat that property as a taxable supply 
and any ITC on the deemed purchase of that property based on its percentage of 
use in the charity’s commercial activity (must be more than 10%), where the 
election takes effect on a day other than the day the charity acquired the property 
or became a registrant; 

• 60 percent of the total of the tax adjustments given in the period for 

o price reductions for taxable supplies of property or services (for example, 
a subsequent volume rebate); 

o rebates for foreign conventions, tour packages, and to non-residents; and 

o rebates for the provincial part of HST that the charity gave on purchases of 
printed books; 

• all amounts for GST/HST adjustments the charity gave for tax charged in excess 
of the GST/HST collectible on certain supplies of property and services; 

• ITCs for goods that the charity acquired, imported, or brought into a participating 
province that will be sold by an agent or an auctioneer acting as the charity’s agent; 

• ITCs for goods imported by the charity on behalf of a non-resident person for use 
exclusively in the charity’s commercial activities and sold when the charity was 
acting as an agent, or auctioneer and agent, for the non-resident person; 

• any tax adjustments given, tax written off as a bad debt, or new housing rebates 
credited during the period for the sale of real property or capital property by the 
charity; and 

• any ITC that the charity was entitled to claim and carries forward from a reporting 
period during which the charity was not required to use this simplified method in 
determining its net tax. 

A specified supply is defined as a taxable supply other than 

• a sale of real property or capital property; 

• a deemed supply because of the receipt of an amount under a warranty or of a 
rebate from a manufacturer or other vendor; 

• a deemed supply of seized personal property; 

• a deemed supply of property appropriated to benefit a member of the charity; and 

• a supply to an employee of the charity that gives rise to a taxable benefit for income 
tax purposes. 

Charities using this method are not required to account for tax on amounts they receive 
under warranty claims or rebates from manufacturers or other vendors, nor are they 
required to account for tax if, as creditors, they seize personal property for their own use.  

CBWC Church Treasurer's Manual July 2023 Page 401



 
GST/HST Registrants not Using the Simplified Method to Remit GST 

A GST registrant charity is not always required to use the simplified method if it falls within 
one of the exceptions and has elected not to use that method. Instead, it can calculate its 
net tax using the general rules. Under the general rules, the charity is entitled to ITCs for 
GST paid on the cost of goods and services used in making taxable supplies. The charity 
would be entitled to full ITCs on 

a. goods purchased in the period that were acquired for making a taxable supply of 
them; 

b. real estate and other capital property purchased in the period for use in making 
taxable supplies, if the property is used more than 50 percent in making taxable 
supplies; and 

c. goods and services purchased in the period for use in making taxable supplies, if 
90 percent or more of a purchased supply relates to providing taxable supplies. 

If a purchased supply by a registrant is used between 10 and 90 percent in making taxable 
supplies, that percentage is applied to the GST paid on the purchased supply to determine 
the available ITC for it. If a purchased supply is used less than 10 percent in making 
taxable supplies, no ITC is available. Any GST not eligible for an ITC is generally eligible 
for the appropriate percentage public service body rebate. 

No prescribed method exists for determining the percentage use of a particular supply of 
goods or a service relating to making taxable supplies. The determination is to be made 
based on the intended use when the purchase of the particular goods or service occurred. 
The percentage may be determined on any reasonable basis. For example, the 
percentage might be determined based on time spent on various activities for services 
rendered to the charity or square metres of real estate used for activities. The basis 
selected for each item should be documented for later justification, if challenged by CRA. 

If a charity reimburses employees or volunteers for expenses they incur on its behalf, the 
GST paid for those expenses is deemed to be paid by the charity. If these expenses were 
incurred in whole or in part (more than 10 percent) for making taxable supplies, the charity 
can claim an ITC on the appropriate portion of those expenses. The charity may choose 
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one of two methods to do this (but must use the same method consistently throughout the 
fiscal year): 

a. The charity may apply a factor of 4/104 (12/112,13/113, or 14/114 in the HST 
provinces) to the total reimbursement (including items such as provincial sales tax 
on which no GST is paid) or portion thereof relating to taxable supplies to 
determine the GST paid, if all, or substantially all (i.e., 90 percent or more) of the 
supplies to the employee or volunteer were taxable. If the charity selects this 
method, it is not required to document the expenses the employee or volunteer 
incurred in the manner required for other supplies. 

b. The charity may determine the actual GST paid on the supplies to the employee 
or volunteer and claim an ITC relative to these supplies or a portion thereof that 
relates to taxable supplies. If the charity uses this method, the employee or 
volunteer must submit all the required documentation to enable the charity to claim 
an ITC.  

Note that even if a charity has opted to use the factor method for calculating ITCs on 
expenses, expenses that are being reimbursed for purchases made on a credit card still 
require additional documentation. Credit card statements do not constitute sufficient 
documentation to claim a rebate or an ITC and MUST be accompanied by either a 
receipt/invoice or credit card slip if no other supporting documentation is available. 

If a charity provides employees or volunteers with a reasonable motor vehicle allowance 
(i.e., one based solely on the actual kilometres driven), they are deemed to have received 
a taxable supply on which they paid GST. The tax amount deemed paid is determined by 
applying the 5/105, 13/113, 14/114, or 15/115 factor to the allowance. This tax or portion 
thereof relating to taxable supplies is eligible for an ITC following the general principles 
outlined above.  

Streamlined ITC Calculation 

If a charity’s total taxable supplies did not exceed $1,000,000 in either the preceding fiscal 
year or in the preceding quarter (if the election to use the method becomes effective after 
the first quarter in its current year), and the charity’s total purchases of taxable property 
and services (excluding zero rated or exempt purchases) in the preceding fiscal year does 
not exceed $4,000,000 and it is reasonable to expect that these purchases will not exceed 
$4,000,000 in the current year, then the charity may use the streamlined method in 
determining GST paid in calculating ITCs. If this method is used, the GST content is 
generally determined by applying the factors 5/105, 13/113, 14/114, or 15/115 to the cost 
of a property or service, including provincial sales taxes, gratuities, late-payment penalties, 
and duties. For a detailed explanation of the streamlined method, see CRA’s Guide 
RC4022.  

GST Registrants and Reporting Periods 

A charity which is a GST registrant must file a return for each reporting period. The charity 
also must file a claim for rebates.  
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A charity GST registrant may adopt its fiscal year, fiscal quarters, or months as its reporting 
periods. A charity’s GST fiscal year may be the same as its fiscal year or the calendar 
year if it so elects. This reporting period applies for tax remittances (net of any ITCs) and 
rebates. A charity which adopts a fiscal year reporting period will have to make quarterly 
installments if its installment base is $3,000 or more.  

The installment base is the lesser of 

• the estimated GST collectable, less estimated ITCs and rebates for the current 
fiscal year; and 

• the GST collectable less ITCs or rebates (net GST payable) in all reporting periods 
that ended in the 12 months immediately preceding the current reporting period. If 
this period is less than 365 days, the net GST payable is grossed up to the 
equivalent annual period. 

Each installment amount is one quarter of the installment base, payable one month from 
the last day of fiscal quarter. Penalties and interest are charged for late or deficient 
installments. A registrant that elects annual reporting must file its return within three 
months of the registrant’s fiscal year. Any GST due in excess of installments paid must be 
remitted at that time. If a registrant’s reporting period is quarterly or monthly, a return for 
the reporting period is due one month after the end of the reporting period. 

Charities which are not registrants are entitled to file rebate claims two times a year to 
recover GST that is paid or has become due for the first six months of your fiscal period 
and the last six months of your fiscal period. The claim may be made at any time after 
these periods and must be made within four years of the end of each period. The return 
which a non-registrant charity files to claim these rebates is Form GST284 (being a 
personalized form of Form GST66) or Form GST66 if no prior claim has been made.  

Section 5: Miscellaneous GST/HST Issues (for Registrants and Non-Registrants)  

GST Collected in Error 

If a charity discovers that it has collected GST in error, all the collected tax (not just the 60 
percent) must be remitted to CRA. This applies where the charity collected GST without 
being a registrant or where a registered charity collected GST on a supply that is GST/HST 
exempt. 

The reason for being required to remit the full amount of erroneously collected GST to 
CRA is because the taxpayer has a right to apply to CRA for a refund of GST paid for 
exempt supplies. 

For GST collected by a non-registrant, there is no provision in the legislation for a reduced 
remittance. The requirement to remit 60 percent of GST applies only to charities registered 
to collect GST. 

Charities registered to collect GST must collect the tax on taxable sales, even if they 
registered in error or do not exceed the revenue thresholds. Requests to deregister are 
not likely to be approved by CRA on a retroactive basis. 
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The Obligation to Self Assess for GST on Purchased Goods and Services -  

Even if not a GST Registrant 

Charities are treated the same as any other consumer on their purchases of goods and 
services, meaning there is no specific provision exempting charities from GST on supplies 
of goods and services they receive or purchase. This means that whether or not the charity 
is registered for GST purposes, if the supply is taxable and the supplier has not charged 
GST, the consumer (e.g., the charity) is obliged to self assess the amount of GST payable 
and remit it. The following is a list of examples that give rise to the obligation to self assess 
tax. This list is not exhaustive, but provides examples of the most common scenarios. 

Imported Goods 

A charity is obliged to self assess if importing goods into Canada, unless the non-resident 
supplier is a GST registrant. The tax on goods imported into Canada is payable upon their 
importation. 

Non-Resident Services 

A charity is obliged to self assess if it uses a non-resident’s services (e.g., accounting or 
other services an affiliate performs for a fee) or acquires the right to use intellectual 
property in Canada that is a patent, trade mark, trade name, industrial design, or know-
how. The charity is considered to have received an imported supply and is required to pay 
GST on the consideration paid for these services or rights, unless they were used at least 
90 percent by the charity in making taxable supplies. For example, a charity may purchase 
electronic camera-ready manuscripts from a U.S. charity for producing publications in 
Canada for resale. A charity is eligible for ITCs for GST paid on imported supplies of 
camera-ready electronic media if the charity is a GST registrant and if those goods are 
being used in its commercial activities (unless the charity is required to use the simplified 
method). 

Books that are manufactured and sold by a charity are subject to GST if it sells more than 
$50,000 per year in taxable supplies and the charity’s revenue exceeds $250,000 in the 
year. Sometimes a charity is eligible for an ITC if it used the taxable supply, in part, for 
making its own taxable supplies. The ITC is the charity’s percentage use in making taxable 
supplies (i.e., between 10 and 90 percent ) applied to the GST paid. No ITC is available if 
the imported supply is used less than 10 percent in making taxable supplies. Any GST 
paid that was not eligible for an ITC is eligible for the 50 percent GST rebate. 

Real Estate 

A charity may be obliged to self assess if it purchases real estate. The purchase of real 
estate (other than used residential real estate) by a charity is generally subject to GST. If 
the charity purchasing the real estate is a GST registrant, it must remit GST on this 
purchase. If the charity is not a registrant, the vendor is ordinarily required to remit the 
GST. The purchasing charity, however, must remit the GST on the purchase of real estate 
from a non-resident. A charity is eligible for ITCs for the GST paid on real estate purchases 
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if the real estate will be used primarily (i.e., more than 50 percent ) in making taxable 
supplies. Otherwise, the charity is entitled to claim the 50 percent rebate on the GST paid. 

Note that the purchase of real estate from another charity is generally not subject to GST 
(i.e., it is then an exempt supply), unless the real estate was a new residential housing 
unit or the vendor charity used it primarily in making taxable supplies (i.e., more than 50 
percent ). 

Section 6: Public Service Body Rebates for GST Paid by Charities - Even if Not a 
GST Registrant  

The GST is a tax on consumption in Canada and is not intended to create a situation 
where the same tax is paid at different levels in the supply chain. Therefore, where 
someone is engaged in commercial activities which results in a supply being GST/HST 
taxable to the consumer, the supplier can claim the tax paid on its inputs back as an ITC 
to prevent the cascading of tax costs. However, charities that make predominantly exempt 
supplies are not afforded the same opportunity. Instead, the charity is treated as the end 
consumer of those supplies, and therefore, unlike a supplier of taxable goods and 
services, a charity is not entitled to ITCs (or refunds via the simplified method) on tax paid 
on its purchases of goods and services. Rebates at various percentages, however, give 
some relief to charities. These rebates are intended to ensure that the tax charities pay 
under the GST does not exceed the tax they would have paid under the former federal 
sales tax system. 

A charity may apply for the public service body (PSB) rebate for GST paid on eligible 
purchases and expenses for which it cannot claim ITCs. The applicable rate for most 
charities is 50 percent. A charity may apply for the PSB rebate whether or not it is 
registered for GST/HST purposes.  

For charities that are resident in a participating province, there are also PSB rebates 
available on the provincial portion of HST, as follows:  

• 35 percent for Prince Edward Island (for claim periods that end on or after April 1, 
2013); 

• 50 percent for New Brunswick, Newfoundland and Labrador, and Nova Scotia; 

• 82 percent for Ontario. 

Eligible Purchases and Expenses 

The ETA has no definitive list of what qualifies as “eligible purchases and services.” Some 
examples provided by CRA include 

• general operating expenses, such as rent, utilities, and administration expenses 
(for which ITCs cannot be claimed); 

• most allowances and reimbursements paid to employees and volunteers engaged 
in activities for the charity; 

• property and services used, consumed, or supplied in the charity’s exempt 
activities (e.g., fundraising events); and 
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• certain capital property (e.g., buildings, equipment, vehicles, machinery, office 
furniture, computers, and photocopiers used by the charity for carrying out its 
activities, other than that used for primarily commercial activities). 

Examples from the Public Service Body Rebate (GST/HST) Regulations and the 
GST/HST Public Service Bodies’ Rebate guide of expenses not eligible for rebate 
consideration include 

• memberships in recreational and sporting clubs; 

• expenses related to providing long-term residential accommodation, unless more 
than 10 percent is restricted to seniors, students, youths or individuals with a 
disability or with limited financial resources who qualify under a means or income 
test; 

• goods and services bought to sell or give to an employee, officer, etc., if it is a 
taxable benefit to that person; and 

• supplies that are subject to GST/HST at a zero percent tax rate (e.g., basic 
groceries) and known as zero-rated supplies. 

Calculating the Rebate 

Most charities can either track the GST paid on each and every item separately or, if 
eligible, they may use an easier method to calculate their rebate. In the first instance, the 
charity would total the exact GST paid or owing for all eligible purchases. Where GST is 
included in the purchase price, the charity would multiply the purchase price by 5/105, 
5/113, 5/114, or 5/115 to arrive at the federal GST charged. 

In the second instance, charities that have taxable supplies of less than $1,000,000 or 
taxable purchases of no more than $4,000,000 may be eligible to use the easier 
“prescribed method” to calculate their rebate (sometimes referred to as the “streamlined 
method”). This method of calculating rebates does not require the charity to track the exact 
GST paid on each eligible purchase. A charity using this method would total the eligible 
purchases used for the charity’s activities, then multiply that total by the prescribed factors 
to arrive at the amount to which the charity would apply the 50 percent PSB rebate rate. 
In totalling the eligible purchases, a charity would include the purchase price, GST (or 
HST), non-refundable provincial tax only if taxed at the 5 percent GST, reasonable tips, 
import duties, and interest and penalties paid for supplies taxed at 5, 13, 14, or 15 percent. 
In totalling the eligible expenses, a charity could not include 

• part of purchases for which it claimed or will claim ITCs; 

• expenses on which GST is not paid, such as salaries or insurance payments; 

• other exempt or zero-rated purchases; 

• purchases from non-registrants or purchases made outside Canada not subject to 
GST; 

• the part of ITCs spent on meals and entertainment subject to recapture for income 
tax purposes; 
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• refundable or rebateable PST; and 

• purchases of real property. 

As a practical point, items subject to the 13, 14, or 15 percent HST need to be totalled 
separately from those subject to the 5 percent GST. 

As mentioned above, the total of eligible expenses is generally multiplied by the factors of 
5/105, 5/113, 5/114, and/or 5/115 as applicable. After this amount is established, then 
multiply this total by the rebate rate (e.g., 50 percent). This final amount is the amount of 
the charity’s federal rebate. 

Employee/Volunteer Allowances and Reimbursements 

A special note on allowances and reimbursements for employees or volunteers: if a charity 
reimburses employees or volunteers for expenses incurred on behalf of the charity, the 
charity can include in its rebate claim 50 percent (assuming this is the applicable PSB 
rate) of the GST/HST portion of those expenses (e.g., reimbursement for eligible supplies). 
The charity is deemed to have paid the GST/HST on those expenses on the date the 
allowance or reimbursement is paid to the employee or volunteer. 

To calculate the amount of GST/HST a charity is deemed to have paid on a 
reimbursement, an exact calculation method or a simpler method may be used, provided 
the basic requirements are met and supported by documentation. Where the simpler 
method is used, the total amount of the reimbursement is multiplied by the factors of 4/104, 
12/112, 13/113, or 14/114 as applicable. 

To calculate the amount of GST/HST included in an allowance payment, a charity using 
the simpler method would multiply the amount of the allowance by the factors of 5/105, 
13/113, 14/114, or 15/115 as applicable. This does not apply to allowances that are 
included in an employee’s income as a taxable benefit. 

The amount of GST/HST paid for an allowance or reimbursement is necessary to 
determine the overall amount of GST/HST paid by the charity in order to calculate the 
rebate whether or not the charity is a GST/HST registrant.  
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Section 7: Other Miscellaneous Rebates  

Exported Supplies 

A charity is entitled to a 100 percent rebate of GST paid on exported goods and 50 percent 
of GST paid on all other supplies not eligible for a full ITC (GST includes amounts the 
charity is deemed to have paid). 

A charity that pays GST on purchases of goods it exports is eligible for a 100 percent 
rebate on the tax. According to CRA, the rebate is for the tax paid to buy the property, and 
not for the tax paid to export it. The 100 percent rebate legislation also applies to exporting 
a service. 

The exportation of a service is something of a peculiar concept, and the courts have 
confirmed that this provision has very narrow application and would generally only apply 
if the service is performed wholly outside of Canada. Generally, services provided in 
Canada to a charity are not “exported” for the purposes of this provision, even if the 
charity’s charitable work takes place exclusively outside Canada. Such services would 
therefore not be eligible for the 100% rebate for exports, but may still qualify for the charity 
rebate of 50% of tax paid. 

Note that the 100% export rebate may not apply to the purchase of component parts that 
are used to assemble property if the “new property” is considered to be different from the 
unconnected component parts. However, the charity may be eligible to claim a public 
service body rebate on some of the tax charged for those component parts.  

100 Percent Rebate for Purchases of Printed Books 

Certain charities who operate a public library or whose primary purpose is the promotion 
of literacy may be entitled to a 100 percent rebate of the GST (or federal part of the HST) 
payable on certain printed books. The rebate extends to printed books acquired or 
imported by qualifying charities to be given away at no cost. To qualify for this rebate, 
charities must submit a separate application to CRA to become a “prescribed charity.”  

Rebate for Property or Services Removed from a Participating Province 

Charities may be eligible to claim a rebate on the provincial portion of HST on certain 
goods and services acquired in an HST participating province and consumed, used, or 
supplied in a province with GST only or a lower HST rate. Certain requirements must be 
met. Any amounts claimed for this rebate must be deducted from the HST paid or payable 
prior to calculating the charity’s PSB rebate. For more information, see Guide RC4082. 

Federal Excise Gasoline Tax Refund 

Distinct from the GST, the ETA also includes an excise gasoline tax. The excise gasoline 
tax refund program is available as a means for recovering a portion of the taxes paid on 
gasoline by disabled persons, registered charities, and amateur athletic associations. 
Under the program, the charity may claim gasoline tax refunds for gasoline bought by 
employees/volunteers for the charity’s activities. 
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If a registered charity purchases gasoline for its own use, such as when operating a bus 
for one of its programs or when the registered charity reimburses a volunteer or employee 
for the use of the individual’s automobile, the registered charity is entitled to claim a tax 
refund of $0.015 per litre. If the reimbursement is for gasoline an employee purchased for 
use in an automobile the charity owns or leases, the claim must be limited to the kilometres 
driven for the charity’s activities in the period to which the gasoline purchase relates. 
Claims related to a per-kilometre allowance paid to volunteers or employees for the use 
of their automobiles for the charity’s activities should be based on $0.0015 per kilometre. 

