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NOTE:  In  th is  publ icat ion,  the text  inser ted between square brackets 
represents the regular  pr int  in format ion.  

Is this guide for you? 
Use th is  guide i f  you are an employer  ( res ident  or  non-resident)  and 
you have paid your employees any of  the fo l lowing types of  income: 

• employment income; 

• commissions;  

• taxable a l lowances and benef i ts ;  

• ret i r ing a l lowances;  

• f ish ing income; or  

• any other  remunerat ion (see "Box 14 – Employment income,"  on 
page 38 [9] ,  for  a deta i led l is t ) .  
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Do not use this guide if:  
• you paid pensions,  lump-sum payments,  annui t ies,  or  other  income 

( inc luding amounts paid to a propr ietor  or  par tner  of  an 
unincorporated business) .  Instead,  see Guide RC4157,  DEDUCTING 
INCOME TAX ON PENSION AND OTHER INCOME, AND FIL ING THE T4A SLIP  
AND SUMMARY.  

• you paid fees (except  for  d i rector  fees) ,  commissions,  or  other  
amounts to a non-resident  for  serv ices rendered in Canada,  other  
than employment s i tuat ions.  Instead,  see Guide RC4445,  T4A-NR –
PAYMENTS TO NON-RESIDENTS FOR SERVICES PROVIDED IN  CANADA.  

• you are an employer wi th construct ion as your pr imary source of  
business income, and you paid amounts to subcontractors for  goods 
and serv ices rendered in connect ion wi th construct ion act iv i t ies.  
Complete a T5018 s l ip ,  STATEMENT OF CONTRACT PAYMENTS.  

• you paid amounts f rom a ret i rement compensat ion arrangement.  
Instead,  see Guide T4041,  RETIREMENT COMPENSATION 
ARRANGEMENTS GUIDE,  for  in format ion about  complet ing a 
T4A-RCA return.  
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Throughout  th is  guide,  we refer  to other  guides,  forms,  in terpretat ion 
bul le t ins,  and informat ion c i rculars.  I f  you need any of  these,  go to 
www.cra.gc.ca/forms.  You may want  to bookmark th is  address for  
easier  access to our  Web s i te in  the future.  

I f  you have a v isual  impairment ,  you can get  our  publ icat ions in 
bra i l le ,  large pr int ,  e text  (CD),  or  MP3. For  more informat ion,  go to 
www.cra.gc.ca/alternate  or  ca l l  1-800-959-2221.  

La vers ion f rançaise de cet te publ icat ion est  in t i tu lée GUIDE DE 
L 'EMPLOYEUR – COMMENT ÉTABLIR  LE  FEUILLET T4 ET LE  SOMMAIRE.   

What's new? 

CPP reform 
The CPP changes for  work ing benef ic iar ies announced May 25,  
2009 wi l l  be implemented January 1,  2012.   

Employees who are under 65 years o ld and receiv ing a Canada 
Pension Plan (CPP) or  Quebec Pension Plan (QPP) ret i rement 
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pension wi l l  have to make CPP contr ibut ions that  wi l l  increase thei r  
CPP ret i rement benef i t .  

Employees who are at  least  65 years of  age but  under 70 and 
receiv ing a CPP or  QPP ret i rement  pension wi l l  be able to e lect  to 
s top contr ibut ing to the CPP. For  more informat ion,  see 
Form CPT30,  ELECTION TO STOP CONTRIBUTING TO THE CANADA 
PENSION PLAN,  OR REVOCATION OF A  PRIOR ELECTION,  and 
Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND 
REMITTANCES.  

Reporting change for pensionable earnings 
Star t ing on January 1,  2012 ( for  the 2011 taxat ion year) ,  box 26,  
"CPP/QPP pensionable earnings" must  now be completed on the 
T4 s l ip  at  a l l  t imes.  For  more informat ion,  see page 50 [11] .  

Reporting change for insurable earnings 
Star t ing on January 1,  2012 ( for  the 2011 taxat ion year) ,  box 24,  
"EI  insurable earnings" must  now be completed on the T4 s l ip  at  a l l  
t imes.  For  more informat ion,  see page 48 [11] .  
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Volunteer f irefighters  
Exempt payments to volunteer  f i re f ighters (up to $1,000) wi l l  now 
have to be reported using code 87 in the "Other in format ion" area 
of  the T4 s l ip .  For  more informat ion,  see pages 41 [9]  and 77 [16] .  