Refunds may be applied for by filing the prescribed form within two years of the date the 
gasoline was purchased. Refund claims for amounts less than $200 must cover a six-
month period ending June 30 or December 31. Such claims must be submitted no later 
than one month after the end of the six month period. Refund claims for $200 or more may 
be submitted at any time but they are subject to a maximum of one claim per month. As 
noted, the claim must be filed within two years of the purchase date or the date the 
employees or volunteers were reimbursed. 

The application does not require invoices, receipts, or vouchers, although the charity must 
retain adequate documentation to support the claim if audited. The documentation should 
include the purchaser, the vendor, the purchase date, the number of litres purchased, and 
the amount paid. Employees permitted personal use of an automobile the charity owns or 
leases are, for income tax purposes, required to keep a log of the kilometres driven. This 
log, along with proof or reimbursement to the employee, will support the charity’s refund 
claim. A charity that reimburses employees and volunteers based on kilometres driven on 
its behalf must retain sufficient records to support refund claims. 
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K.3 Church Records 
One of the easiest methods of recording the income and expenditures manually is in any 
analyzed loose leaf book, the book may be purchased at a good stationary store. One with 
12 analysis columns for income and up to 20 columns for expenditures should be large 
enough. Loose leaf sheet can be obtained with up to 36 analysis columns in addition to a 
date and a description column. Many churches today use computers for bookkeeping. 
They are available at quite reasonable prices, along with the appropriate software. 

With the income sheets you will record the Sunday the income was received in the date 
column. In most cases there will not be an item to include in the description column, but 
for special receipts you will need a description. The use for the first analysis column should 
be the total column, it is easier to associate with the correct date. 

The income received most should be shown in the next column and proceeding across 
the page with those occurring less frequently. The final column should be reserved for 
miscellaneous items and the column immediately preceding it for the description. A 
specimen is shown in Appendix C. 

A sub-total should be made at the end of each month. It is useful to have a further total 
showing the year-to-date income under the sub-total, this will be discussed further under 
Budgeting. 

When you are recording the payments, it is similar to the receipts. You will start off with 
the date o the cheque, payee, and the name cheque number. The first analysis column 
will list the total amount of the cheque. It is advantageous to group the remaining columns 
according to the type of expenditure, this will vary from church to church. Most churches 
will require two or three columns for ministerial, staff salaries and expenses, two or three 
columns for Christian Education expenditure, probably six or seven for general church 
expenses and then columns for special activities like choir, youth committee or other 
departments where payments are made on an irregular basis. As with the income side 
you should reserve the last two columns for miscellaneous expenses and a description of 
them. When you are deciding on the headings for the analysis columns you should 
consider what detail you will be reporting to the finance committee or deacons board and 
head of the columns accordingly. Usually this will be in the same detail as the budget 
preparation. An example is shown in Appendix D. 

It is not necessary to keep a general ledger as well as an analyzed cash book or synoptic. 
All the information normally required can obtained readily from the analysis. To keep a 
general ledger as well, is only duplicating the work However, it is recommended that you 
keep a separate ledger sheet for any special funds that may be part of the income or 
expenditure of the church, allowing you to keep a record of the balance carried forward 
from year to year. 

Again, in order to report periodically it will be necessary to have a sub-total of each column 
at the end of the month and a year-to-date total of each heading. 
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Bank statements are another item that should be reconciled with the synoptic on a monthly 
basis. is a fairly simple operation and it enables you to discover which cheques have not 
been paid by the bank at he end of a particular month and also ensures you have picked 
up an bank charges etc. The following steps should be taken: 

A. First, check off all the receipts in the synoptic with the items shown in the credit 
column of the bank statements (Banks keep their books the opposite way round to 
the way you keep your books and therefore everything appears on the opposite side 
of the bank statement)- As each receipt should be deposited within a couple of days 
of the Sunday it relates too, there should be one item at the most that does not appear 
on a bank statement at the end of the month. It will fferefore be simple to locate the 
items outstanding. However, keep an eye out for errors in making up the tellers 
sheets. The amount paid in may be a few cents different from the tellers' sheet total 
and if this happens your books will throw out your reconciliation. 

B. Take the cheques returned by the bank and check them off on the bank statement. 
Any items not checked off will represent bank charges, interest etc. Make sure these 
are entered in you synoptic. 

C. Sort the cheques returned by the bank into numerical order. check them off against 
the payment side of the synoptic and last month's reconciliation. Any items not 
checked off will represent the cheques still outstanding at the end of the month. 

D. Finally, write down the bank balance at the end of the month, add any outstanding 
deposits not entered on the bank statements and deduct the total of the outstanding 
cheques in "C" above; the total should be the difference between the receipts and the 
payments in your synoptic (do not forget the opening balance). An example is shown 
in Appendix E. 

In order to make it easier for yourself, it is advisable to number your cheques serially 
before you issue them, if not already numbered by the printer. When you enter the cheque 
in the synoptic you should enter the number of the cheque against it. This will 3 assist you 
when preparing the bank reconciliation statement. Write the same number on the bill or 
voucher that is being paid, you can file the bills easily and also refer to them when required. 
Finally, the paid bills should be stored somewhere safely at the end of each year, if they 
are they will be easy to allocate. These bills are not to be destroyed without permission 
from the department of National Revenue, normally after six years from the end of the 
financial year.
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K.4 The Envelope Registrar 
The registrar must be a person to keep the information in confidence, as he will learn of 
the donations of the members, and if he cannot be trusted to keep these matters to himself, 
he will cause much embarrassment and ill feeling. One way to reduce the possibility of 
this is to have two people and to divide the responsibilities between them. One person 
keeps the details of the giving's, and the contributor's number; the other knows which 
number has been allocated to each contributor. In this way, neither has the full information. 
Under no circumstances should the treasurer, chairman of finance, or their spouses act 
as envelope registrar. 

The registrar should receive the envelopes and the listing of the amounts from the tellers 
weekly, so he/she can record the amounts of the receipts. The registrar distributes these 
periodically to the various contributors. Usually, a statement is issued quarterly on the 
amounts each person has given. This is good, psychologically, as it enables each person 
to consider how his/her commitment to the church has been translated into givings during 
the quarter. 

Some recordings systems show the actual week and amount given week by week. Others 
show the total amount given during the quarter in one lump sum. It is preferable for the 
person to receive a statement setting out the weekly as he/she is better able to check for 
errors in the records. With the one-write system, it is not difficult to arrange this type of 
report to be produced. A sample combined receipt and statement is included in Appendix 
B. 

The treasurer and the envelope registrar should keep in close contact. The treasurer and 
the registrar should notify each other of any adjustments needing to be made to the 
records, for example when a cheque is returned by the bank for any reason. If the cheque 
is later redeposited or replaced by another cheque, it is obviously wrong that the same 
amount should be credited to the contributor twice. These receipts are used for income 
tax; it is immoral and also illegal to provide a receipt indicating an amount greater than the 
amount actually given. 

Periodically, the envelope registrar should agree the totals of the receipts according to 
his/her records with the amounts shown by the treasurer as received from envelopes. The 
most convenient way is to, on a quarterly basis, compare the receipts of the contributors 
that have been prepared to that of the treasurer. Take the total listing amounts added 
together on the receipts statements and compare this total with the total from the 
treasurer's records. Any discrepancies should be investigated by agreeing the weekly 
listings with the treasurer's records. If these all agree, then the error must be in the 
recording of the receipts or in the addition of the weekly listings. It is better to check the 
latter first! 

At the end of the calendar year, the envelope registrar should prepare an official receipt 
for each contributor showing the total amount given during the year and stating the 
charitable number that has been allocated to the church by the Department of National 
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Revenue. This statement should be forwarded to the contributors by February 28, in good 
time for the person to complete his tax return.  
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Section L: Insurance 

CBWC Church Treasurer's Manual July 2023 Page 416



 

L.1 Enterprise Risk Management – Discernment for Ministry 
(Kay, 2021) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used or 
Further Reproduced Without Permission. 

Discerning the Future 

When moving forward with ministry, are you ever in that uneasy spot—feeling “called” to 
God’s work while planning wisely, but conflicted by what James teaches? 

Now listen, you who say, “Today or tomorrow we will go to this or that 
city, spend a year there, carry on business and make money [or maybe 
carry on ministry and have impact]. Why, you do not even know what 
will happen tomorrow. What is your life? You are a mist that appears for 
a little while and then vanishes. Instead, you ought to say, “If it is the 
Lord’s will, we will live and do this or that. As it is, you boast in your 
arrogant schemes. All such boasting is evil. If anyone knows the good 
they ought to do and doesn’t do it, it is sin for them. (James 4: 13–17, 
NIV) 

In that predicament, questions arise: 

• How sure are we about flourishing in the future? Are we humble enough to grapple 
with uncertainty? 

• Are there alternatives that we ought to be considering, especially if certain 
assumptions we make do not come true? Are we stuck in our ways and missing 
opportunities the Lord is guiding us towards? 

James’ conclusions are frankly haunting. Are there additional ways your ministry can 
affirm the Lord’s leading and guiding regarding your direction? We think there is, and it’s 
called, enterprise risk management (ERM)—something practical and helpful for exercising 
discernment in your organization. And the best thing, it gives an entirely new meaning to 
how many people understand complexities and conceptualize risk! Who knew that risk 
was a gateway to opportunity? 

What Is Enterprise Risk Management? 

Enterprise risk management is a proven discipline that helps senior ministry leaders and 
governance boards to consider risk from an organizational, strategic perspective, opening 
the door for new opportunities and directing attention to needed areas to meet strategic 
objectives. ERM is not a checklist of activities to avoid, nor a list of potentially negative 
outcomes, as unfortunately the topic of risk is often seen. Rather, effective ERM spurs the 
organization towards excellence and improved ministry effectiveness. In smaller 
organizations, risk management can be a basic approach which helps navigate 
complexities and identify opportunities. It provides an approach to gain insight into less 
granular risks and opportunities for missional success. In larger organizations, risk 
management becomes a more detailed endeavour and is often allocated to finance or 
another discipline. In these larger settings, ERM is ideally managed by seasoned multi-
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disciplined professionals who work as independent strategic advisors to the senior 
management and board. 

Why Is Enterprise Risk Management Important? 

Enterprise risk management is important for your mission because it provides a new and 
valuable approach to look at strategy in a disciplined way and enables more robust and 
discerned outcomes. Decision makers within the charity are provided with reliable, timely, 
and actionable information about the uncertainty that might affect the achievement of 
objectives. 

Enterprise risk management: 

• Informs strategy 

• Provides a discipline to identify and focus on key issues 

• Improves organizational agility through a systematic enterprise-wide collaboration 

• Enhances planning for the future and aids discernment about longer-term 
emerging risks/opportunities 

• Supports the effective use of resources 

• Introduces a risk-informed culture and encourages thoughtful input from the team 

• Allows assessment of vital organizational capabilities that can be overlooked given 
the energy and natural rhythm of the ministry 

• Opens a new avenue of engagement with the executive team and the Board 

In order to be successful, ERM needs to be paced over time. Insights are gained and 
applied as stakeholders are introduced to the approach and begin to consider risks and 
opportunities in the decision-making and strategic process. Management, stakeholders, 
and the board are all engaged in these key components of effective missional success, 
and become more adept at the approach with practice. 

Is Your Leadership Inclusive? 

As a leader, despite staff engagement tools and good intentions around staff and 
stakeholder communications, are you open to hear the genuine perspectives from within 
your organization? Could you use a well-designed source of truth and opportunities for 
growth? A discernment process like ERM demonstrates an openness to informed voices 
to empower your organization. 

What Does Enterprise Risk Management Look Like? 

Enterprise risk management looks like a qualitative and quantitative process to assess the 
resiliency of your mission. Do not be deceived. The power of the risk discipline is its ability 
to unlock a deeper understanding of complexities in your organization while empowering 
new stakeholder discussions on critical issues and opportunities. Seasoned advisors bring 
the practice to life through wise facilitation. 
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While many large organizations have embraced risk management, most have 
implemented a siloed, departmental approach to risk. Each department assesses its 
individual risks, creates a risk list, and then may or may not adjust strategy or operational 
plans to manage the risks and opportunities identified. Siloed departmental risk 
assessment has value for an organization for sure, but the larger impact may in fact be 
the risks that are inherent to the overall organization’s strategy. These are those often-
missed issues that result from the interaction and intersection of departmental directions: 
the sneaky impediments to strong collaboration which are not addressed until their full 
impact has been realized. 

The discipline takes full advantage of input from the key people in the organization to gain 
wider insight into the complexities that are perceived as important to the flourishing of the 
ministry. The resulting input is then qualitatively and quantitatively assessed to provide a 
road map to proactively capture and address risks and opportunities. While the approach 
is designed to be an enterprise-wide endeavour, the same tools and approach can be 
rolled out for each department risk as well. 

As ERM matures, it turns into a cyclical discipline that starts with identification of enterprise 
risks, then quantification and understanding of those, followed by managing them to 
capture missional opportunities. More details about these stages are captured in the 
following chart. 

Stage Description Keys 

Identifying 
Enterprise Risks 

In this stage, the organization 
is encouraged to “take blinders 
off” and to use a wise and 
discerning eye when thinking 
about all the (often complex) 
dynamics of achieving 
missional goals. 

• Engagement of the best set 
of individuals to get the real 
pulse of the organization 
• Use of well-crafted tools to 
engage the participants at 
the enterprise level, 
considering both the internal 
and external environment 
• Openness to hearing God’s 
leading and guiding 

Quantifying & 
Understanding 
Risks 

This stage allows the 
participants to exercise 
judgment to rank the potential 
of various risks to impact the 
achievement of missional 
goals. 

• Tools geared to utilizing 
wise perspective when 
ranking 
• Openness to think in the 
very best interests of the 
mission 
• Discernment and openness 
to take stock of what the 
discipline is indicating and 
the art of possibilities 
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Stage Description Keys 

Managing Risks 
& Capturing 
Opportunities 

While knowing the risk profile 
of the organization is helpful, 
the more critical stage of the 
discipline is to gain a 
coordinated and wise 
organizational response. 

• Wisdom to understand 
timing and types of actions 
across the organization 
• The impact of 
dependencies when 
addressing various risks 
• Acknowledgement of what 
is needed to create 
organizational capabilities 

Other Key Considerations 

Communication is an integral part of a successful ERM function. Senior management, 
staff, the board of directors, and other stakeholders can all be engaged in the discipline. 
Communication begins early in the approach as individuals learn, share, and embark on 
the ERM journey. Over time, the communication of key strategic risks and actions 
becomes part of the cadence of the mission. 

Enterprise risk management has been recognized as a strong support to strategic 
discussions between the board and senior management. One communications approach 
can involve education and discovery workshops for robust governance to engage all 
leaders early in the process. At the regular meetings of the board, current risk registers 
and heat maps could be included in the board package. The inclusion of risk findings on 
the governance agenda increases understanding of the complexities of strategy and 
provides a jumping-off point for informed discussions around the board table. 

Do You Engage the Board at the Right Depth? 

Is your organization benefiting from the depth of perspective from the board and providing 
them information at the right level? ERM is a great opportunity to empower discussions at 
the board table. This is especially true for the board’s input into strategy development, the 
periodic needs to pivot strategy given changing circumstances, or the need to build new 
strategic capabilities. 

Ongoing adoption is an opportunity to reflect on the ERM process outcomes and values 
for the organization and then take the best parts of the approach into the regular rhythm 
of operational and strategic planning and review. 

It is worth noting that successful ERM requires a culture change such that stakeholders in 
the organization embrace a more discerning perspective and proactively identify and 
manage the complexities of the environment and the organization’s strategy. 
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L.2 The Duties, Responsibilities, and Liabilities of a Director 
(Pellowe, The Duties, Responsibilities, and Liabilities of a Director, 2014) © Canadian 
Centre for Christian Charities, www.cccc.org Not to be Used or Further Reproduced 
Without Permission. 

Board directors have a number of basic duties and responsibilities that have been 
developed over the centuries through case law. They are not all that onerous. If you apply 
common sense, you should have no trouble fulfilling these duties. Similarly, you can avoid 
most liabilities when you act prudently, and there are ways to cover off the risk that 
remains. 

DUTIES AND RESPONSIBILITIES 

There are four core duties of a board director: honesty, loyalty, care, and diligence. 

Honesty 

As a director, you are obligated to act in an honest manner and in good faith. This means 
that if you have important information that relates to the charity, you must share it with the 
board. For example, if a director is aware of a suspected wrongdoing or a policy that is 
not being followed, the director has a duty to share what is known to the board.  

Loyalty 

You have a duty to be loyal to the ministry when you are serving on the board. This means 
that you need to avoid any conflicts of interest. For instance, if you are a building contractor 
and a church board member, and your church is going to build an addition in the near 
future, you need to choose between providing your contracting services and serving as a 
director. It would be a conflict of interest for you to engage in both activities. It also means 
that the interests of the ministry come before your own interests. The question is “What’s 
good for the ministry?” rather than “What’s good for me?”  

Care 

You also have a duty of care as a director. You are to act prudently and know what the 
charity is doing. One aspect of your duty to care is to make sure that you are prepared for 
board meetings. Make sure that you review the board package well ahead of time and 
pray about any issues of concern. 

Another way to demonstrate the duty of care is to take steps to familiarize yourself with 
the ministry and its programs and policies. Ask questions: How secure is that revenue 
stream? Do we have a policy and a plan to protect the vulnerable people we serve? What 
complaints has the ministry received in the last quarter and how have we dealt with them? 
What legislation imposes requirements on the ministry? Show that you are actively 
engaged in board work and not just showing up as a disinterested observer. 
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Diligence 

You must be diligent as a director. Make sure that you ask any questions that are on your 
mind. As the saying goes, the only bad question is the one you had but didn’t ask. Don’t 
assume that another director with more expertise will look after the matter.  

Years ago, I was serving on a church board. As a commercial banker with an MBA, I 
typically had a few questions to ask about the financial statements at every monthly 
meeting. One month I didn’t have any questions, so I asked none. When the treasurer 
asked if there were any questions, all the directors looked at me! Someone said, “We 
leave financial questions to John because he knows what to look for.” I was horrified. First, 
that put all the pressure on me to ask the questions. But more importantly, it meant that 
the directors were letting me do their thinking for them. Directors have a responsibility to 
think for themselves! 

LIABILITY 

Directors need to be aware of potential liabilities, which are outlined below. The good news 
is that directors are not held liable for simple errors in judgment. Directors don’t always 
have the luxury of waiting until every bit of information has been found before making a 
decision. If decisions do not turn out for the best, they cannot be held liable as long as 
they are acting within the standard of care. 

Breach of Fiduciary Duty 

Your fiduciary duties as a director are all about acting in a way that inspires trust and 
confidence in your faithful service. If you act in a way that does not do that, you are 
breaking, or breaching, your duty to be a good fiduciary. You can be held personally liable 
for breaching your fiduciary duty, and there are three ways you can breach this duty at 
law:   

 Negligence. Negligence occurs when you cause harm to somebody else through 
either your action or your inaction. An example of negligence would be if the board 
decided to save money in the winter by not shovelling the front sidewalk of the 
church. Someone could get injured by slipping on the sidewalk and file a lawsuit 
against the church. The board would be considered negligent in this case, because 
the likelihood of injury could have been reasonably foreseen and prevented.  

 Acting Outside Your Authority. You would be in a breach of fiduciary duty if you 
were to act outside of your authority as a director. For example, say your ministry 
wanted to buy new computers. You happen to be at a store where they have a 
sale on computers. You go ahead and sign a contract to buy a number of 
computers, thinking that you could just go to the board for approval. In this 
situation, you would be acting outside of your authority because you are not 
authorized to enter into contracts on behalf of the ministry. If the ministry didn’t 
agree with your purchase, or if they wanted a different brand, then you would be 
held personally and financially responsible for those computers, and you would be 
in breach of your fiduciary duty. 

CBWC Church Treasurer's Manual July 2023 Page 422



 

 Failure to Invest Resources Prudently. Directors cannot invest the ministry’s 
money the same way they would invest personal funds because their risk profiles 
and investment goals are different from the charity’s. Investments must be made 
prudently according to the circumstances of the charity. A failure to invest prudently 
could result in directors being held liable for losses. 

A number of years ago, a church board member was held personally liable for breaching 
his fiduciary duty. The church had raised $400,000 for a building addition, but this was 
only half of the money that the church needed. At one board meeting, the church treasurer 
suggested that the board invest in interest rate swaps for six months so that the church 
could double its money. One of the board members was a stockbroker and knew that 
interest rate swaps were very risky in the absence of an underlying business transaction. 
But because of the board’s enthusiasm, the stockbroker did not share his knowledge and 
did not vote against the motion.  