Web Forms 
Beginning in January 2012,  you can e lectronical ly  f i le  an or ig inal  or  
amended informat ion return of  up to 50 T4 s l ips in  a s ingle 
submission using the Canada Revenue Agency Web Forms 
appl icat ion.  This serv ice wi l l  a l low you to:  

• create an e lectronic T4 informat ion return;  

• val idate data in real  t ime,  wi th prompts to correct  errors before 
f i l ing;  

• calculate the tota ls  for  the Summary;  

• pr int  and save T4 s l ips;  and 

• securely submit  encrypted T4 informat ion returns over the 
Internet .  



–  6  –  

For  more informat ion about  Web Forms,  go to 
www.cra.gc.ca/webforms .  
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Chapter 1 – General information 
What are your responsibil it ies? 
As an employer,  you must  do the fo l lowing:  

• Deduct  Canada Pension Plan/Quebec Pension Plan (CPP/QPP) 
contr ibut ions,  Employment Insurance (EI)  premiums, provinc ia l  
parenta l  insurance p lan (PPIP) premiums, and income tax f rom 
remunerat ion or  other  amounts you pay.  See Guide T4001,  
EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES for  
more informat ion.  

• Hold these amounts in  t rust  for  the Receiver  General ,  except  the 
QPP contr ibut ions and PPIP premiums, which are remit ted d i rect ly  
to Revenu Québec.  You have to keep these amounts separate f rom 
the operat ing funds of  your business.  Make sure these amounts are 
not  par t  of  an estate in  l iqu idat ion,  assignment,  receivership,  or  
bankruptcy.  

• Remit  these deduct ions to the Canada Revenue Agency (CRA).  

• Report  the income and deduct ions on the T4 informat ion return to 
the CRA. To do th is ,  complete T4 s l ips,  STATEMENT OF 
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REMUNERATION PAID,  and the re lated T4 Summary,  SUMMARY OF 
REMUNERATION PAID.  Detai led instruct ions on how to complete a 
T4 s l ip  begin on page 34 [8] ,  and on page 79 [16]  for  a 
T4 Summary.  

• Fi le the T4 Summary,  together  wi th the re lated T4 s l ips,  on or  
before the last  day of  February fo l lowing the calendar year to which 
the s l ips apply.  See page 87 [17]  for  in format ion about  the f i l ing 
methods you can use.  

• Give employees thei r  T4 s l ips on or  before the last  day of  February 
fo l lowing the calendar year to which the s l ips apply.  

• Keep your paper and e lectronic records for  at  least  s ix  years af ter  
the year to which they re late.  I f  you want  to destroy them before the 
s ix-year per iod is  over ,  complete Form T137,  REQUEST FOR 
DESTRUCTION OF RECORDS.  Go to www.cra.gc.ca/records or see 
Guide RC4409,  KEEPING RECORDS. 

For  more informat ion about  employer responsib i l i t ies,  go to 
www.cra.gc.ca/payrol l .  
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Penalties and interest 
Fai lure to deduct  

We can assess a penal ty  of  10%  o f  the amount  you fa i l  to  deduct .  
General ly ,  we only apply the 10% penal ty  to the par t  of  the amount  
you fa i led to deduct  that  is  more than $500.  However,  in  cer ta in 
c i rcumstances,  we may apply the penal ty  to the tota l  amount .  

I f  you fa i l  to  deduct  the required amount  of  income tax more than once 
in a calendar year,  we  may  apply a 20%  penal ty  to the second or  la ter  
fa i lures i f  they were made knowingly or  under c i rcumstances of  gross 
negl igence.   

Late f i l ing and fai lure to f i le the T4 information return 

You have to f i le  the T4 informat ion return and g ive the T4 s l ips to the 
employees each year,  on or  before the  last  day of  February 
fol lowing the calendar year  to which the information return 
appl ies.  I f  the last  day of  February is  a Saturday or  Sunday,  your 
in format ion return is  due the next  business day.  
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We consider  your return to  be f i led on t ime i f  we receive i t  or  i f  i t  is  
postmarked on or  before the due date.  

The minimum penal ty  for  la te f i l ing the T4 informat ion return is  $100 
and the maximum penal ty  is  $7,500.  For  the complete penal ty  
s t ructure,  go to www.cra.gc.ca/penaltyinformationreturns.  

Failure to remit  and late remittances 

We can assess a penal ty  on the amount  you fa i led to remit  when:  

• you deduct  the amounts,  but  do not  remit  them; or  

• we receive the amounts you deducted af ter  the due date.  

I f  the remit tance due date is  a Saturday,  Sunday,  or  publ ic  hol iday,  
your  remit tance is  due on the next  business day.  

The penal ty  for  remitt ing late  is :  

• 3% i f  the amount  is  one to three days late;  

• 5% i f  i t  is  four  or  f ive days late;  

• 7% i f  i t  is  s ix  or  seven days late;  and 
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• 10% i f  i t  is  more than seven days la te or  i f  no amount  is  remit ted.  