The motion passed, and the church eventually ended up losing the $400,000. A major 
donor sued the church board for misinvesting the money. In the end, the judge found that 
all of the board members were unaware of the risks except for the stockbroker, who should 
have known better. The stockbroker was held personally liable for the $400,000 because 
there was no record in the minutes of him speaking or voting against the decision. 

One lesson to be learned from this example is that if you vote against a motion, you should 
have your name listed in the minutes as having voted “no.” This will be your defence if the 
matter ever comes up in court. The other lesson is to speak up and share what you are 
thinking! 

Breach of Trust 

In addition to breaches in fiduciary duty, you could be held liable as a director for a breach 
of trust. This can happen in one of two ways. The first would be if the board misused 
charitable funds or failed to apply charitable property for charitable purposes. This is 
especially important in the case of special purpose funds, such as a building fund or a 
mission fund. Using special purpose funds, also known as externally-restricted funds, for 
anything other than their designated purpose is a breach of trust for which you are held 
liable. Another example of a breach of trust is to provide remuneration for directors, either 
directly or indirectly. 

Other Liabilities 

A 2001 study by the law firm of Gowling Lafleur Henderson LLP, entitled A Study of the 
Liabilities Facing Directors and Officers of NonProfit Corporations in Canada, found that 
there are about two hundred statutes across the country that make directors liable for the 
action or inaction of their organizations. Considering that there are ten provincial, three 
territorial, and one federal jurisdiction, there are a fewer number of statutes that apply to 
you. Most of these statutes have to do with health and safety, payroll deductions for taxes, 
vacation pay, GST/HST, and the environment. You need management to verify to the 
board that they are in compliance with all legislation and that payments to the Canada 
Revenue Agency (CRA) are not in dispute. 
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Protecting Yourself from Liability 

Fortunately, while these liabilities do exist, you can easily protect yourself: 

 Act in accordance with the standard of care, fulfill your fiduciary duties, and stay 
within your authority as a director. 

 Make sure that there is a good risk management program in place for the board, 
particularly if the ministry is dealing with vulnerable individuals, such as children.  

 Have Directors and Officers Liability Insurance for your board, with an 
indemnification agreement with the ministry.  

With these measures in place, you would pretty much have to do something criminal to be 
held personally liable. Acting with honesty, care, loyalty, and diligence is not difficult, and 
the standard is what a reasonably prudent person would do. If you actively participate in 
the work of the board, understand what the board is voting on, and make informed 
contributions to board discussions, you should be able to minimize your risks. 

Bulletin Issue 5, 2014 (Last Reviewed: April 13, 2017) 
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L.3 How to Do a Risk Assessment 
(Pellowe, How to Do a Risk Assessment, 2018) © Canadian Centre for Christian Charities, 
www.cccc.org Not to be Used or Further Reproduced Without Permission. 

Risks are everywhere, and knowing which risks are reasonable and which are not can 
help you advance your ministry with confidence, avoiding the gridlock that can come from 
fear of risk. Assessing risk is an important part of organizational decision-making. This 
article provides a five-step approach to risk assessment.   

This article originally appeared on the Christian Leadership Reflections blog 
(cccc.org/news_ blogs/john) on June 26, 2017.  

Step 1: Identify Risks  

Identify risks from various perspectives, including mission success, organizational health, 
and environmental factors.  

1. Mission Success is comprised of everything you do to fulfil your organizational 
purpose.  

To help you identify your mission-related risk, gather and review your strategic planning 
documents (e.g., theory of change, strategy map), along with a list of your programs.  

Examples of mission-related risks:   

• dealing with vulnerable people   

• staff security on the front lines   

• foreign governments closing access to their countries   

• governance issues in your own ministry   

• giving wrong information to members   

• public scandal of endorsed members  

2. Organizational Health consists of everything related to the sustainability of your 
ministry’s health and viability over the longer term, including finance, human resources, 
physical resources, operating models, and organizational structure.  

To identify these risks, consider the financial trends, member surveys, and any reviews 
related to your organization, as well as your experience and conversations with people.  

Examples of organizational health-related risks:   

• disaster that would shut down operations   

• major loss from an innovation that did not work   

• inability to recruit qualified staff   

3. Environmental Factors include everything that is happening outside your organization 
that could affect either your mission success or organizational health. To identify these 
risks, scan the social, political, economic, and other environments in which you operate; 
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consider current events and what’s being shared on social media, online, and in 
mainstream media.  

Examples of environment-related risks:   

• significant change in the currency exchange rate between Canada and the country 
you are operating in   

• a significant stock market downturn dries up major gifts you are used to receiving   

Once you have gathered all the information related to mission success, organizational 
health, and environment factors, answer questions such as the following:  

• What assumptions have I made about current or future conditions? How valid are 
the assumptions?  

• What are my nightmare scenarios?  

• What do I avoid thinking about or just hope never happens?  

• What has gone wrong with organizations like ours?  

• What am I confident will never happen to us?  

• What is becoming more scarce or difficult for us?  

At this point, create a draft list of about ten major risks, and distribute it to your leadership 
team for discussion. When you meet, the conversation may yield additional risks; add 
those to the list.  

Step 2: Probability/ Impact Assessment  

Rate the identified risks on probability and impact in order to prioritize how you allocate 
time and money to address them. Rate eachof these two factors high, medium, or low 
using the following definitions.  

Probability is the likelihood that the risk will happen.  

• High: The risk either occurs regularly (e.g., hurricanes in Florida) or is becoming 
more significant over time, such that it could affect your ministry in the next few 
years.  

• Medium: The risk happens from time to time each year, and someone will suffer 
from it (e.g., fire, burglary). The risk is not a particular problem at present but has 
the potential to affect you over the longer term.  

• Low: The risk could happen but rarely does, and is largely hypothetical.  

Impact is the anticipated effect the risk will have on your ministry.  

• High: If the risk happened, it would be a critical, life-or-death situation for the 
ministry. The risk would either change the future of the ministry or cause it to close.  

• Medium: The risk would create a desperate situation that could require radical 
solutions; however, there would be a reasonable chance of recovering from the 
effects of the risk without long-term damage.  
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• Low: The risk would cause an unwelcome interruption of normal activity, but the 
damage could be overcome with fairly routine responses.  

Step 3: Manage Risk 

The options for managing risk boil down to three strategies:  

Prevent: The risk might be avoided by proactively identifying areas of risk and then 
changing a process, or providing alternative, less risky options. It may mean purchasing 
additional equipment or redesigning a program. 

Example: Installing ramps or adding anti-slip tape reduces the risk of falling on stairs. 
Making your entrance a controlled-access area reduces the chance of someone entering 
and threatening people inside the building. Regular maintenance on your church van can 
keep it in good condition and lessen the risk of brake failure. While you normally cannot 
completely prevent a risk from happening, you can make it less likely.  

Mitigate: Mitigate means to make “less severe, serious, or painful.” There are two ways 
to mitigate risk: 1) lessen its probability of happening; and 2) lessen the impact of the risk 
happening.  

Example: Ministries can mitigate the risk of a server failure by doing daily backups. It might 
still lose information from the day of the failure, but at least it has the rest of the information 
up until the day before.  

Transfer or Eliminate: If you can’t prevent the risk from happening or lessen the 
probability or impact of the risk, you can transfer the risk to someone else (such as by 
purchasing insurance) or eliminate the cause of the risk so that it is no longer applicable.  

Example: A church with a rock-climbing wall might purchase insurance and transfer the 
risk to the insurance company. Or it could take the wall down so that the risk no longer 
exists.   

Step 4: Final Assessment  

Prepare a risk report, review it, and ask the following questions:  

• Are the mitigating steps and recommendations sufficient?  

• Do we really want to eliminate some aspect of our ministry to avoid risk?  

• Do recommended actions align with the ministry’s mission and values?  

• Are there any less-risky ways to fulfil the same purpose?  

Submit the report to management and then the board for final review. At this point, the 
ministry is left with two choices:  

• Accept whatever risk is left and get on with the ministry’s work.  

• Reject the remaining risk and eliminate it by getting rid of the source of the risk.  
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Step 5: Ongoing Risk Management  

On a regular basis, review the risk assessment and plan to see if they are still valid. Have 
circumstances changed? Are the plans working? Ask your team to review the plan, 
discuss it with them, and adjust the plan as necessary.  

Conclusion  

Assessing risk is an important part not only of organizational decision-making, but also of 
good stewardship. Using the five-step approach outlined above, you can identify, assess, 
and manage risks with confidence.  
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L.4 Directors and Breach of Trust 
(AMY, 1998) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used or 
Further Reproduced Without Permission. 

In AIR CANADA v. M & L TRAVEL LIMITED et al, (1991) O.A.C. 215, the directors of a 
corporation intermingled trust funds with general funds, resulting in a breach of trust by 
the corporation. Air Canada, to whom the funds were to be paid, claimed the directors of 
the corporation were "trustees de son tort". This is a person who was not appointed a 
trustee but takes it upon himself to possess and administer trust property for the 
beneficiaries. Though the individual does not hold the office of a trustee, he possesses 
and administers trust property and becomes liable if he does so in an inappropriate 
manner. In the Air Canada case, the Court of Appeal held that the corporation 
administered the trust funds on behalf of Air Canada, not the directors. Consequently, the 
directors were not considered trustees de son tort. 

However, the court went on to consider the more fundamental issue of whether the 
directors should be personally liable for the corporation's breach of trust. The monies 
received were impressed with the trust that they be used for a specific purpose. The court 
found that, irrespective of whether a trust is created by statute, where the breach of trust 
is expressly induced by a director, the director should be personally liable for the breach. 
The directors were the sole directing and operating minds of the corporation and as such, 
they participated in the conversion of trust funds. The court determined it was just and 
equitable to impose personal liability on them. 

The Court of Appeal also held that, despite the lack of a contractual obligation to segregate 
trust funds, the corporation had an obligation to keep those monies separate and 
designate them as trust funds. It was improper to allow such funds to be intermingled with 
other funds. 

Directors in the Air Canada case were not attempting to use trust funds for their own 
personal purposes. However, the principle is established that misapplication of trust funds 
can result in personal liability for directors. All assets of a charity are impressed with the 
trust that they are to be used for the charitable purposes of the organization. Furthermore, 
funds subject to donor designations can only be used for such authorized purposes where 
they fall within the authorized charitable objects of the charity. While directors of a charity 
are not likely to apply trust funds for their own benefit, they may improperly use them for 
purposes not within the defined objects of the charity or as designated by the donor. Such 
misuse would constitute a breach of trust and give rise to personal liability for the directors. 

Borrowing against a designated fund for general operating purposes is also prohibited. 
Since the directors are the managing mind of the charity, the directors are seen as the 
trustees of the trust. The directors are responsible for the decisions of the charity. The 
liability for those decisions will be that of the directors and not borne by the charity at the 
expense of the remaining trust property. 

Every director should be given a copy of the organization's letters patent and bylaws. He 
or she should review such information to fully appreciate the parameters within which the 
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charity is to operate. Funds must not be applied to programs which deviate from the 
charitable objects set out in the letters patent. The current trend by charities to develop a 
vision or mission statement often results in an inappropriate re-statement of the charity's 
permitted objects. The desire to present a contemporary image to the public must be 
tempered by the legal requirement to comply with the authorized objects of the charity. 
Failure to apply funds in the appropriate manner can result in revocation of the 
organization's charitable registration and personal liability of the directors. 
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L.5 Keeping the Risk Where it Belongs - Charities and the 
Rental of their Facilities 
(Hall, Keeping the Risk Where it Belongs - Charities and the Rental of their Facilities, 
2005) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used or Further 
Reproduced Without Permission. 

Christian charitable organizations receive requests for use of their building facilities and 
properties by a wide variety of groups, organizations, businesses and individuals. These 
requests come from other church congregations and charities, community and sports 
associations, service clubs, boy's and girl's clubs, self-help groups, day cares, play 
groups, home educators, music schools, concert promoters, wedding parties and groups 
or individuals who simply want to use the gymnasium facilities for sports and recreation. 

Your organization's decision to allow use of your premises by outside parties can be 
motivated by a variety of reasons. Often it is simply the recognition that your property may 
be underutilized for much of the week. This is especially true of many church buildings 
that are unused except for Sundays and mid-week family or youth nights. Rentals to 
outside user groups can also make a great deal of sense from a financial point of view as 
a source of additional revenue for charities struggling to balance budgets, or to expand 
their own programs. The mandate of Christian charities to reach out to their surrounding 
community can be well served by supporting other compatible ministries through free use 
or below fair market value rental of their facilities. Many charities also seek to raise their 
community profile and promote their ministries by encouraging activities and events that 
bring individuals on to their premises who might not otherwise darken the door of a church 
on Sunday! 

However the choice to allow the use of your charitable property by outside parties can 
come at a very high price and following are some real life examples of what can go wrong 
when outside user groups lack the financial resources or proper insurance protection to 
address the damage or injuries resulting from the negligent actions or lack of proper 
supervision by their employees, volunteers and participants on your premises…. 

* A member of an alcohol recovery group meeting in a church basement arrived at a 
weekly support meeting in an inebriated state, fell down a flight of stairs, suffered a serious 
hip injury and sued the host church and its trustees. The church did not sponsor or 
supervise the activity, but was named as defendant in the resulting lawsuit because the 
recovery group had no assets and were uninsured. 

* Supervisors of a non-profit community association renting a church gymnasium for an 
inner-city youth event failed to check the premises carefully following the event and after 
the building was locked, several unidentified youth came out of hiding, stole valuable 
sound equipment and caused over $80,000 of malicious vandalism damage. The host 
church was stuck with a major insurance claim because of a lack of care and supervision 
by the uninsured association. 
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* A newly formed congregation renting the premises of another church put up a temporary 
banner to promote an upcoming event. Without the knowledge of the host church, the sign 
was tethered by cables overhanging and pegged into the seam between the municipal 
sidewalk and curb at the front of the property. Later the same morning a cyclist using the 
sidewalk collided with the cables and in the resulting accident was thrown headfirst over 
the handlebars, striking her head on the concrete and suffered serious and permanent 
injuries. The lawyer representing the injured party discovered that the tenant congregation 
had no assets and no liability protection and focused the resulting lawsuit against the host 
church as the "deep pocket" source of recovery for civil damages. 

* Hiring uninsured contractors, roofers, other sub-trades and maintenance services 
(landscaping, snow removal, janitorial, etc.) to do work on your premises can also create 
significant unwanted liability risks and insurance issues in the event of property damage 
or bodily injury due to their negligence on the job site…. 

* A roofing contractor's employees replacing a church torch-on roof failed to keep a long 
enough fire watch to check for hot spots with an infrared gun and ensure there were no 
flare ups. After leaving the job site too early, a fire ensued resulting in a multi-million dollar 
total building loss. It left the church with a substantial claim on their insurance record 
because of the roofer's negligence and no realistic opportunity to subrogate and recover 
damages from the roofing company as it had few assets and no insurance. 

All of these examples share one thing in common…an outside party whose lack of financial 
resources and insurance coverage for their own negligence left the host organization and 
its leaders "holding the bag" for damages and injury. So how do Christian charities 
responsibly promote the use of their facilities without unnecessarily risking their own legal 
liability, assets and future insurability? 

The answer lies in "keeping the risk where it belongs" by following two simple rules 

(1) Differentiate between activities, ministries and events taking place on your premises 
that are "within" the umbrella of your own operations; and those that are operated, 
sponsored and/or supervised by outside individuals, groups and businesses. Sometimes 
the line between sponsored activities and "outside" activities is fuzzy, but here's a good 
rule of thumb to make the distinction: 

Is the event, ministry, activity or occupancy.... 

1. Within your organization's charitable and religious objects and purposes? 

2. Recognized, approved and sponsored under the authority of your organization's 
governing body? 

3. Supervised and operated by your organization's own staff and volunteers? 

4. Composed of participants who are members, adherents, employees, guests or 
clients of your organization? 

Activities meeting ALL of these criteria are clearly within the scope of your organization's 
sponsored operations but it is always advisable to check with your insurance agent or 
broker regarding insurability and risk management recommendations under your policy. 
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(2) Transfer legal and insurance responsibility for any activities, ministries and events not 
meeting all of these criteria to the outside individuals, organizations or businesses using 
your premises. This transfer of risk fulfills the stewardship responsibilities of your 
organization's leaders through the preservation and efficient use of your property and 
resources for the rightful purpose they were intended. 

Here are some useful insurance tips to allow for use of your building and property for non-
sponsored activities: 

1. Develop formal property use guidelines for the rental or use of your facilities by 
outside parties and prohibit activities that present an unreasonable risk of harm, or that 
are in contravention of your organization's objects, statement of faith or lifestyle 
expectations. This will strengthen your ability to refuse undesirable property use requests 
and avoid making decisions that are arbitrary, inconsistent or discriminatory. 

2. For any proposed use of your facilities by outside parties or for non-sponsored  
activities, there should be a mandatory rental or occupancy agreement, which the spells 
out following requirements: 

i. A waiver of legal liability against your organization by the tenant/occupant 
and their undertaking to indemnify your organization for any legal liability 
arising out of bodily injury or property damage caused by the 
tenant/occupant's negligence. 

ii. An agreement by any outside party renting, using or working on your 
premises (including third party contractors doing construction, repairs or 
maintenance) to furnish your organization with a Certificate of Liability 
Insurance confirming coverage for their operations on your premises and 
naming your organization as additional insured for any legal liability arising 
out of the negligence of the outside party. We recommend a minimum 
General and Tenants Legal Liability coverage limit of $2,000,000, but 
higher amounts may be appropriate in certain circumstances. 

Please note that it is not acceptable or advisable to add coverage for outside parties as a 
rider to your policy as any resulting law suit and claim will still affect your organization's 
legal liability, coverage and future insurability. For use of your property by outside 
individuals conducting weddings, receptions, family reunions, etc., we strongly 
recommend that they provide you with proof that they have obtained a party alcohol liability 
policy if the event is to be licensed and/or serve alcoholic beverages. 

Conclusion 

It is important for the leaders of Christian charities to fully understand the risk associated 
with the use of their charitable property by outside parties and to implement effective 
property use guidelines and insurance requirements. Responsible stewardship by 
charities in the rental of their facilities means striking the right balance between promoting 
Christian ministry opportunities in their community and avoiding unnecessarily placing the 
organization's assets, resources and future insurability at risk because of the negligence 
of others. 
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Ken Hall is the president of Robertson Hall Insurance in London, Ontario and can be 
reached at 1-800-640-0933 or churchinsurance@robertsonhall.com 

Bulletin Issue 4, 2005 (Last Reviewed:  February 25, 2013) 
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Section M: Facility Rental Agreement  
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M.1 CBWC Facility Rental Policy 
January 1, 2010 

What is it? 

Churches and camps that own their land and buildings frequently have the opportunity to 
rent the facilities or properties to various groups or individuals. In doing so, the church or 
camp needs be assured that the renters will abide by the charities regulations and, any 
decisions that maybe imposed by government legislation or judicial rulings. 

The common law meaning of charitable activities has been developed through case law. 
These must fall within at least one of these four areas: 

1. The advancement of education 

2. The advancement of religion 

3. The relief of poverty 

4. Other purposes of general benefit to the community which are of a charitable 
nature 

Why is it important? 

A church or camp has an obligation to use the resources entrusted to it as wisely as 
possible. This includes the effective and efficient use of land and buildings. When the 
charity has no immediate use of these assets for its own purposes, it may consider 
whether to have the facilities sit idle or to rent them out to groups or organizations which 
have similar charitable objectives or to groups or organizations whose objectives may not 
be completely compatible to their own objectives. 

A number of churches and camps have the mistaken belief that to rent their facilities would 
contravene the Income Tax Act by being engaged in a business. Charities can be engaged 
in business when the purpose of the business is related to the objects in its incorporation 
or the activities are conducted mainly by volunteers. There is nothing in the Income Tax 
Act that prevents a charity from renting its facilities to earn income from its property.  

A charity should not allow others to rent or use of its facilities where doing so may be 
harmful to the achievement of the charity's objectives or incompatible with its established 
values and beliefs. Any rentals should also be based on space availability and appropriate 
guidelines. There are four basic categories of rentals: 

• Renting to other charities with objectives that are compatible with your own 
objectives. A charity may charge very little or use a sliding scale, depending upon 
the compatibility with their objectives. The property is being used for the charitable 
purpose for which it was given or acquired. Examples would be that of one church 
allowing a new church to use its facilities on a Friday night until the new church 
can obtain their own premises or allowing a Youth Group from another church to 
stay overnight in its facilities. 
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• Renting to non-profit community groups that are not charities and have objectives 
that are not in conflict with the objectives of your own charity, but do provide a 
service to the community. The Income Tax Act does not allow a charity to provide 
resources to a non-charity, unless the church sees this as part of its outreach 
ministry, so the community can be exposed to the services provided by the charity. 
A rental fee may or not be charged, depending upon the extent to which the charity 
feels its purpose is being advanced. example would be a church providing meeting 
space for Alcoholics Anonymous or to the local community association for its 
Annual General Meeting. 

• Renting to individuals or groups for private or personal events. The rate that is 
charged to members/donors and non-members must be the same. The rule is that 
members and donors cannot receive a personal benefit from a charity because 
they are a member or donor. An example would be that you cannot charge a 
different rate to members and non-members for the use of church facilities for 
marriage ceremonies or funerals. Whatever you charge one, you must charge the 
other. 

• Rentals to Commercial entities should be at fair market values. Charities should 
not rent to businesses that are inconsistent with the charities objectives, values or 
purposes. An example would be that you can rent your facilities to the government 
as a voting station or to a day care operation. 

Why Are Rental Policies Such an Important Topic For Churches And Camps Now? 

Liability Risk Management Is Becoming More Important 

Today all charities are being more challenged to be true to their charitable 
purposes/objectives. 

Christian charities are very concerned about being forced to rent to groups whose 
purposes, values or lifestyles are incompatible with the charity's faith, beliefs, values and 
practices. There is heightened concern at becoming involved in Human Rights and/or 
legal actions with subsequent costs, stresses and publicity. Renting facilities also raises 
the potential and risk of safety, security and abusive situations to manifest themselves as 
more individuals and groups are using the facilities, equipment and property. 

Litigious activists and sympathetic courts are impacting the way charities may rent 
facilities. Religious concerns may not be a valid reason to not exclude certain groups from 
renting facilities if past practice has been a very open rental practice. (eg BC 2004 "Knights 
of Columbus" case.) Same sex marriage has been approved by the federal parliament. 
During the approval process, the government assured churches that religious officials will 
not be required to perform same sex marriages if it is against their religious beliefs and 
that protection will be extended to "sacred places of worship." However, the perfoming of 
marriages is a provincial responsibility and so provincial legislators will have to bring 
forward legislation on this issue. Only Ontario (Bill 171) has done this so far. And, how will 
"sacred places" be defined? Will these be church sanctuaries only or comprise all church 
facilities and properties? Many questions remain unanswered. 
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Specific Issues Around Renting to Consider 

1. A church or camp which is a registered charity must hold all its property for the public 
good, to pursue its charitable purposes and objectives. 

2. The church holds all its resources, including gifts and other income, in trust for its 
charitable purposes and to promote the charitable mission. It does not exist as a 
"private club" to give special financial benefits to its members. It is to promote and to 
serve the "general benefit of the community." Hence, the generous (in Alberta up to 
41.75%) personal income tax credit to donors. 

3. The elected Board or Council Members of a church or camp (referred to as Directors) 
are responsible for determining which activities and programs promote the charity's 
mission. 

4. Caution is essential in dealing with certain issues — one cannot discriminate on the 
basis of race, religion, sex, sexual orientation, etc. But you can discriminate in other 
areas (e.g. must be compatible with your charity's objectives and purposes). However, 
you must be ready to demonstrate that you have consistent practices and procedures. 
It is very helpful to have an approved and established policy and to "stick to it." If you 
rent your facility to virtually anyone, it is very difficult to "close the door" on this practice 
when a group wants to rent your facility and you don't want to let them use your facility 
because their beliefs and values are not in harmony with your beliefs and values. 

5. A church certainly may rent its facilities to individual, groups and the public at "fair 
market value" for non-church or private functions. However, recognize that 
congregants who rent the facilities for these purposes must pay the "fair market rate" 
as well. A reduced or waived rental fee cannot be given because you are a member 
or adherent. (e.g. no "special deal" given to you for your grand-daughter's wedding 
because you supported the church at one time.) 

6. Determine how much risk with respect to the use of your facilities you are willing to 
take. Then, take time to define what activities and purposes are acceptable to the 
church or camp for renting its facilities. Create an acceptable list of the type of rentals 
you will approve. 

7. The safest overall policy and practice is to only rent your facilities for activities that 
further your own charitable purposes and objectives. The second safest is to only rent 
to groups or organizations whose charitable objectives are compatible to yours. Your 
liability risk rises considerably when you rent to groups that are not compatible with 
your purposes and objectives. How much risk can you tolerate? Only you can 
determine that. 

8. Put your rental policy down in a written document. Make it detailed and be sure it is 
approved by your Council/Board. Then publicize it within the church and make sure 
staff (particularly the staff that arrange rentals) fully understand it. 
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Practical Tips In Developing A Facility Rental Policy 

1. Determine the purposes and objectives of your charity and put them in the rental 
agreement. 

2. Review your governing documents to ensure that you are a Christian charity 
organization. 

3. Make sure that the objective about the advancement of religion is clear. 

4. Be sure that your church is incorporated and that your by-laws have a statement 
of faith. 

5. Your church or camp should have policies that are written and consistently applied. 
They should include a statement of lifestyle and morality standards, be consistent 
with your governing documents, and have a strong Christian component. It is 
particularly important to have written and clear policies on rental and use of 
facilities and employee hiring, employment conditions, job descriptions and 
evaluation processes. 

Other Considerations 

1. Will you rent and, if so, to whom will you rent? Set a standard or prioritize as to 
whom you will rent based on who is closest to the purposes and objectives of your 
charity. 

2. Develop common rental rules (e.g. no smoking, drinking, or dancing) and fee 
schedules. 

3. Determine if the church exerts full authority, control and supervision over the 
group? If not, the rental group should have its own insurance with waiver of liability 
against the charity, an undertaking to indemnify the charity, and a certificate of 
insurance confirming the group has general liability and tenants legal liability 
coverage, which shows your charity as an additional named insured party. 

4. Determine ahead of time what parts of the facilities can be accessed by the renter 
and the activities that are not permitted in the facilities, as you have classified these 
as "high risk." 

5. Clarify ahead of time the nature of the rental group activity. The contract should 
state that renters must respect/abide by the charity's statement of faith and lifestyle 
statement and that the event/activity must not conflict with the values held by the 
church (e.g. gambling, inappropriate entertainment). 

6. The rental agreement must be a legal enforceable contract and signed by both 
parties; and state, if the information provided was not correct, the event may be 
cancelled while in progress with no refund to be provided. 
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M.2 Outline of a Sample Rental Policy— Facility Rental For 
First Baptist Church 
Table of Contents 

1. Charitable Objectives 

2. Statement of Faith 

3. Lifestyle and Morality Standards 

4. Baptist Union Policies on "Marriage" and "Sexuality" 

5. Purpose and Conditions of the Rental 

6. Facilities Available for Rental 

7. Rental Parameters and Rates 

8. Non-permissible Activities 

9. Contractual Signing 

 
Details 

1 to 4 — Pre- Printed Documents (some of #4 are available electronically from the CBWC) 

5.1 Purpose and Conditions of the Rental 

a. Please describe the purpose of the event 

b. User name, address, telephone number (work and home), email 

c. Total number of event participants 

d. Date facility rental required 

e. Start time and end time 

5.2 I hereby agree to respect/abide by FBC's Statement of Faith and Lifestyle and Morality 
Standards while on the facility premises. 

 

 

5.3 Specific Conditions of Rental 

a. A deposit of $    or      % of the rental fee along with a signed copy of this agreement 
must be received in order to confirm your booking. The remainder of the rental fee 
must be received one week before the event in order to confirm the rental. 

b. Cancellation Clause: The rental deposit is non-refundable within            days of the 
commencement of the use of the facilities by the renter. This deposit may be used 
as a credit for another rental booking provided that this occurs within ninety days. 

Yes  No  
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c. Renters will be responsible for the full replacement or repair costs of any aspect of 
the church's property, facilities or equipment if willful damage occurs during the 
rental period by participants in the rental activity. 

d. An authorized liability and loss insurance certificate in the name of the church must 
be provided by the renter prior to the use of any church property, facilities and 
equipment unless the renter is carving out the activity under the control and 
direction of the church. 

e. Waiver Clause: The renter hereby agrees that the property, facilities and equipment 
are being taken "as is" and accepts the full risk and liability in the event of any 
damage, personal injury or death that may occur while renting the property, facilities 
and equipment. 

6. Facilities Available for Rental 

6.1. Sanctuary for:  

a. Christian Weddings 

b. Funerals and Memorial Services 

c. Worship Services 

d. Meetings 

e. Other purposes that bring glory to God 

6.2 Gymnasium for:  

a. Activities or meetings not conducive to the sanctuary 

b. Food Services including lunches, dinners and banquets 

c. Sports, games and exercises 

6.3 Kitchen:  

a. Food preparation 

b. Food service 

6.4 Other Meeting Rooms  

a. "Break out rooms" 

b. Small meetings 

Please note: all people renting and/or using the church buildings and any of it facilities 
must vacate the premises by              pm at the latest. The buildings will be secured and 
the electronic security system will be armed after that time. 

7. Rental Parameters and Rates 

7.1 Sanctuary  

a. Pulpit, piano, and any other furniture cannot be moved without prior permission. 
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b. The rental must be for a minimum of two hours. 

c. Candles may not be used without special permission and a special cleaning fee. 

7.2 Gymnasium  

a. Staff must set up tables and chairs. 

b. Users must clean up any materials they bring. 

c. The rental must be for a minimum of two hours. 

7.3 Kitchen  

a. Unless permission is granted beforehand, the kitchen must be under the 
supervision of the church caterer or designate. 

b. Kitchen rental users must have sufficient people with Food Safe credentials as set 
out by Health Regulations. 

c. The rental must be for a minimum of two hours. 

d. The kitchen must be cleaned up and all dishes, etc. washed/put away at end. 

7.4 Other Meeting Rooms  

a. Minimum one hour rental 

b. Staff must set up tables/chairs and any other church equipment. 

c. Users must clean up the material they bring. 

Note: Rental occupancy cannot exceed room capacity as set by Municipal and Fire 
Department Regulations. In the absence of regulations, capacities should be set by 
the church. Maximum capacities should be posted in all rooms. 

Meeting Place Rates 

A church has a right to charge rent and to set the rental rate for its facilities. However, 
there are some guiding principles to follow. 

a. For rentals to other churches, church groups and Christian organizations you 
should set a common rate, as it is likely that their charitable purposes are the same 
or very similar to the church's charitable purposes. Or you may decide to not charge 
any rent at all. 

b. For other non-profit groups or secular charities, you may charge a different rate, as 
it is likely that their objectives are not similar to those of the church. Or you may 
wish to charge the church rate above. 

c. For individuals, you must charge the same rental rate regardless of whether the 
person is a church member, adherent, donor, or a member of the general public. 
You cannot give a special benefit to a person who is or has been associated with 
the church, In this case, "membership does not have its privileges!" 
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d. For a commercial entity, you should charge "fair market rates" otherwise the church, 
as a registered charity, is competing unfairly with business. 

e. Rates should be published for each area of the church that is to be rented and 
should be reviewed and revised at least annually. 

8. Non-Permissible Activities 

Renters should be advised that they are responsible to ensure that all participants in their 
activities respect the Statement of Faith, Life Style and Morality Standards, and policies 
of the church while on the premises. Churches also should publicize specific requirements 
for all users who rent church property and facilities. Examples of these requirements are: 

a. Smoking and the possession or uses of non-prescription drugs or alcohol are not 
permitted. 

b. Swearing, obscene or foul language or horseplay and rough, loud behavior is not 
permitted. 

c. Church premises may not be used for holding dances, gambling, or any other type 
of activity determined by the church to be unsuitable. 

d. Church premises are not to be used for activities that may be at risk to cause 
physical injury or property damage. Examples would be skateboarding, extreme 
sports activities, etc. 

e. With the exception of Seeing Eye dogs, no pets or other animals are to be on church 
premises. 

9. Contractual Signing — Signatures of Representatives 

This contract shall be binding when a copy bears the signatures of both the Renter's 
Representative and the Church's Representative and the deposit is in the possession of 
the church. If any information provided to the church is found to be not accurate, the event 
may be cancelled while in progress with no refund provided. 

I, (Full Name of Renter's Representative)                                                                hereby 
certify that I have read, understood and agree to abide by all of the terms, conditions and 
requirements of this Facility Rental Policy to rent and use the property, facilities and 
equipment of                                                     Church on (Date)                                   . 

 
Renter's Representative Signature     Date 

Accepted on behalf of                                                         Church 

 

Church's Representative    Date  
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N.1 Conflict of Interest: A Matter of Integrity 
(Bussey B. , 2012) © Canadian Centre for Christian Charities, www.cccc.org Not to be 
Used or Further Reproduced Without Permission. 

A conflict of interest occurs when a personal interest is at odds with the interest of one's 
position of trust. This article will address the dilemma of conflict of interest within the 
context of Christian charities. 

The business world was shocked to learn that David Sokol, Warren Buffett's former heir 
apparent, misled his boss when he bought shares in a company (Lubrizol) and then 
recommended his employer, Berkshire Hathaway, buy the same company.1 Berkshire's 
internal audit committee found that Sokol's activities violated company policies. Sokol 
benefited some three million dollars from the transaction, but he is now facing a lawsuit 
by a disgruntled shareholder for the return of the gain.2 Berkshire Hathaway is also 
considering its own litigation and the Securities Exchange Commission is conducting an 
investigation. Buffett called Sokol's behaviour "inexcusable and incomprehensible."3 

Conflict of interest has all the necessary drama for a scandalous headline and it remains 
a fertile breeding ground for corruption. The Christian community is not immune from 
similar incidents. We are just as vulnerable. As the example above shows, a conflict of 
interest occurs when a personal interest is at odds with the interest of one's position of 
trust. Charities are built upon public trust. The public expects charity leaders to put the 
interests of the charity first, above any personal gain or benefit. The courts hold directors 
of charities to an even higher standard of conduct – that of trustees. 

Conflict of Interest Law in Canada 

The law on conflict of interest is determined primarily in the common law (judicial 
decisions), though there are myriad pieces of legislation passed by the provincial and 
federal governments that deal with conflicts of interest in specific contexts (e.g., conflicts 
of interest of politicians, directors of corporations,4 charities,5 or trustees). Each jurisdiction 
has developed its own approach, yet the principles remain the same. 

This area of law is rapidly evolving. For example, the new Canada Not-for-profit 
Corporations Act has an extensive requirement in s. 141 for disclosure of "the nature and 
extent of any interest that the director or officer has in a material contract or material 
transaction, whether made or proposed, with the corporation." 

Since Canada Revenue Agency does not audit for conflicts of interest, some might be 
tempted to give this very little attention. However, that would be most unwise. Ontario's 
Office of Public Guardian and Trustee (OPGT) investigates charities operating in Ontario 
to ensure there is no conflict or appearance of conflicts of interest.6 

The OPGT will investigate charities that have been the subject of a complaint (which can 
come from any source). Therefore it behoves us, as a Christian community, to be mindful 
of our roles in working or volunteering for our charity and ensuring our personal interests 
are not at odds with the charity's best interests. Everyone has a stake in following the law. 
It does not take much for a disgruntled party, who may fall victim to a board action rife with 
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conflicting interests, to file a complaint with the appropriate authorities and launch an 
investigation. 

Having said all of that, there is a provision in section 13 of the Ontario Charities Accounting 
Act to obtain a court order, in rare occasions, granting authority to transact business with, 
or to be a client of, or to have an employee on the board of the charity.7 

We will discuss five examples of conflict of interest in detail below. Before addressing 
those specific scenarios, we will discuss three legally and morally normative principles 
that are engaged when dealing with conflicts of interest. Once we understand those 
principles, we can then apply them to our scenarios. 

Principles At Stake (Integrity, Loyalty, Disclosure (ILD)) 

The Principle of Integrity 

"Judge me, O Lord, according to my righteousness, and according to my integrity within 
me" (Ps. 7:8, NKJV). 

Conflict of interest is a matter of integrity. Integrity is defined as "adherence to moral and 
ethical principles; soundness of moral character; honesty."8  Integrity goes to the heart, 
and it is the conflicted heart that we are concerned with when we talk about a conflict of 
interest. The legal term would be "acting in good faith." 

The Lord's search of the heart is a consistent theme in scripture. When the prophet 
Samuel was interviewing the sons of Jesse, one after the other, to determine whom the 
Lord had chosen as the next king of Israel, he thought he had found him but the Lord said, 
"No." The Lord was blunt: "For the Lord does not see as man sees; for man looks at the 
outward appearance, but the Lord looks at the heart" (I Samuel 16:7, NKJV). 

The Principle of Loyalty 

Christ taught us to recognize life's conflicting loyalties: "No one can serve two masters; for 
either he will hate the one and love the other, or else he will be loyal to the one and despise 
the other. You cannot serve God and mammon" (Matthew 6:23-25, NKJV). 

When we accept positions of trust with a charity, we are called upon to put our loyalty to 
the charity above personal profit. That does not mean we "sell out" all of our higher 
responsibilities – to God or to family – in favour of the charity. In fact, if we were called 
upon to violate those responsibilities, it would be necessary, in good conscience, to step 
down from such a position. Personal gain is not to be had at the expense of the charity 
while serving as a fiduciary (a person of trust), whether as a board member or, I might 
add, its CEO and staff. The law speaks of the duty to act gratuitously and is very clear that 
no benefit is to be had from the charity unless there is a legal right to it (e.g., the 
reimbursement of expenses of a board member to attend a meeting). 

The Principle of Disclosure 

A conflict of interest is not necessarily evidence of impropriety, but rather it provides fertile 
ground for corruption to germinate and take root. It is a classic situation where one must 
be proactive early in eliminating even the appearance of evil. To linger could lead to 
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compromise, bringing shame and breach of trust. That is why, for example, a judge will 
excuse himself from a trial in which he might have (or be seen to have) a personal interest 
in the outcome. 

When we place ourselves in, or simply come to the realization that we are in, a conflict of 
interest in our roles vis-à-vis our charity, it is best that we deal with it expeditiously. 
Disclosure requires nothing less than an honest admission of our conflict to all parties 
concerned and an earnest effort to make good of the situation. That may require a stepping 
down; one interest or the other must usually give way. 

Five Scenarios 

There are any number of scenarios where a conflict of interest may arise. I will consider 
five. 

Scenario #1: A charity is headquartered in a small urban setting. One of the directors on 
its board owns a local janitorial business. The janitorial firm is well-respected in the 
community as giving quality, efficient, and honest on-site service at a reasonable price. 
Any other janitorial firm is over two hours away and more expensive. 

Is the director in a conflict of interest if the charity seeks to do business with his firm? 

• The answer, of course, is yes. The director finds himself with two competing 
interests: personal profit from his business and his responsibility for looking after 
the best interests of the charity as a director. 

What might be done to alleviate the concern? 

• At a minimum, he should not attend any meeting where the issue of janitorial 
service is discussed. When the board is obtaining information on his company's 
services, another staff member should be the one who communicates with the 
board. 

• Unfortunately, human nature being what it is, there will be a sentiment on the board 
that says, "If we do not give this contract to his company, he will think less of us." 
Here the remaining directors have to recognize their fiduciary roles and put the 
interests of the charity first and foremost over their own preconceptions of their 
relationship with the director who owns the janitorial firm. 

• Should the director's janitorial firm be chosen to carry out the work, there will need 
to be adequate documentation to prove due diligence that the decision was 
motivated by the best interests of the charity. 

• Some might suggest that the director's janitorial firm must never be hired by the 
charity because of the conflict. While there is no doubt that such a contract 
increases the complexity of the relationship, there has to be a balancing of risk. 
On the one hand, the conflict could lead to impropriety if not properly monitored, 
but on the other hand, the charity should not suffer loss by having to take a more 
expensive janitorial firm that would not meet its needs. If the charity has put 
safeguards in place to limit the risk, it could proceed with the contract. 
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Scenario #2: A director of a charity is the principal in an auto-leasing company. The 
charity staff has determined that the charity needs a vehicle for its work and leasing will 
make the most sense, so they make a deal with the auto-leasing company. The director 
does not get direct commission on the lease. 

Is the director in a conflict of interest because the charity seeks to do business with his 
firm? 

• It is tempting to suggest that there is no conflict here because the charity staff 
independently decided that it needed to lease a vehicle. Further, it is not a decision 
of the board but of the staff. However, there is a potential for conflict: the board will 
be approving the charity's budget for the coming year. Part of that budget will 
include the funding of the car lease. Therefore, a conflict of interest will be present 
or seen to be present. 

What might be done to alleviate the concern? 

• Our three principles, ILD, will assist. The principal, as soon as he is aware, must 
disclose the relationship to all members of the board. His first duty is to the charity, 
therefore, it must be clear that the arrangement is in its best interests. His 
forthrightness will go a long way to assist the board in its evaluation. 

• There is also a responsibility for the charity staff to reveal all factors to its own 
board as it seeks to perform its due diligence. 

• The fact that the director does not get direct commission on the lease is just one 
factor among many in the board's determination. There is certainly a perception 
here of conflict that must be addressed. There are many other ways that the 
director's interest could be in conflict besides the issue of direct funds (e.g., the 
public goodwill that occurs when a well-respected charity does business with his 
firm). That fact alone could prove more beneficial to his bottom line than the funding 
of one car lease. 

Scenario #3: A small church employs a spouse of a church board member as its 
bookkeeper. 

Is the board member in a potential conflict of interest? 

• Yes, he is. There is a perception of a potential conflict. It would certainly manifest 
in the areas of finance. Take, for example, the effect of a board's decision to cut 
the budget, resulting in the removal of the bookkeeper position. 

What might be done to alleviate the concern? 

• If this were in Ontario, the OPGT would not permit this to remain. The only way it 
could remain is through a court order, as described above. Given the cost and 
aggravation, it would not be worth the trouble. 

• The best option is for the board member to step aside because, undoubtedly, there 
will be confidential matters that the board will discuss, dramatically affecting the 
staff. A spousal relationship has proven to be more than most people can handle 
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in keeping confidences and being impartial when making decisions in the best 
interests of the charity that may adversely affect their spouse. Such a situation 
challenges the ideal that all board members will unreservedly put the interests of 
the charity above their own. 

Scenario #4: A charity director is an insurance representative for a large insurance 
company. The director persuades the charity to take a policy for which he gets a 
commission. Is the director in a conflict of interest if the charity seeks to do business with 
his firm? 

• Yes, again. Even if we give the director the benefit of the doubt that his first concern 
was that of the charity in encouraging the policy, we are left with the reality that he 
personally benefited. It simply does not pass the "smell test." Appearances in such 
matters are not to be ignored. They are real and could cause the charity 
embarrassment. 

What might be done to alleviate the concern? 

• The board's duty requires it to ensure that such an insurance policy was necessary. 

• The board must search the market to determine that this in fact was the best policy 
for its purposes and the cheapest. 

• It would be wise for the director to donate the commission to the charity. That would 
take away any possible criticism that the director's duty to the charity was 
compromised. 

Scenario #5: A church board director is an insurance agent and persuades the church to 
purchase a policy with his company, but in this case he does not get paid a commission 
for the policy. 

Is the director in a conflict of interest if the church seeks to do business with his firm? 

• Yes, the commission is but one factor of concern. Other benefits remain besides 
cash. As noted above, there is the matter of goodwill. A charity that does business 
with a company makes a statement that company is good to deal with. A director 
may end up getting a large number from the congregation to buy insurance through 
him just on the fact that the church bought insurance from him. 

What might be done to alleviate the concern? 

• The same as under number four above. 

Board Agenda and Minutes 

In the above scenarios it will be necessary to properly prepare the meeting minutes to 
show due diligence in  addressing the conflict. At the beginning of each meeting, the board 
agenda ought to make time available for directors to declare any conflicts of interest on 
the proposed business of the day. If there is a declaration or a concern raised by another 
member, then it should be recorded in the minutes. The member with the perceived conflict 
of interest would be asked to address the board about the concern and be excused from 
the room to allow for proper deliberation. If the board finds a conflict of interest, then the 
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board would follow its conflict of interest policies and take the appropriate action to meet 
the circumstance. A sample minute might look like this: 

A conflict of interest was declared concerning the proposed agenda item addressing the 
bid of ABC Janitorial to perform janitorial services of our charity. Mr. X, a member of this 
board and the owner of the ABC Janitorial, declared the conflict of interest. He excused 
himself from the meeting. After some considerable discussion there was a consensus that 
the Board would not entertain ABC Janitorial's bid because it was not in the charity's best 
interest to do so. 

Mr. X was informed of the board's decision and returned to the meeting for the remaining 
agenda items. 

Depending on the circumstance, the meeting minutes may have to be curtailed because 
of the sensitivity of the subject matter. The bottom line is, you want to ensure that if a third 
party – such as a lawyer from a provincial Office of Public Guardian and Trustee – 
investigates a complaint, they will have the necessary information to determine whether 
due diligence was made to alleviate the concerns raised by the conflict of interest. 

Conclusion: Things To Think About 

The advice that I have given in this article can be summed up this way: conflicts of interest 
are common in all human relationships. The problem is not that they exist – the problem 
is how they are handled. Applying the principles of integrity, loyalty, and disclosure in a 
timely fashion to the conflict will save the charity and persons involved untold hours of 
grief. 

Finally, here are some suggestions: First, review your current relationships and determine 
whether there exists a current or potential conflict of interest. Once the conflict has been 
declared, the options for appropriate action, as we have noted above, fall into three broad 
categories: (1) the person is permitted to stay in the position because of the 
circumstances; (2) the person must leave the meeting and is not permitted to vote; or (3) 
the person must step down. Remember, stepping down alone may not be enough in 
certain circumstances. Sometimes further action needs to be taken to void any contract 
or other relationship that gave rise to the conflict in the first place. 

Second, ensure that your charity has a conflict of interest policy that clearly articulates the 
needs of your charity and has a well thought out approach to deal with conflicts as they 
arise. Each individual holding a position of trust in your organization should be required to 
sign a declaration of conflicts on an annual basis. CCCC members may view a sample 
policy at https://www.cccc.org/members_sample_documents_view/html/7 

Third, remember a conflict does not imply any wrongdoing – it raises a flag of warning that 
the relationship needs to be clarified to ensure nothing untoward happens that would put 
the individual and the charity in jeopardy. 

Fourth, document all transactions that the charity has undertaken that give even an 
appearance of conflict. Full disclosure to the board and staff handling the financial 

CBWC Church Treasurer's Manual July 2023 Page 450

https://www.cccc.org/members_sample_documents_view/html/7


 

transactions must be made. Disclosure before the transaction takes place is key. The 
minutes must accurately reflect what has been done to address the conflict. 

Fifth, remember conflict of interest is a matter of integrity which in turn is a matter of our 
hearts. As Christians involved in the Gospel Commission, we can expect no less than the 
Lord to require our full loyalty and purpose. 
1  http://www.berkshirehathaway.com/news/mar3011.pdf 
2 http://www.forbes.com/sites/francinemckenna/2011/04/20/its-not-futile-shareholder-
sues-sokol-buffett-and-berkshire-hathaway-board/ 
3 http://www.guardian.co.uk/business/2011/may/01/warren-buffett-accused-of-
scapegoating 
4  The British Columbia (BC) Society Act, R.S.B.C. 1996, c. 433 in s. 25. Newfoundland 
and Labrador, Manitoba and Saskatchewan have codified an objective standard in 
Corporations Act, R.S.N.L. 1990, c. C-36; Corporations Act, C.C.S.M. c. C225; and Non-
profit Corporations Act, 1995, S.S. c. N-4.2. While the old Ontario Corporations Act, R.S.O. 
1990, c. C.38 does not – it will be replaced by the new Ontario Not-for-profit Corporations 
Act, S.C. 2009, c. 23. The new Canada Not-for-profit Corporations Act, S.C. 2009, c. 23, 
has an extensive requirement in s. 141. 
5  Charities Accounting Act, R.S.O. 1990, c. C.10 
6  http://www.attorneygeneral.jus.gov.on.ca/english/family/pgt/charbullet/bullet3.php 
7  http://www.attorneygeneral.jus.gov.on.ca/english/family/pgt/proc4order-s13-CAA.pdf 
8  http://dictionary.reference.com/browse/integrity 

Bulletin Issue 2, 2012 (Last Reviewed:  February 25, 2013) 
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N.2 Conflict of Interest Policy 
(CCCC, 2023) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

 

 

Document Control   Policy Number:   (Add #) 

    Approval Date:   DD / MM / YYYY 

    Approved By:   (Add Position or Name) 

    Review Date   DD / MM / YYYY 

    Reviewer Name:   (Add Position or Name) 

No director, officer, employee or volunteer of [CHARITY] shall have an inappropriate 
conflict of interest.  A conflict of interest will be considered to be inappropriate where such 
a situation would, in the opinion of the board, influence or would have the appearance of 
influencing the conduct or judgment of any director, officer, employee, or volunteer of 
[CHARITY]. 

• Every board meeting shall begin with opportunity for directors, officers, employees 
and volunteers to declare potential conflicts of interest with items that are on the 
agenda. 

• It is also the continuing responsibility of all directors, officers, employees, and 
volunteers to scrutinize their transactions and outside business interests and 
relationships for potential conflicts of interest and to immediately make such 
disclosures to the appropriate person: the Chair (if a board member) or the Chief 
Executive Officer (“CEO”) for all others.  The CEO or Chair shall bring these 
matters to a meeting of the board. 

The board shall then determine whether a conflict exists and whether it is material, and 
where, in the opinion of the board, a material conflict exists, decide whether the 
contemplated transaction may be authorized as just, fair and reasonable having regard to 
the fiduciary and trustee-like duties of [CHARITY], its directors and officers.  The  primary 
concern must always be the welfare of [CHARITY] and the advancement of its 
purposes.  Even if a director, officer, employee, or volunteer is invited to enter into a 
transaction which may be a conflict, but refuses, the individual involved should notify the 
appropriate person of the offer as a point of information but the board need not be advised. 

The fact that a conflict exists does not necessarily mean that the conflict is objectionable, 
or material enough to be of practical importance, or that it is necessarily adverse to the 
interests of [CHARITY] or its charitable purposes.  However, it is the policy of the board 
that the existence of any conflict must be disclosed before any transaction or action is 
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carried out.  If a director, officer, employee, or volunteer has any doubt, or has questions 
of interpretation, the appropriate person should be consulted. 

Violations of this Policy by a director or officer, may constitute grounds for dismissal at the 
exclusive discretion of the board, particularly if the director or officer has failed to disclose 
relevant information in a timely manner.  Violations of this Policy by an employee or 
volunteer may constitute grounds for dismissal at the exclusive discretion of the CEO, with 
advice to the board or its executive committee.  Disclosure should be made at the earliest 
date possible and should be in writing. 

Reason for the Policy 

[CHARITY], as a ministry initiated and sustained by God, has a mandate to conduct all of 
its affairs decently and above reproach both in the sight of God and man.  Such a mandate 
includes a commitment to operate with the highest level of integrity and to avoid conflicts 
of interest that either directly or indirectly result in material personal advantage or privilege. 

As a registered charitable organization, [CHARITY] depends for its continued existence 
on charitable contributions from the public.  Maintenance of [CHARITY] as a charity  under 
trust law and registration with CRA under the Income Tax Act is important both for its 
continued financial stability and for the receipt of contributions and public support.  CRA 
and provincial regulators view the operations of [CHARITY] as a public trust which must 
devote all of its resources for exclusively charitable purposes of benefit to the 
public.  Therefore, [CHARITY] is accountable to both governmental authorities and the 
public at large. 

[CHARITY], its directors and officers have a fiduciary and trustee-like duty which carries 
with it a broad and unbending duty of honesty, loyalty, care, diligence, skill, and 
prudence.  Since the board delegates the carrying out of the policies and affairs of 
[CHARITY] to its employees and volunteers, the board also requires such employees and 
volunteers to respect the legal duties imposed on such directors and officers.  The 
directors, officers, employees, and volunteers have the duty and responsibility to 
administer the affairs of [CHARITY] in accordance with the governing documents and trust 
law, and to exercise their respective tasks in furthering the objects of [CHARITY] for the 
sole benefit of its public purposes.  Directors, officers, employees, and volunteers of 
[CHARITY] must exercise good faith in all their transactions and not use their position or 
knowledge gained from their position for any personal advantage or privilege. The phrase 
“advantage or privilege” received or given because of a conflict of interest has a 
commercial meaning in this policy signifying consideration resulting from covert or overt 
bartering. There should never be a question of, or even an appearance of, an advantage 
or privilege being received or given without the individual concerned fully disclosing the 
facts that could give rise to a question of real or perceived conflict to the person designated 
by the board under this policy. 
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1. Conflict Definition 

Conflict of interest arises in a transaction or significant relationship involving [CHARITY] 
where the director, officer, employee or volunteer or a person who does not deal at “arm’s 
length” with a director, officer, employee or volunteer: 

• Realizes a direct or indirect gain of a commercial nature. 

• Receives money or property. 

• Receives a direct or indirect significant advantage or privilege in connection with 
any such transaction or significant relationship. 

Note: This policy is not intended to prohibit the acceptance or giving of gifts of nominal 
value, provided they are consistent with commonly accepted courtesies, any applicable 
Canada Revenue Agency policies, and could not be construed as an improper payment. 
Cash payments in any amount must never be accepted or given as a gift or favour under 
any circumstances. 

2. Areas in Which Conflicts May Arise 

Areas of potential conflict areas may include but are not limited to: 

• The acquisition or supply of goods or services. 

• The acquisition or granting of property and equipment leases. 

• The investments made by [CHARITY]. 

• Dealings with donors. 

• Dealings with any other individuals, agencies, organizations, companies, 
governments or associations that affect the purpose or operation of [CHARITY]. 

3. Application of the Policy 

Examples of potential conflicts of interest are where the director, officer, employee or 
volunteer or a person who does not deal at arm’s length with a director, officer, employee 
or volunteer: 

• has a significant interest in any business which deals with [CHARITY] or an 
Affiliate. 

Note: An Affiliate is any other entity over which [CHARITY] may exercise direction or 
control by means of being able to appoint 20% or more of the board members or trustees, 
or by means of controlling 30% or more of the decision making vote of the entity. 

Note: A significant interest for the purpose of this policy means either direct or indirect 
control of more than 10% of the business 

• Is engaged in a professional practice which provides services to [CHARITY] or an 
Affiliate organization. 

• Is a director or an employee of [CHARITY] while serving on the board or holding 
an office in any entity that has dealings with [CHARITY] or an Affiliate. 
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• Provides goods or services to [CHARITY] or an Affiliate for consideration, while 
serving as a director, officer, employee or volunteer of [CHARITY] or an Affiliate. 

• Receives any compensation, whether cash, goods or services, from any business, 
charity or individual where such compensation is provided as a direct or indirect 
result of a relationship established through [CHARITY] or an Affiliate. 

• Uses [CHARITY]'s or an Affiliate's personnel, equipment, supplies, name, 
publications, or other resources for non-[CHARITY] purposes outside of 
established policy. 

• Receives personal gifts or loans from any third parties having dealings with 
[CHARITY] or an Affiliate given as a direct or indirect result of the [CHARITY] 
relationship. 

• Has an interest in real estate, securities or other property that [CHARITY] or an 
Affiliate has an interest in buying or leasing. 

4. Interpretation of the Policy 

The examples in section 3 above are not exhaustive.  There will be other areas and 
situations that could also be considered a conflict of interest.  The examples are based on 
the basic principles stated in section 1 above.  It is assumed that the directors, officers, 
employees, and volunteers will use these principles and recognize a conflict of interest 
when it arises. 

It is the continuing responsibility of all directors, officers, employees, and volunteers to 
scrutinize their transactions and outside business interests and relationships for potential 
conflicts of interest and to immediately make such disclosures to the Chair (if a board 
member) or the Chief Executive Officer (“CEO”) for all others.  Even if a director, officer, 
employee, or volunteer is invited to enter into a transaction which may be a conflict, but 
refuses, the individual involved should notify the CEO of the offer.  The CEO shall bring 
these matters to a meeting of the board.  The board shall then determine whether a conflict 
exists and whether it is material, and where, in the opinion of the board, a material conflict 
exists, decide whether the contemplated transaction may be authorized as just, fair and 
reasonable having regard to the fiduciary and trustee-like duties of [CHARITY], its 
directors and officers.  The primary concern must always be the welfare of [CHARITY] and 
the advancement of its purposes. 

The fact that a conflict exists does not necessarily mean that the conflict is objectionable, 
or material enough to be of practical importance, or that it is necessarily adverse to the 
interests of [CHARITY] or its charitable purposes.  However, it is the policy of the board 
that the existence of any conflict as defined in section 2 above and described in sections 
3 and 4 above must be disclosed before any transaction is consummated.  If a director, 
officer, employee, or volunteer has any doubt, or has questions of interpretation, the CEO 
should be consulted. 

Violations of this Policy by a director or officer, may constitute grounds for dismissal at the 
exclusive discretion of the board, particularly if the director or officer has failed to disclose 
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relevant information in a timely manner.  Violations of this Policy by an employee or 
volunteer may constitute grounds for dismissal at the exclusive discretion of the CEO upon 
the advise of the board or its executive committee.  Disclosure should be made at the 
earliest date possible and should be in writing. 

  

Signature: Date: 

Print Name:   
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Section O: Privacy Policy  
PRIVACY POLICY 

CANADIAN BAPTISTS OF WESTERN CANADA 

BAPTIST UNION OF WESTERN CANADA 

(“CWBC”, “us” “we”) 

Statement of Commitment 

To safeguard the personal information entrusted to us and to comply with the Personal 
Information Protection and Electronic Documents Act and any other applicable legislation, 
we are committed to the following principles: 

1. Accountability 

2. Identifying purposes 

3. Consent 

4. Limiting collection 

5. Limiting use, disclosure, and retention 

6. Accuracy 

7. Safeguards 

8. Openness 

9. Individual access 

10. Challenging compliance 

“Personal information” means information about an identifiable individual, but does not 
include the name, title, business address and business telephone number of an employee 
of an organization. 

These principles are reflected in our Privacy Policy. 

The CBWC, including its directors, officers, employees and volunteers are required to 
comply with these principles and the Policy and will be given restricted access to personal 
information solely to perform the services provided by us. 

Other persons or organizations who act for, or on behalf of, the CBWC are also required 
to comply with the principles and the Policy and will be given restricted access to personal 
information solely to perform the services provided for us. 

Any inquiry, request or concern related to privacy matters should be made in writing to the 
following: 

Personal Information Compliance Officer 

Canadian Baptists of Western Canada 
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#201 221 10 Ave SE, Calgary, AB T2G 0V9 

Email: office@cbwc.ca 

A printed copy of the Policy may be requested by mail or e-mail at the above address. 

Privacy Policy 

Collection and Use of Personal Information 

From time to time, we collect a wide range of personal information about identifiable 
individuals for the purpose of providing our services to our member churches and to 
individuals and through our fund raising efforts.  When we collect such personal 
information any member of our team may be provided access to such personal information 
either physically or electronically.  Members of our team include our management team, 
our employees and any contracted persons retained by the CBWC.  We have committed 
considerable resources to ensure that each employee and volunteer understands and 
respects your personal information and that they will not use or disclose your personal 
information except in accordance with this Privacy Policy.  Every contracted person has 
signed a Confidentiality Agreement with the CBWC to ensure that your personal 
information is used only for the purpose of providing the CBWC’s services and each 
contracted person is prohibited from disclosing your personal information to any third 
person without acquiring your further specific consent to do so. 

The CBWC may also use “cookies” and similar technology to obtain information about 
your visits to our sites and your responses to e-mail from us.  While “cookies” help us 
improve your experience while visiting our sites by allowing us to customize our 
communications to the services you may desire, you have the option of blocking the 
“cookies” through your Internet browser or other commercially available software but this 
may make some of our site’s features unavailable to you. 

Protection of Personal Information 

Most of your personal information is kept electronically but it could be printed at some 
point(s) in time.  Your printed personal information will be kept under lock and key with 
restricted access to the office in which it is located or if it is being electronically held, it will 
be password protected with only those who “need to know” having access to such 
password.  We also use encryption, firewalls and other technology and security 
procedures to help protect the security of your personal information and to prevent 
unauthorized collection, use or disclosure of your personal information by other persons. 

Disclosure of Personal Information 

Our computer technology group does have access to all electronically held documents but 
all members of the computer technology group have signed confidentiality agreements 
that prevent them from disclosing any personal or other information to any other person 
without our prior written consent which consent we will not provide without your prior 
consent.  We may disclose your personal information to third parties on a “need to know” 
basis with the clear understanding that the personal information is provided under the 
terms of the Confidentiality Agreement executed by that third party in favour of the CBWC.  
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Like most enterprises today, we may use vendors to carry out certain functions in 
marketing and delivering services to you and we share online data with those vendors to 
the extent necessary for them to perform their work.  Delivery of such information is 
provided under written agreement which includes a duty of confidentiality on the part of 
the service provider.  The CBWC may also share your personal information with other 
industry and credit-related organizations when necessary to improve operations and to 
protect against fraud, security and credit risks.  The CBWC does not share, disclose or 
sell any of your personal information with other unaffiliated companies or organizations 
without your prior consent. 

Retention and Destruction of Personal Information 

Canada Revenue Agency requires that we retain our financial information for a minimum 
of seven years and accordingly, should our financial information include your personal 
information, your personal information could be held by us for a minimum of seven years.  
Your closed file(s) will be kept either on site or in off-site storage facilities where disclosure 
of their contents is limited to the CBWC and its agents only.  When we destroy file(s) 
(whether printed or electronic), we will undertake such destruction in a manner that will 
eliminate or at least minimize the risks of any personal information being disclosed to any 
unauthorized person. 

Right to Access and Correct 

You can review your personal information on reasonable notice, during regular business 
hours by making that request of the Personal Information Compliance Officer.  You have 
the right to request a correction be made to your personal information.  The President of 
the CBWC or his or her chosen alternative within CBWC will determine whether that 
correction should be made or how it should be dealt with within 30 days of the request for 
correction having been first made to the Personal Information Compliance Officer.  You 
can make an inquiry or complaint directly to the Personal Information Compliance Officer 
at any time, in writing 

Appeal Process 

In the event that you are not satisfied with the outcome of your request, decision or 
interaction with the Personal Information Compliance Officer you have a right to appeal to 
the President of the CBWC.  To appeal to the President you need only provide written 
notice of your request for an appeal to the Personal Information Compliance Officer and 
the Personal Information Compliance Officer is required to forward to the same to the 
President at which point you will receive a further communication from the CBWC 
regarding whether a meeting or written reply will be provided to you in relation to the issue. 

Changes to Privacy Policy 

Our privacy policy may change from time to time and those changes will be recorded in 
this document and be published on our website. 

Employee and Volunteer Privacy Policy 

Reasonable Collection and Use of Personal Information 
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The CBWC will collect from its employees and volunteers and use only such personal 
information as is reasonably necessary for the identified purpose that will be stated (either 
orally or in writing) at or prior to the time of collection of the personal information. 

Type of Personal Information Collected 

We confirm that at this point in time, we have collected and will continue to collect personal 
information on our employees and volunteers relating to, among other things: their past 
endeavors as relayed to us in the employee’s or volunteer’s resume or as disclosed to us 
by the employee’s or volunteer’s reference(s) or in the employee’s or volunteer’s initial 
interview(s); results of psychometric testing; bank account information, job performance; 
salary; dependents and health benefit information. 

Use, Retention and Disclosure of Personal Information 

The use and disclosure of the personal information will be limited to the purpose for which 
it was collected.  If information is to be used or disclosed for a new purpose, consent to 
the new purpose will be obtained orally or where we find it advisable, in writing, from you.  
We will retain your personal information during the course of having you provide services 
to the CBWC and for a minimum of one year thereafter.  The CBWC reserves the right to 
determine exactly when to destroy the personal information after the one year period but, 
the personal information when destroyed will be destroyed in such a fashion so as to 
minimize the risk of its disclosure to any unauthorized person. 

Our employees’ and volunteers’ personal information will be provided to the persons 
responsible for human resources for the CBWC as well as management of the CBWC and 
to such other persons within the CBWC that, in the opinion of the human resource 
personnel and management of the CBWC, are required to have the personal information 
in order to carry out the purpose for which it was collected.  We will also disclose the 
personal information to any benefit provider that is engaged by the CBWC for the purpose 
of allowing the benefit provider to provide the benefits to the employee.  The results of 
psychometric tests are typically shared among our personnel to encourage an 
understanding of each co-worker’s common characteristics. 

Oversight and Redress 

Each employee and volunteer has the responsibility to ensure that any changes in 
personal information including home addresses or unlisted telephone numbers are 
provided to us within seven days of the change having been effected. 

Protection of Personal Information 

Each employee’s and volunteer’s personal information will be either password protected 
if kept electronically or kept under lock and key if retained in a paper format. 

The Personal Information Compliance Officer-Right to Review and Correct 

The Personal Information Compliance Officer of the employee’s or volunteer’s personal 
information is Bill Mains.  You can review your personal information on reasonable notice, 
during regular business hours by making that request of the Personal Information 
Compliance Officer.  You have the right to request a correction be made to your personal 
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information.  The CBWC will determine whether that correction should be made or how it 
should be dealt with within 30 days of the request for correction having been first made to 
the Personal Information Compliance Officer.  You can make an inquiry or complaint 
directly to the Personal Information Compliance Officer at any time, in writing.   

Appeal Process 

In the event that you are not satisfied with the outcome of your request, decision or 
interaction with the Personal Information Compliance Officer you have a right to appeal to 
the President of the CBWC.  To appeal to the President, you need only provide written 
notice of your request for an appeal to the Personal Information Compliance Officer and 
the Personal Information Compliance Officer is required to forward to the same to the 
President at which point you will receive a further communication from the CBWC 
regarding whether a meeting or written reply will be provided to you in relation to the issue. 

Changes to Privacy Policy 

Our privacy policy may change from time to time and those changes will be recorded in 
this document and be published on our website. 
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Section P: Conflict in Churches- Why & 
Resolution 
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P.1 Article - “Conflict in Our CBWC Churches”  
 

CONFLICT IN OUR CBWC CHURCHES - THE MAIN CAUSE? 
“A difference of opinion that frustrates someone’s goals or desires” – (Ken Sande – The 
Peacemaker) 

“The perceived opposition of needs, values, wishes or perceptions resulting in stress or 
tension”- (Alberta Arbitration and Mediation Society) 

“The interaction of interdependent people who perceive incompatible goals and interference 
from each other in achieving those goals” – (J. Hocker and W. Wilmot – Interpersonal 
Conflict) 

“A disagreement between people known to each other which results in tension and stress 
which harms their relationship and the well-being of the common enterprise” (an unnamed 
Mediator)  

“I feel certain tightness here!”  – (Winnie the Pooh stuck in the Honey Tree) 

“Leadership is not the cause of all conflict…However, the way leadership responds to the 
conflict will always determine if, how, and when the conflict is reconciled.” – (Jim Van Yperen 
– Making Peace) 

During my time with the Baptist Union of Western Canada/Canadian Baptists of Western 
Canada as Director of Ministries and Senior Consultant, I have had contact with over 140 
of our churches/agencies. 30 of these contacts involved conflict situations in one form or 
another and this resulted in being asked to get involved in 23 significant consultations or 
interventions. I’ve been reflecting over the years on what is the main reason for church 
conflict and I’ve come to a conclusion. This conclusion, I think is succinctly illustrated in 
this comment of a conversation I had with an 80+ year old lady, who is a long-time member 
of one of our CBWC churches. She had been the Moderator of her church many years 
before, when the church went through some significant conflict and trauma. I met this lady 
when I was doing a congregational consultation at her church. When interviewing her, I 
went through my dozen or so set questions, recorded her responses, and then asked my 
final “wrap-up question” which was: 

“Thank you for participating in the interview. In summary and in a sentence or two, what do you 
believe the conflict at your church is all about?” 

Her answer was immediate and short – “That’s easy, Bill.  The reason we have conflict here at our 
church is simple.  It’s all about sorting out power and authority in a Baptist Church. I’ve seen it 
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before, and I’m seeing it again. Until everyone can sort out their leadership roles and agree on 
them we are going to continue to have these problems.” 

“It’s all about “sorting out” Power and Authority in a Baptist Church.”   

Power is the ability to do things, such as lead a church. Authority is having the right to do 
things, such as lead a church. 

Here are some questions that I believe need to be answered in each of our 175+ 
autonomous, congregationally-governed churches. 

1. What should leadership in our particular Baptist church look like? Who should 
have the power?  Who should have the authority? What rationale is used to 
determine these decisions? 

2. Is there a CBWC- recommended church leadership model? If so, what does this 
model look like?  Specifically, is the prime leader the Pastor? The Board? A 
combination of both? Are there distinct and significant leadership roles for 
Pastors and Lay People?  

3. Where should be the prime locus of decision-making concerning the mission, 
vision and goals of the church?  Who determines this and leads in these critical 
areas? 

4.  How is accountability determined and exercised? To whom is the Pastor 
accountable? 
To whom is the Board accountable?  To whom is the Congregation accountable? 

I’ve tried in my own mind to understand and articulate Baptist church leadership based 
upon my 40+ years of experience in Baptist church life as a congregant, board member, 
Moderator, BCY Moderator, BUWC President, Director of Ministries, Senior Consultant 
and even a short stint as a senior pastor myself. It is a challenge to do so, as it is very 
situational and driven to a considerable extent by: 

1. the history, composition, culture, challenges and needs of the particular church 
2. the leadership gifts and talents of the Pastor and the lay leaders  
3. the relationship, trust and “chemistry” between the Pastor, lay leaders and 

congregation 
4. the interpretation of Biblical principles and teachings on leadership 
5. the current beliefs held about leadership by the Pastor, lay leaders and 

congregation 
6. the influence of leadership trends and teachings from popular and/or noted 

mega-churches in other jurisdictions or denominations which sometimes do not 
transfer or fit well into specific Western Canadian and/or certain CBWC church 
cultures 

7. the influence of leadership trends and teachings about leadership in the secular, 
corporate world. 

I would encourage you as participants in this NPO to talk about the “Leadership” issue 
with your colleagues and with the CBWC leaders and resource people here.  Leadership, 
in my opinion, is not only a main factor in conflict and conflict resolution, it is the key factor 
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in a church growing and staying healthy becoming a Christ-centered community inviting 
faith acting in mercy cultivating leaders and promoting societal and individual justice. I 
have also found that one of the most important factors of success for a Pastor in a church 
is the ability to find, recruit and retain strong and gifted lay leaders. Then, to be able to 
play a key role in forging these leaders into a unified team which uses each participant’s 
strengths, talents, and abilities to keep the church moving forward in achieving its vision, 
mission and goals. In this way, the Kingdom grows and the Gospel of Jesus Christ is 
advanced. 

Several years ago, I had the opportunity to lead a weekend William Carey Institute 
Seminar on “Church Conflict”.  One of the group discussions was to have the thirty Pastors 
and elected leaders who attended respond to these abbreviated questions. They were 
answered as follows: 

1. Is the exercise of leadership the main cause of conflict in the church? 

• Yes, and it is all about how leadership should be exercised. 

• Be aware of the “invisible leaders” – the “power brokers”. 

• In the old days it was “worship wars” – now it is “leadership wars.” 

• There is an overall distrust of leadership in our society.  We bring this to the 
church. 

• There is no “positional power” anymore in our society and “expert power” is in 
decline.  

• In Church Conflict, leadership is always an issue and often the issue. 
2. Are churches to be led by Pastors, Elected Leaders or a combination of both? 

• Leadership should be a combination of Pastor and Board. Pastor-driven can be a 
dictatorship. Lay-driven can see the Pastor becoming a puppet. Balance is 
needed. 

• Make sure that there are clearly defined responsibilities for the Pastor and Board. 

• Pastors/Boards must communicate frequently and openly and work closely 
together. 

• When electing people, give them power and authority and let them lead. 

• Our distinctive of “Priesthood of all Believers” must be demonstrated in leadership. 

• Churches have “Seasons” – sometimes staff-driven, sometimes lay-driven. Overall 
and in the long-term, a combination of both – collaborative leadership - works best. 

3. What are “Flashpoints” for Conflict in the Church? 

• Unilateral decision-making by either party, disputes over money, gossip 

• Looking back to the “glory days” and wishing they would return 

• Lack of clarity in Board and Pastor roles and responsibilities 

• Lack of or poor communication 
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• Lack of clarity on the church’s mission, vision, goals, priorities, means and 
methods 

So, as new Pastors coming into new churches, what to do?  Start with two things. 

1. Recognize the most common causes of conflict in CBWC churches 

(*Note- These are from my own observations gleaned from working with many CBWC 
churches) 

• Communications issues – not sharing enough information, gossip not addressed 

• Being unaware of  and/or ignoring the early warning signs that “trouble is 
brewing” 

• No agreement on  the leadership roles/responsibilities of Pastors and elected 
leaders 

• No agreed upon and known process for dealing with conflict and church 
discipline issues 

• Seeing any criticism of either Pastor or Board as a threat and over-reacting 

• Lack of trust in the church’s leadership – Pastor and/or Elected Leaders 

• Viability of “match” between Pastor and the Church 

• Perceptions of Conflict of Interest (especially nepotism, cronyism, “family 
business”) 

• Not dealing with changes in the church and community (social, demographic, 
economic) 

• Not understanding church history, culture (“reading the ice”) 

• Lack of church planning – vision, mission, goals, strategic plan, no participatory 
processes 

• Stress of financial issues, competition among church ministries/needs for 
resources 

• Poor governance systems (congregation unclear of how governance works in 
their church) 

• Problems in succession planning for Pastors and leaders 

• Stresses in staff relations in multi-staffed churches 

• Theological issues (e.g. women as leaders, the emphasis on “outreach, inreach 
and upreach”) 

• Misuse of technology such as email, websites, etc. and privacy concerns 

• Bringing partisan politics into the church – community, provincial or federal 
2. Ways you can prevent or minimize conflict in your church 

• Put lots of planning and effort into building strong lay leadership (especially on 
your Board). 

• Create within your church an open and transparent culture – (have “few 
secrets”). 
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• Don’t use knowledge as power, keep your leaders and congregants informed. 
• Communicate, communicate, and communicate! 
• Try a variety of communications (websites, mass emails, listening and “town hall” 

sessions). 
• Develop good governance documents and have written and known policies and 

procedures. 
• Especially have  policies on Conflict Resolution, Church Discipline and Conflict of 

Interest. 
• Value and respect diversity of opinion – don’t get upset if “everyone doesn’t think 

like you”. 
• Don’t ignore groups that you may see as not influential (e.g. Seniors, Youth, Non-

members). 
• Preach, hold workshops, give Biblical teaching and practical advice on conflict 

resolution. 
• Don’t ignore minority concerns – listen and reflect, seek the advice of your 

elected leaders. 
• Consider Staff and Church Covenants (“grandfather”, be careful implementing 

retroactively). 

• Preach, promote and model personal and corporate forgiveness and 
reconciliation. 

• Assess with your leaders the current “conflict health” of your church and address 
needs. 

• Keep the church moving forward and focused on its vision, mission, goals and 
strategic plan. 

• Teach about and practice extending Grace, Grace and more Grace to everyone! 

• Use the power of prayer – both personally and corporately. 

• If conflict is a concern, contact your Regional Minister, other CBWC resource 
people and/or experienced colleagues for advice and help. 
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P.2 Conflict Resolution - A Sample Policy And Procedures For 
Churches 

 

 
DRAFT – APRIL 2010 

CONFLICT RESOLUTION 

A SAMPLE POLICY AND PROCEDURES FOR CHURCHES 

Definition of Church Conflict 

A difference of opinions, perceptions or beliefs in values, goals, purposes, needs, wishes 
or desires that results in unhealthy stress or tensions and which causes significant 
impairment or damage to the ministries or operations of the church; to the interpersonal 
relationships amongst congregants, leaders and/or staff; to the overall church climate and 
to the effectiveness or reputation of the church in the community. 

Guiding Principles for Conflict Resolution 

Methods to resolve conflict will endeavor to be in harmony with Biblical principles as 
referenced particularly in Matthew 18:15-20.  Methods to resolve conflict will also seek to 
ensure that appropriate “due process”, “confidentiality” and “respect, courtesy and grace” 
are provided for all concerned. Conflict Resolution should seek to resolve or at least 
satisfactorily manage issues by focusing on the problem rather than the people involved 
in the conflict and to give a high priority to addressing organizational health and 
interpersonal relationships.  

A Process for Conflict Resolution 

Note: This is a suggested generic procedure.  It may need to be modified for both small and large 
churches to reflect their operational and governance structures and culture. 

1. Person-to-Person Conflict 

When a person in the church has what it is perceived to be a significant conflict with 
another person in the church (congregant, staff or leader) and that person wishes to seek 
a resolution to the conflict, the following process should be followed: 

• Pray and seek God’s guidance and wisdom in this matter. 
• Make a decision to either pursue or to not pursue the matter. 
• If the matter is to be pursued, then follow the steps set out in Matthew 18:15-17. 

These steps are: 
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• To contact the person to see if the person is willing to meet “one-on-one” to try to 
resolve the matter that is causing the conflict. 

• If this occurs and the matter is still not resolved, then a second meeting could be 
requested with the person.  This meeting would be attended by one or two other 
individuals (agreed upon by the two parties) who would seek to help the two 
people in conflict resolve or at least satisfactorily manage the conflict. 

• If the matter is not satisfactorily dealt with in this second meeting, then either of 
the parties in conflict may seek advice from the church leadership as to whether 
the matter should be further pursued.  This may include talking with a pastor or, if 
circumstances warrant, an elected leader (e.g. board member). 

• In very serious situations, the Board may wish to become involved as a corporate 
body. The church leadership would hold a meeting with the parties concerned, 
hear the views of both, consider this information and then provide 
recommendation(s) on what should be done to resolve or at least satisfactorily 
manage the conflict.  Each of the parties involved in the conflict should have the 
right to bring an advocate or supporter to this meeting. 

2. Person-to-Church Leadership Conflict 

When congregants or those in leadership in the church (Pastors or Board Members) 
believe that there is a significant conflict in the church that is dividing leaders and 
congregants and hurting the church’s ministry effectiveness, either of the parties’ may wish 
to seek a resolution to the conflict by following this process. 

• Pray and seek God’s guidance and wisdom in this matter. 

• Make a decision to either pursue or to not pursue the matter. 

• If the matter is to be pursued, either of the parties should contact the other party 
and arrange a “one-on-one” meeting to try to resolve the conflict. 

• If the matter is not resolved at the meeting referenced above, then either party may 
request a second meeting. This meeting should include the Senior Pastor if the 
conflict was with another staff person. If the conflict is with the Senior Pastor, then 
this second meeting should include the Church Moderator or designate.  Both the 
individual who initiated the concern and the other party should be provided with 
the opportunity to bring one other person to this meeting to be an advocate or 
supporter. 

• Another option may be for the two parties involved in the conflict to meet with an 
outside facilitator or mediator who is not a congregant or leader in the church. If 
this occurs, a report of the outcomes of this meeting should be made to the 
Moderator. 

• If the matter is still not resolved at the second meeting, then either party may 
request in writing a third meeting with the corporate leadership of the church (i.e. 
the Board.) This written request must detail the concerns, review the steps taken 
to try to resolve the concerns and provide suggested solutions for consideration. 

• After receiving the written request for a corporate leadership meeting, the 
Moderator or designate will provide this written information in advance to the Board 
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and convene a meeting of the senior elected leadership body to discuss the written 
request, to consider the significance and seriousness of the conflict and to then 
decide if a meeting with the parties concerned will be held.  The Board will advise 
the parties concerned in writing if such a meeting will be held. Both parties 
concerned shall be invited to this special Board meeting. It will be chaired by the 
Moderator or designate, follow an established agenda and acceptable meeting 
procedures and practices and give both parties an opportunity to be heard. Both 
parties may bring up to two people to this meeting to be advocates or supporters. 
The meeting should proceed even if one of the parties declines to attend. At the 
conclusion of the meeting referenced above, the Moderator or designate will 
adjourn the meeting and then call a private meeting of the Board in as timely a 
fashion as possible.  This could be the same day/evening or certainly within a few 
days. This meeting will consider all the information given in the meeting concerning 
the conflict and any other relevant knowledge which is germane to the issues. After 
discussion and deliberation, the Board should make a decision as to whether any 
directives or actions will occur. The Board’s decision should be conveyed in writing 
to both of the parties involved in the conflict. 

• If either of the parties who requested the corporate leadership meeting is not 
satisfied with the outcomes and wishes to pursue this matter further, either party 
may consider seeking a congregational meeting to review the Board’s decision 
through provisions that may be available under the church’s Constitution and By-
laws. There should also be a time when the parties should decide to not to pursue 
the matter any further.  Particularly if “due process” has been followed, all avenues 
have been examined to resolve the conflict and it is clear that there are no other 
efforts or actions available to resolve the conflict. The best may well be to “agree 
to disagree” and to leave it. 

3. Church Leadership Discipline Process 

A Church Discipline Process may be implemented when the church leadership becomes 
aware and is concerned that a congregant, staff member or leader is causing significant 
conflict in the church by exhibiting behavior that is inappropriate and/or damaging to the 
congregation, pastors, lay leaders, the Board, or to aspects of the ministry, operations or 
the reputation of the church.  Some examples of such conduct may include caustic 
criticism of others in the church, disruptive or rude public behavior, destructive and/or 
fallacious gossip, verbal abuse directed at others in the body, sexual harassment, sowing 
dissention in the congregation or publicly sharing and/or promoting doctrinal beliefs and 
theological positions that are not within the recognized commonly-held beliefs and 
positions of the congregation and/or the Canadian Baptists of Western Canada.  This 
process has the following steps: 

• A pastor or an elected lay leader contacts the person to see if a “one-on-one” 
meeting can be held to try to resolve this situation. 

• If this first meeting is held and the matter is not resolved, the pastor or elected lay 
leader should request a second meeting which would involve the Senior Pastor, if 
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this pastor was not at the first meeting, and/or the Church Moderator or designate. 
The individual who is perceived to be causing conflict in the church should be 
provided the opportunity to bring one other person to this meeting to act as an 
advocate or supporter. 

•  At this meeting, a further attempt should be made to resolve the 
conflict/misbehavior.  If this is not successful, the church representatives may 
convey an oral or a written warning to the individual that unless the inappropriate 
behavior ceases, disciplinary actions may be taken up to and including putting 
restrictions on church/ministry involvement or attendance or suspension or 
termination of church membership. 

• If the matter is still not resolved and the inappropriate conduct or behavior 
continues to occur, then the Moderator or designate may call a corporate 
leadership meeting to deal with this matter.  This meeting will be chaired by the 
Moderator or designate, follow an established agenda and expected meeting 
procedures and practices and give all parties an opportunity to be heard.  The 
individual who is perceived to be causing conflict in the church must be invited to 
attend this meeting and be provided the opportunity to bring up to two other people 
to this meeting to act as advocates and supporters. Recipients of the misconduct 
and/or witnesses may also be invited to this meeting or they may submit written 
statements. 

• At the conclusion of the meeting referenced immediately above, the Moderator or 
designate will adjourn the meeting and call a Special Board Meeting of only the 
Board Members. This meeting should occur in as timely a fashion as possible. The 
meeting will consider all the information given in the meeting concerning the 
conflict and a decision should be made as to whether any disciplinary action will 
occur.  Such action may include a variety of discipline options including an oral or 
written warning “to cease and desist” or there will be further consequences.  In 
very serious situations, the Board may decide on the immediate implementation of 
stronger disciplinary actions which may include putting restrictions on ministry 
involvement and/or church attendance to suspending or terminating the person’s 
church membership. The Board decision in this matter must be conveyed in writing 
to the individual.  

• If the individual who is disciplined by the corporate leadership of the church is not 
accepting of the outcomes from the process and wishes to pursue this matter 
further, the individual may seek to have the Board’s decision reviewed at a 
congregational meeting if there are provisions for such a review under the church’s 
Constitution and By-laws. There should also be a time when the individual is asked 
not to pursue the matter any longer if all “due process” and avenues have been 
tried and it is clear that, given the seriousness of the misbehavior, there is a need 
to apply some aspect of church discipline.  

(Prepared by Bill Mains, Senior Consultant, Canadian Baptists of Western Canada for the New 
Pastors’ Orientation – 2010 at Carey Theological College.)  
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Section Q: Procurement of Goods and Services 
Policy  

  

 

 

 

 

 

 

 

Canadian Baptists of Western Canada 

 

 

 

Procurement of Goods and Services Policy 
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The following policies and procedures shall be adhered to when the Canadian Baptist of 
Western Canada (CBWC) purchases equipment, materials, supplies, property and or 
services from an external source. 

A. GENERAL POLICY 

1. No conflict of Interest. All Directors, employees, or agents who participate 
in the selection or acceptance of a contract for equipment, materials, supplies 
or services must comply with the CBWC’s conflict of interest policy. No 
Director, employee or agent will participate in the selection or acceptance of a 
contract involving a conflict of interest without the approval of the Board.  
“Conflict of Interest” includes situations in which the employee, family 
member, or Board member has a financial or personal interest in the 
business or individual selected for the contract. 

2. No Purchase of Items for Personal Use. No Director, employee, or agent 
who participates in the selection or acceptance of a contract for equipment, 
materials, supplies, or services shall use such items for personal use. 
Discretion must be used in the use of company cars, laptops and cell phones, 
etc. 

3. No Receipt of Gratuities.  No Director, employee, or agent shall solicit or 
accept gratuities, favours, or anything of ascertainable value from 
contractors, potential contractors, or parties to agreements with the CBWC.  

4. No Purchase of Items Not Approved in the Budget. No Director, 
employee, or agent shall solicit or accept any equipment, materials, supplies, 
or services that have not been approved by the Board of Directors in the 
annual budget without prior approval of the board. 

5. Document Cost Analysis. The CBWC shall conduct a cost analysis and 
document the analysis in the procurement files in conjunction with every 
purchase that is over $2,000.00. The procurement file should include a 
justification, if there is a lack of competition if competitive bids or offers are 
not obtained. 

6. Contract with Winning Bidder. If a contract is competitively bid, the CBWC 
will enter into a contract with the winning bidder that specifies the equipment, 
materials, supplies, property, or services to be purchased and the payment 
terms. 

7. Evaluate Each Contractor. The CBWC will evaluate each contractor at the 
completion of each contract. The evaluation will be utilized to make decisions 
to award any future contracts. 

B. Acquisition Procedure 

 The CBWC will conduct all procurement transactions in a manner that maximizes 
opportunities, increases quality, reduces the cost of the purchase and is 
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environmentally friendly. The CBWC reserves the right to reject any bids or offers, 
if deemed to be in its best interest. 

1. Pricing Procedure. One of the following procurement procedures shall be 
utilized for all purchases of equipment, materials, supplies, property, or 
services involving amounts over $2,000.00: 

(a) Open Market Inquiry. The CBWC will inquire in the open market to 
ensure an advantageous price and quality. The File shall document the 
inquiries made and offers received. 

(b)  Request for Competitive Bids. The CBWC will request competitive 
quotes, orally or in writing, from at least three different sources, if 
available. The file shall document each invitation made and offer 
received. 

(c) Formal Proposal Procedure. The CBWC will solicit competitive 
responses through a formal bid procedure. Bids will remain sealed until 
the time designated in the proposal, if deemed necessary. 

2.  Document Prices. The CBWC shall maintain files on all quotations solicited 
and offers or bids received and any criteria for selection. In all instances in 
which the lowest bid is not awarded in the contract, justification for the 
selection must be contained in the file. 

3. Purchases over $10,000.00. The Board thru the Chair of the Finance 
Committee must approve purchases over $10,000.00. Any Contract over 
$5,000.00 must be signed off by the CFO any change order must be also 
signed off by the CFO. 

4. Two Signatures on Cheques. Present policy. 

C. Property and Equipment Policy 

When purchasing property (whether real estate or equipment), the following 
procedure must be followed: 

1. Title in the Name of the CBWC. All property purchased belongs to the 
CBWC and title vests with the CBWC. Items valued at more than $5,000.00 
will be subject to depreciation. All other items will be expensed in the year of 
purchase. 

2. Property Inventory. A list of all property owned by the CBWC shall be kept 
showing the type of property, identification number, original cost, and any 
depreciated value. 
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Section R: Board Travel Policy  
 

Canadian Baptists of Western Canada 

Board Travel Guidelines 

A. AIR TRAVEL: The person should make themselves aware of any seat sales. 
Economy class seats only. 

B. GROUND TRANSPORTATION: 

Automobile (Personal) 

The present rate paid to Board and Committee members is 44 cents per kilometer. 
This will be reviewed periodically by the Board.  The amount reimbursed will be 
the lesser kilometer cost or the cost of airfare as noted above. Car pooling is 
encouraged whenever possible. Ferries fares and reservation fee are fully 
expendable, as well as airport parking. 

Vehicle Rental 

Car rental should be used when the cost is less than the cost of taking a taxi, 
including any pooling arrangements. This method can be used if the person is 
being billeted and there for no accommodation costs. major car rental companies 
a company discount for the CBWC). 

Taxi 

A shuttle or pooling should be used whenever possible for transportation to the 
meeting site. Board members are encouraged were possible to communicate with 
each other there arrival times and car pool when possible. 

C. ACCOMMODATIONS: 

Carey Centre 

The Carey Centre should be used when in the Vancouver Area and they will 
allocate the rooms and will look after any costs to be billed to the CBWC. 

Hotel 

Ideally, participants should consider sharing a hotel room. When checking out of 
the hotel, please look over your bill to ensure charges for accommodations, meals 
and any approved incidentals are accurate and then sign your bill. Charges may 
be arranged for our master account or for the person to pay and then invoice 
submit expense account to the CBWC.  

Billet Acknowledgement 

In cases where board members stay in the home of family or church members, it 
is appropriate to express gratuity in some form. It is recommended that a thank 
you card and a gift in the $20 dollar range be given. 
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Telephone Calls 

Any personal calls are not the responsibility of the CBWC and should be paid to 
the Hotel at the time of check out if using their system. 

D. MEAL ARRANGEMENT 

Carey Centre 

Please provide meal requests on the signup sheet as provided to each attendee. 

Meals while traveling 

No meal allowance is made for those traveling less than 4 hours, unless a meal 
occurs within this time frame. The daily allowance for meals is $50.00 ($10 for 
breakfast, $15 for lunch, $25 for dinner), including tips, but not including GST, PST, 
or HST. There is no reimbursement for adult beverages. 

E. Other 

Any travel complications will be reimbursed for incidentals. Airport parking is 
expense able. 
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Section S: Church Closing Checklist 
Before the church starts to talk about closing, the first and foremost thing is to consult your 
regional minister. Maybe your church is going through some difficulties that others have 
seen before, and your regional minister can help you. If both your congregation and your 
regional minister are sure that the best thing for the kingdom is to close this church, then 
the following is a rough guide to follow. 

1. The church shall have a final business meeting by or before the final service to 
make a congregational vote on issues such as: 

1) To officially close the church on a certain date 

2) To enact the dissolution clause in church bylaws to settle all the debts, and 
to donate the balance in the bank account to the CBWC (this is important 
as the CBWC is going to take care of all the issues left) 

3) To gift all the properties, for which the CBWC might have already held these 
titles in trust, to the CBWC 

4) To handle all the contents inside the church building, e.g., furniture, 
equipment, etc. 

5) All the above and other issues should be recorded in the minutes of the last 
business meeting and the minutes shall be delivered to the CBWC 

2. A caretaker, usually the treasurer or a congregant who knows enough details of 
the church, needs to be appointed to settle the paperwork with the Societies Act 
and the CRA, which could take as long as another year 

1) The caretaker shall collect and keep or send to the CBWC all the 
accounting documents required by the CRA 

2) The caretaker also needs to ensure that the last annual returns are filled 
out, and filed to the CRA or mailed to the CBWC 

a) T3010 

b) T2  

c) GST return (if applicable) 

d) etc. 

3) The caretaker also needs to ensure that all tax donation receipts are mailed 
out. 

4) Other obligations such as T4s, T4As need to be dealt with properly. 

3. The church needs to hire a groundskeeper and a building maintenance person to 
ensure that there is minimal heating in the building so that the pipes will not freeze 
over and the pathways around the church are kept clear of snow. 
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4. If the properties are gifted to the CBWC, the insurance policy and contact 
information from the insurance company need to be passed on to the operations 
manager before the building is emptied. The operations manager needs to either 
add the church properties to the insurance policy of the CBWC or ensure the 
church properties are protected by proper policy. 

5. All unnecessary services such as Internet and phone lines need to be cancelled. 

6. All utility bills need to be directed to the CBWC if the properties are given to the 
CBWC. 

7. All existing contracts need to be kept by the caretaker such as water heater, 
elevator maintenance, snow removal/lawncare, License & Lease Agreements, 
Tower Site Agreements (TSA) with telecommunications companies, fire/security 
system monitoring etc. 

8. Then, for next year, the caretaker needs to file in the voluntary revocation of the 
church’s charitable status to the Charities Directorate. This can happen 6 months 
after official closure but CRA would only act on it after a year or so. Another set of 
T3010 is also required by the CRA for 2022, though the church is closed. 
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Section T: CBWC Foundation Items 
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T.1 Gifts of Life Insurance 
(CCCC, 2018) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

It is not uncommon for charities to receive gifts of life insurance or their proceeds. Life 
insurance policies can represent a significant and unexpected influx of resources for a 
charity. While gifts of life insurance can be common, smaller charities may rarely have to 
consider the technicalities of accepting and receipting them. This article is intended to help 
charities and donors demystify gifts of life insurance.  

While there is nothing improper about the donation or receipt of such policies, charities 
should take caution when they consider promoting the purchase or transfer of life 
insurance policies. Insurance is regulated through provincial legislation and is actively 
controlled by a provincial insurance regulatory body. The solicitation of life insurance 
policies is strictly regulated, and to engage in their trafficking can contravene provincial 
legislation. Generally, only insurance companies are legally permitted to engage in 
trafficking such policies, and care should be taken not to contravene the legislation.1   

Life insurance is generally packaged in one of two ways: term or permanent life.  

Term Life Insurance 

Term insurance provides insurance coverage for a specified period, and payout of the 
policy value to the named beneficiaries occurs when the individual covered dies within the 
contract period.  

Coverage not only relies upon dying within the period, but also requires the individual to 
meet all other conditions of coverage and not to void the policy for any reason, such as 
non-payment of fees. Coverage is defined by each individual contract of insurance. The 
primary consideration for charities is that a term policy has no other value apart from its 
stated amount and will pay out only in prescribed circumstances.  

Permanent Life Insurance  

Permanent life, on the other hand, comes in two forms, whole life and universal life; 
provides lifelong coverage; and includes an investment component referred to as the 
policy’s cash value. The cash value of these policies grows slowly, with tax being deferred, 
meaning that taxes are not paid on accumulating funds. 

Knowing the difference between term and permanent life insurance is important, because 
the policy’s type dictates whether and how funds can be received and receipted by a 
charity.  

Generally, a term policy will have no cash surrender amount and therefore can represent 
a significant issue for a charity if it accepts the policy without being the named beneficiary 
or being left the policy through the donor’s will.  

As such, charities should be mindful not to receipt the gift of a term policy that has been 
assigned to them, as the policy likely has no cash surrender value at the time it is 
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transferred. In addition to the type of insurance, other considerations need to be made, 
including, for example, the policy’s lapse date and the donor’s charitable intent.  

Manner of Donation 

However, there are three primary channels for gifting a life insurance policy to a charity: a 
bequest of the proceeds through a will, a gift of the proceeds made by naming the charity 
as the beneficiary of the policy, or the transfer of a new or existing valid policy during the 
life of the donor.  

The first two examples involve easily quantifiable donations resulting from the death of the 
donor. The third method involves a more complicated transfer of ownership of the policy 
to the charity.   

In a transfer of the ownership (i.e., assignment) of a valid policy to the charity, both the 
charity and donor should seek professional advice. Consideration of how the transfer of 
policy can be affected properly is required, as several legal issues, in addition to the 
validity of the transfer, can arise, such as the assignability of the policy, its valuation, and 
tax consequences. The date of the gift and its fair market value are also important 
considerations for receipting purposes.2   

In an archived Interpretation Bulletin, CRA states the following regarding the assignment 
of policies (i.e., where the charity becomes the owner of the policy):  

Where a policyholder absolutely assigns a life insurance policy to a registered charity and 
makes the charity the registered beneficiary of the policy, the charity can issue an official 
donation receipt for the value of the policy (i.e., the amount by which the cash surrender 
value of the policy at the time of the absolute assignment exceeds any policy loan 
outstanding) and any accumulated dividends and interest, which are also assigned at that 
time. If the policy has no value, there is no charitable gift when it is transferred. Donations 
of subsequent premium amounts will qualify as charitable gifts.3  

Caution should be applied regarding the foregoing reference, as consideration of the fair 
market value of the policy (i.e., a gift-in-kind) following the fair market value and split-
receipting rules should occur.4   

If the donor is also to pay the ongoing premiums, the charity can receipt the subsequent 
payment of premiums paid.5  Any increase in the cash surrender value of the policy 
resulting from the subsequent payments of policy premiums has no effect in determining 
the amount of the donation once the policy has been assigned to the charity.  

Where the charity is assigned a policy and named the beneficiary, the owner charity can 
make premium payments or surrender the policy for its cash value. If it opts to pay the 
premiums, the policy value will revert to the charity at the death of the insured.  

Consideration regarding the cost of ongoing premiums should be made. With some 
policies, the cost of premiums increases over time, which can result in unforeseen ongoing 
obligations to ensure that the policy remains valid.  
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The advantage of naming the charity as beneficiary of the policy as opposed to gifting the 
proceeds of the policy is that the funds do not flow through the donor’s estate and therefore 
will be free of probate fees and possible encroachment by creditors or litigation.  

For receipting purposes, the date on which a gift made through an estate or by a will is 
deemed to be made is the date on which the property is transferred to the charity. This 
dating rule applies to deaths on or after January 1, 2016. For dating purposes, there is no 
distinction between a gift by will and an estate gift, and both are deemed to have been 
made by the estate at the time the property is transferred. For assignments of policies, the 
date of the gift is the time the policy is assigned.  

Where an insurance policy is gifted through an individual’s will, the charity will receive a 
gift of the lump sum amount equal to the insurance proceeds after the death of the insured. 
In this situation the donor cannot receive a tax credit for the premiums paid during their 
lifetime. The valuation of the gift for receipting purposes is the amount of the gift less any 
advantage.  

Where a donor owns a policy or names a charity as beneficiary, a donation receipt for the 
premiums paid cannot be provided; however, after the death of the donor, a receipt can 
be provided for the value of the amount transferred less any advantage to the donor.  

Where a charity owns a policy and the premiums are paid by the donor, the donor can be 
eligible for a donation receipt for the premiums paid and for the value of the policy at the 
time of its transfer.  Premiums paid prior to the transfer of a policy will not qualify as 
charitable donations; only those paid after the transfer can be receipted. 

Determining fair market value of assigned corporate-owned policies may require the 
assessment of the seven items summarized from paragraphs 40-41 of Information Circular 
IC-89-3, which include, among others, the policy’s cash surrender value, loan value, face 
value, replacement value, and other policy terms, such as term riders and double 
indemnity provisions. However, for most policies, the cash surrender value of the policy 
that exceeds any policy loan outstanding and the dividends and interest, which are also 
assigned at that time, may be the receipted amount.  

To ensure that all factors are taken into consideration, charities should consider contacting 
the insurance provider or using the services of an independent qualified actuary, where 
appropriate. For further assistance with receipting rules, please refer to CCCC member 
resources on valuation and receipting.7   

The potential lapse of a policy should be kept top of mind when dealing with insurance 
policies as gifts. For example, if a donor ceases paying premiums, the policy may lapse. 
In this case, a charity, as owner of a policy, may wish to pay premiums or surrender the 
policy for its cash value, if any. It is for this reason that many charities will not accept gifts 
of life insurance policies unless they are fully paid up and premiums will continue to be 
paid by the donor.  

Where a gift of a life insurance policy is made immediately after its issue or within certain 
periods of time, Income Tax Act subsection 248(35) deems the fair market value of the 
gift. For gifts made within three years of purchase or within ten years of purchase, if it’s 
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reasonable to assume that the property was acquired with the intention to make a gift, 
subsection 248(35) deems the donation for receipting purposes to be the lesser of the fair 
market value otherwise determined and the cost of the policy. 

Charities may be concerned that owning insurance policies of significant value may impact 
their disbursement quota calculations. While charities are required to disburse 3.5% of the 
value of assets not used in charitable activities or administration if those assets exceed 
certain thresholds, Income Tax Regulation subsection 3702(1)(b)(vi) provides that the 
value of an unmatured life insurance policy that is not an annuity contract is nil for 
purposes of the disbursement quota rule.8   

What This Means for Charities 

Insurance policies can be a great opportunity for charities to secure charitable gifts. 
However, several considerations need to be made before doing so. Insurance is a 
contract, and as such, charities should carefully review each insurance contract before 
accepting the policy.  

Charities should be cautious when considering accepting the transfer or assignment and 
should be mindful of the restrictions regarding trafficking insurance in their province. 
Policies that make for good charitable gifts provide a guaranteed premium, guaranteed 
payout period, and guaranteed death benefit.  

To help you navigate the differences in gifting insurance, please refer to the following table 
summarizing the main points respecting gifts of life insurance.  
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1 See e.g. Insurance Act, RSO 1990, c I.8, s 115.  
2 Canada Revenue Agency, Interpretation Bulletin IT-244R3, “Gifts by Individuals of Life 
Insurance Policies as Charitable Donation” (6 September 1991). 
3 “Planned giving: annuities, life insurance and charitable remainder trusts” (last modified 
15 December 2006), online: Government of Canada <www.canada.ca/en/revenue-
agency/services/forms-publications/publications/charitiesnews-27/archived-registered-
charities-newsletter-no-27-fall-2007.html#P428_27675>. 
4  “Income Tax Folio S7-F1-C1, Split-receipting and Deemed Fair Market Value” (last 
modified 20 April 2017), online: Government of Canada <www.canada.ca/en/revenue-
agency/services/tax/technical-information/income-tax/income-tax-folios-index/series-7-
charities-non-profit-organizations/series/income-tax-folio-s7-f1-c1-split-receipting-
deemed-fair-market-value.html>. 
5 “Life insurance policy” (25 October 2002), online: Government of Canada 
<www.canada.ca/en/revenue-agency/services/charities-giving/charities/policies-
guidance/summary-policy-l02-life-insurance-policy.html>. 
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8 Income Tax Regulation CRC, c 945, s 3702(1)(b)(vi).  
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15 December 2006), online: Government of Canada <www.canada.ca/en/revenue-
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charities-newsletter-no-27-fall-2007.html#P428_27675>. 
10 “Income Tax Folio S7-F1-C1, Split-receipting and Deemed Fair Market Value” (last 
modified 20 April 2017), online: Government of Canada <www.canada.ca/en/revenue-
agency/services/tax/technical-information/income-tax/income-tax-folios-index/series-7-
charities-non-profit-organizations/series/income-tax-folio-s7-f1-c1-split-receipting-
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T.2 Charitable Bequests and Estate Litigation 
(Wallace, 2019) © Canadian Centre for Christian Charities, www.cccc.org Not to be Used 
or Further Reproduced Without Permission. 

The CEO is served with a package of court documents.  Your charity has been named as 
a beneficiary in an estate. Litigation has been commenced by other potential beneficiaries.  
What are you going to do? 

Charities have often under estimated the strength of their legal position and sometimes 
automatically assume their charity will not participate. However, charities have an 
obligation to pursue any beneficial interest which comes their way.  They must understand 
the strengths and weaknesses of their position along with other factors, then proceed on 
the basis of what makes the most sense. Sometimes charities have difficult decisions to 
make about involving themselves in litigation. Sometimes religious charities believe 
litigation is not “Christian.” But if the case is strong, participation in the court process may 
be quite appropriate.  The following discussion will provide background to participating in 
an estate litigation. 

The Will 

A Will is a document executed during a lifetime to become effective upon death. Because 
the Will is entirely inoperative until death, changes can be made numerous times prior to 
death. A Will must be in writing. There is no such thing as an oral Will.  If a family member 
insists Uncle Joe always promised his car but Uncle Joe’s Will does not deal with the car, 
there is no gift of the car. 

Wills are automatically terminated by marriage unless made in contemplation of a 
wedding. This ensures the present spouse is adequately provided for by the estate.  Wills 
never expire.  They can become out of date but that does not affect validity.  One of the 
most common situations where this is encountered is when married spouses separate.  If 
they prepared Wills during their marriage but not again after separation then one of them 
dies, the Will executed during the marriage prevails.  Wills are only cancelled by marriage 
never by separation or divorce.  If a divorce is finalized but one former spouse dies prior 
to executing a new Will, any gifts to the ex-spouse are eliminated.  The remainder of the 
Will is still valid. This in and of itself may cause problems in administering the estate. As 
unanticipated family circumstances change, Wills need to be updated to reflect those 
changes. 

To avoid unfortunate situations created by the failure to have an up-to-date document, 
every Will should deal with all reasonably anticipated future events.  If a married couple 
has no children at the time of drafting their Wills, the possibility of children should be 
anticipated because children are a reasonable expectation of marriage. The Will can 
simply state that if the testator has a child or children alive at the time of the testator’s 
death, distributions should be made in accordance with the instructions thereafter 
provided. 
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The Revocation Clause 

Every properly drafted Will has a revocation clause. Generally this is the first item of 
business after identifying the testator within the body of the document. This clause cancels 
any other testamentary document previously prepared, thereby acknowledging the 
present Will as valid. Most commonly, unless the estate plan is quite complicated, each 
succeeding Will must revoke all prior Wills.  If not, they may be interpreted as concurrent 
Wills resulting in tremendous confusion.  The last validly executed Will should generally 
prevail. 

The Estate Trustee 

Every Will must appoint a personal representative. Formerly this individual was known as 
the executor.  The current terminology is “estate trustee.” Most often more than one is 
appointed either jointly or alternatively. Legally the estate trustee is seen to “step into the 
shoes of the deceased” to manage all remaining affairs of the estate. The estate trustees 
should always be asked to consent to the appointment at the time of drafting the Will. This 
ensures they are not only willing to act but prepared to take the lead at the appropriate 
time. 

Even after consenting to be named, any estate trustee can refuse the role any time.  If an 
estate trustee has already begun to act, a court-appointed substitute must be in place 
before the original estate trustee can resign. Very often this is the reason multiple or joint 
estate trustees are appointed.  If one or more of them is either incapable or unwilling to 
act, the others can just carry on.  The estate trustee is required to: 

1. Arrange the funeral and for disposal of the body. 

2. Accumulate assets then realize their value. 

3. Pay debts. 

4. Transfer to the beneficiaries the gifts in accordance with the Will. 

5. Prepare and file the estate tax returns. 

Types of Wills 

There are two basic types of Wills:  formally executed Wills and holograph Wills.  Formal 
Wills must be signed in the presence of two witnesses both present at the same time to 
see the testator and the other witness sign. Witnesses should be disinterested third 
parties, neither beneficiaries nor spouses of beneficiaries. 

A holograph Will is handwritten, dated and signed by the testator.  There are no witnesses. 
A holograph Will is never typed or a fill-in-the-blanks document. If an individual types his 
own Will or buys a preprinted document and fills in the blanks, both require the formality 
of two witnesses signing at the same time as the testator.  Holograph Wills are valid in 
every Canadian province and territory except British Columbia, Nova Scotia and Prince 
Edward Island. 
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A Codicil  

A Codicil is a testamentary document like a Will but much more brief.  Codicils are used 
to modify, explain, correct or change a provision in a previously executed Will.  Codicils 
must be executed like Wills then kept together with the Will. 

Status as a Dependant 

Any individual for which the deceased provided support prior to death has the right to 
expect continued support from the estate. Any inadequacy to provide for dependants can 
be challenged in court. Charities must understand the rights of dependants to determine 
when litigating a charitable bequest may be inappropriate. 

A deceased cannot disinherit dependants.  If the deceased made inadequate provision for 
dependants, they can initiate a court application to vary the Will. These must be legitimate 
claims.  Dependants can include a spouse or spouses, children, parents or siblings. 
Dependants can also include anyone to whom the deceased functioned as a spouse, 
parent or sibling, even if they lacked legal status. Dependants can even include those to 
whom the deceased should have been providing support. A claim for dependant’s relief 
can only arise where financial reliance existed immediately prior to death, not on future 
possibilities. 

If a deceased had a full time, dependent spouse for the duration of the marriage but in the 
Will provided only a small token amount insufficient for future needs with the rest left to 
charity, that Will could likely be successfully challenged by the dependant spouse. The 
judge would increase the portion for the spouse then reduce or eliminate the amount gifted 
to charity.  No charity should reasonably oppose this application. Charities do, however, 
have an obligation to pursue estate gifts, even against family members, where those 
claims are not made by dependants. 

Status of Children 

Children born out of wedlock are generally included through the Wills Act in each province 
even if not specifically included in the Will. Public policy has also changed the status of 
illegitimate children.  Even in provinces lacking this provision, courts are welcoming of 
arguments for their inclusion.  Illegitimate children may also be specifically excluded in the 
Will. Adopted children are automatically included. They have the same legal status as 
children born naturally to the parent.  Step children are not included unless specifically 
mentioned in the Will. 

Probate Fees 

Probate is the court process authorizing the estate trustee to act on the basis of the 
provisions of the Will.  The court inquires into the capacity of the deceased at the time of 
drafting the Will then confirms no undue influence.  Probate protects the estate trustee 
and beneficiaries by sanctioning distribution in accordance with the Will.  Probate is not 
always necessary but should be sought where estate assets or family circumstances are 
complex. 
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Courts in every province charge a tax for probate based on the value of the estate. Ontario 
and British Columbia have the highest rates.  Alberta, Northwest Territories and Yukon 
Territory have maximums.  There are no upper limits in other provinces. 

What Would You Do? 

A recent technical question came to CCCC via a member charity.  A deceased supporter 
provided for three charities to share ten per cent of her estate. The estate trustee--her 
independent, grown son and sole beneficiary--contacted the charities to advise he wished 
to distribute less.  He described ten per cent as “excessive.” Apparently the son and 
mother had in-hospital discussions whereby she agreed to reduce this amount. The 
change was never drafted into her Will even though, seemingly, her desires had changed. 
Had she not been hospitalized, the son explained, she would have changed her Will. 

There is no legal reason for not honouring a bequest to charity in a validly drafted and 
executed Will. If the mother changed her mind in hospital, her legal counsel could have 
been summoned there.  Many lawyers make trips to hospitals to take instructions from 
patients too ill to leave their beds. Articling students and law clerks are excellent mobile 
witnesses to all kinds of documentation executed outside the firm. A charity named as a 
beneficiary in an estate would not ordinarily accept a lesser amount. Being hospitalized is 
insufficient reason for failure to amend a Will. 

When faced with estate litigation a charity should: 

1. review all the facts; 

2. read all documentation chronologically to understand the background; 

3. budget for expenses; 

4. retain legal counsel for an opinion on the strength of the position; and, 

5. proceed on the basis of that advice. 

Bulletin Issue 5, 2009 (Last Reviewed:  February 25, 2013) 
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T.3 CBWC Estate & Planned Giving  
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Leaving a Ministry Legacy

Cultivating Leadership | Investing in Relationship | Engaging in Mission



Your Planned Gift can have a massive ripple 
effect on ministries that you know and love.

Whether by a simple gift in your will, a gift of securities, life 
insurance or other gifting vehicle, you can have a lasting impact 
for the Kingdom of God.

Legacy -- or planned giving -- are terms that mean the same thing; 
leaving a future gift to a charity through an end-of-life or estate 
plan.

Planned giving arrangements can:

• provide for you and your loved ones
• significantly reduce your taxes both now and when your

estate passes to your beneficiaries
• produce guaranteed, regular income payments for you for

the rest of your life that are largely tax-free
• provide peace of mind knowing a significant gift is in place

for future generations through life insurance
• enable you to give a substantial gift to ministries that are

meaningful to you

1



You Need a Will

Your money will be taxed and distributed after your death. With 
a will in place, you make those decisions yourself, and with a 
planned gift in your will, much of the money that would go to 
taxes can instead be effectively directed to the ministries that you 
care about.

How to Leave a Legacy

The Canadian Baptist Legacy team is here to help provide the best 
possible strategies for achieving your planned giving goals. This 
is the “how-to” part of planned giving. If you don’t have a will, we 
can help you get one. Financial assistance is available. 
With the assistance of one of our team members, all of whom have 
completed the Canadian Association of Gift Planners Training, we 
can provide a Charitable Gift Plan. We highly recommend that you 
have all gift plans checked over by your lawyer, accountant or tax 
professional.

Where to Leave a Legacy

Where you leave your Legacy gift is completely up to you. You 
might consider:

• Your local Canadian Baptist church
• A hometown ministry in your neighbourhood
• Your Canadian Baptist family of churches and ministry we do 

together:
 - Pastoral Care and Church Health
 - Youth work, Children and Families, Camps
 - Theological Education - Carey
 - Global mission, Relief and Development - CBM
• Any other ministries you have known and appreciated 
• Any Registered Charity in Canada

Our policy is that our planners are non-directive in the placement 
of gifts.  Those decisions rest completely with you, the donor. 
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Types of Gift Planning Vehicles

Charitable Estate Gifts (Bequests)

A charitable gift in your will is the simplest type of estate gift.  You 
have the flexibility to alter the gift during your lifetime, allowing 
your life’s values to endure after your death. Your estate receives a 
tax receipt for the full amount of the gift, which may offset capital 
gains or other taxes due.

Charitable Gift Annuities

If you require income for your senior years and have a substantial 
asset, you may want to ask a financial planner about a Charitable 
Gift Annuity. These offer guaranteed (fixed) income for as long 
as you need it, with the remainder gifted to the ministry of your 
choice. An immediate tax receipt is issued that lowers your 
taxable income while receiving the payments, often increasing 
the amount of income received annually by shelter from taxes.

3

Charitable Remainder Trust

This gift sets up a trust to give to your children and grandchildren 
from your estate for a set period of time, and then gifts the 
remainder to the ministry of your choice.  The benefits are that 
the aid for your beneficiaries is largely tax-exempt, and the gains 
in the trust are not taxed in the final inheritance.
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Charitable Lead Trust

This gift sets up the trust first to the charity while the donor is 
living, and then passes the remainder on to the beneficiaries 
when the donor passes away. One benefits immediately with a tax 
credit that can be used to reduce taxes in the current year. The gift 
also minimizes the estate taxes at the time of the donor’s passing, 
which can increase the amount received by the recipients.

Life Insurance Gifts

There are several types of gifts that can be made through life 
insurance.  The simplest is the case where there is enough capital 
in the estate to provide for all of your needs from now to your 
passing. If you deem that the capital in your estate is sufficient for 
your heirs, you can gift your life insurance policy to a charity and 
receive tax benefits now. In this case, insurance proceeds will not 
be probated or pass at all into the estate. 
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Securities
Securities that have gained a substantial amount of capital 
appreciation represent a gift-giving opportunity. If you gift the 
securities, the capital gains are not taxed, and the charitable receipt 
lowers your income tax. The CBWC Foundation facilitates non-
registered Gifts of Securities to the CBWC, associated ministries 
and registered Canadian charities. If you donate securities, the 
CBWC Foundation will issue a tax receipt for the fair market value 
of the securities on the date you make your gift and the capital 
gains tax rate is 0% when transferred through a Foundation. 

Donor Advised Funds
Some donors would like to spread their giving out over a longer 
time horizon instead of leaving the entire gift in a lump sum at 
the time of passing. The CBWC Foundation can invest the gift 
and fund the charities of your choice over a specified number of 
years. A CBWC Foundation representative will be happy to discuss 
details around term length, secondary beneficiaries and other 
details unique to your personal estate.

The Canadian Baptist Legacy team includes the CBWC Foundation 
as an important partner. The structure and competencies at the 
CBWC Foundation allow us to facilitate enhanced giving options 
for you, the donor, such as:



Frequently Asked Questions

Can I change my mind?
Yes. Charitable gifts and many other tools allow complete control 
over your capital until the time of your passing. The recipients and 
the amount of gift can be changed at any time. Some tools that 
lock in current tax savings are less flexible.

Does this mean less money left to my children?
No, not necessarily. Charitable gifts reduce the amount of taxes 
payable by your estate. While gifts are not 100 percent efficient in 
tax reduction, the amount you leave to your children will not be 
significantly affected. Some strategies, such as a charitable lead 
trust retain all of your capital for your heirs, reduce your taxes now 
and may reduce taxes in the estate as well.

Do I have to have a will to ensure my wishes are carried 
out?
A charitable gift will not take effect unless you state your intention 
in your will. Without a will you lose control over your property 
after death. Your property and finances will be settled according 
to provincial law, whether or not they coincide with your wishes.

What do I need to do?
Ask your lawyer to include a gift in your will. You may also leave 
money from a pension account or life insurance policy naming 
your chosen charity as a beneficiary. Your plan administrator or 
insurance broker can do that for you.

What if I need help deciding what type of gift is best for 
me?
The Canadian Baptist of Western Canada Legacy team can help. 
We can provide individualized Gift Plans that can then be used in 
collaboration with your lawyer or tax planner.  Look us up at cbwc.
ca/legacy or call us at 1.800.820.2479.
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Dear Church Treasurer: 

One of the many ministry opportunities that the CBWC provides to churches and pastors is 
our Sabbatical Leave Plan. It was originally approved by Assembly action in 1984 and funds 
were transferred from the CBWC’s budget to a Trust Account set up for this purpose.  

We need to consider that professional development is essential to the well being of the 
individual, and this rests on the local church for pastoral care. The Banff Pastors and 
Spouses Conference and the Regional Pastors Retreats are only two examples of how the 
CBWC assists in professional development.  

The Canadian Baptists of Western Canada has, as mentioned above, a Sabbatical Leave Plan 
and it is understood to be leave from employment responsibilities for the purpose of 
personal renewal and academic pursuit. The application process starts with the local church. 

The sabbatical leave is defined as any period of up to four months, exclusive of vacation 
time.  There are recognized benefits of pastors taking smaller sabbatical breaks more 
frequently (every second or third year) rather than waiting for a five to seven year 
accumulation.  Longer sabbaticals can increase the likelihood that a pastor will find it 
difficult to return to their former position, and churches may evaluate their ministry in a 
different light during the pastor’s absence.  Shorter sabbatical breaks offer opportunity for 
mental and spiritual renewal for the present calling. 

An employee may be eligible for such leave after seven (7) years of full-time service in 
the CBWC or its associated churches and following five (5) years in the particular 
situation where the sabbatical is approved. 

A separate trust fund in support of sabbatical leave is administered by the CBWC from the 
contribution that would be received as follows:  

a) One half of one percent of the pastor’s salary deducted at source

b) One half of one percent of the pastor’s salary to be contributed by the employer

c) One half of one percent to be contributed by the CBWC

d) Amounts in a, b, and c are placed in a separate trust account and are administered
by the CBWC.

e) Amounts granted to each person in any particular year will be based on the
contributions of that person.

f) The employer is encouraged to pay the full salary of the pastor but a minimum 2/3
salary would be expected.

g) The amount made available for such leave shall be used at the discretion of the
applicant, provided the expenses contribute to the approved purpose of the leave.

Section U: The CBWC Sabbatical Leave Plans



A written application made at least six months prior to the proposed effective date shall be 
filed by the employee with the employer for approval, provided it is in agreement with the 
mutually agreed terms of employment.  

If the pastor has not yet served seven years in the ministries and/or churches of the CBWC 
but still wishes to go on sabbatical, he/she would only receive his/her own sabbatical leave 
contributions and applicable interest. In the event of the pastor’s death within this time 
frame, the pastor’s portion of the sabbatical account (plus interest) is payable to the spouse 
or estate of the deceased.  

If the Pastor has served more than seven years in the ministries and/or churches of the 
CBWC, he/she would be able to receive all of the funds in his/her account. This would also 
apply in the event of a pastor’s death. 

The pastor must be made aware that any sabbatical funds paid to him/her by the church or 
the CBWC, other than what has been deducted from his/her salary, is a taxable benefit. If 
the sabbatical is used for academic pursuits, the pastor may deduct these costs from his/her 
taxable income when completing or filing income tax forms after year-end.  

Blessings,  
Victor Ku 
Director of Administration and Finance 
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