General ly ,  we only apply th is  penal ty  to the par t  of  the amount  you 
fa i led to remit  that  is  more than $500.  However,  in  cer ta in 
c i rcumstances,  we may apply the penal ty  to the tota l  amount .  

I f  you are subject  to th is  penal ty  more than once in a calendar year,  
we may assess a 20% penal ty  on the second or  la ter  fa i lures i f  they 
were made knowingly or  under c i rcumstances of  gross negl igence.  

Note 
We consider  a non-suf f ic ient  funds (NSF) cheque to be a fa i lure to 
remit  and wi l l  automat ical ly  apply  a penal ty ,  as wel l  as an 
administ rat ive charge.  

Interest 

I f  you fa i l  to  pay an amount ,  we may apply in terest  f rom the day your 
payment was due.  The interest  ra te we use is  determined every 
three months,  based on prescr ibed interest  rates.  Interest  is  
compounded dai ly .  We also apply in terest  to unpaid penal t ies.  For  the 
prescr ibed interest  rates,  go to www.cra.gc.ca/ interestrates.  
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Cancell ing or waiving penalt ies and interest 

The taxpayer re l ie f  provis ions of  the INCOME TAX ACT g ive us some 
discret ion to cancel  or  waive a l l  or  par t  of  any penal t ies and interest  
charges.  This a l lows us to consider  extraordinary c i rcumstances that  
may have prevented you f rom fu l f i l l ing your obl igat ions under the Act .  
For  deta i ls ,  go to www.cra.gc.ca/fairness  or  see Informat ion 
Circular  IC07-1,  TAXPAYER RELIEF  PROVIS IONS.  

I f  an employee leaves 
I f  an employee leaves,  we suggest  you calculate the employee's 
earnings for  the year to date and g ive the employee a T4 s l ip .  Keep 
our copy of  the s l ip  and inc lude i t  wi th your T4 Summary when you f i le  
i t  on or  before the last  day of  February of  the fo l lowing year.   

A lso,  you have to prepare a RECORD OF EMPLOYMENT (ROE) for  each 
former employee.  General ly ,  you have to send i t  to  them wi th in 
f ive calendar days of  e i ther  the employee's in terrupt ion of  earnings,  or  
the date you become aware of  the in terrupt ion of  earnings,  but  specia l  
ru les may apply.  For  more informat ion,  v is i t  the Serv ice Canada Web 
s i te at  www.servicecanada.gc.ca/roeweb,  or  see the publ icat ion 
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ca l led HOW TO COMPLETE THE RECORD OF EMPLOYMENT FORM. This form 
is  avai lable by cal l ing Serv ice Canada at  1-800-622-6232.  

Changes to your business entity 
I f  your business stops operat ing, or a partner or the sole 
proprietor dies 

I f  your  business stops operat ing,  or  a par tner  or  the sole propr ietor  
d ies,  you should do the fo l lowing:  

• Remit  a l l  CPP contr ibut ions,  EI  premiums, and income tax 
deduct ions you deducted for  the former employees to your tax 
centre wi th in seven days of  the day your business ends.  For  
deta i ls ,  see Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL 
DEDUCTIONS AND REMITTANCES.  For  in format ion on the f i l ing of  
in format ion s l ips and the remit t ing requirements for  QPP 
contr ibut ions and PPIP premiums to Revenu Québec,  v is i t  thei r  Web 
s i te at  www.revenuquebec.ca/en/entreprise.  

• Calculate the pension adjustment  (PA) that  appl ies to your former 
employees who accrued benef i ts  for  the year under your registered 
pension p lan (RPP) or  deferred prof i t  shar ing p lan (DPSP).  For  
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in format ion on how to calculate pension adjustments,  see 
Guide T4084,  PENSION ADJUSTMENT GUIDE.  

• Complete and f i le  a l l  T4 s l ips and the T4 Summary using e lectronic 
f i l ing methods or  on paper,  and send them to the Ottawa 
Technology Centre wi th in 30 days of  the date your business ends 
(or  90 days f rom the date a par tner  or  the sole propr ietor  d ies) .  
Give copies of  the T4 s l ips to your former employees.  I f  you have to 
prepare more than 50 s l ips,  you must  f i le  your return over  the 
Internet ,  as expla ined on page 87 [17] .  

• Prepare and g ive a RECORD OF EMPLOYMENT (ROE) to each former 
employee,  general ly ,  wi th in f ive calendar days.  For  more 
informat ion,  v is i t  the Serv ice Canada Web s i te at  
www.servicecanada.gc.ca/roeweb,  or  see the publ icat ion cal led 
HOW TO COMPLETE THE RECORD OF EMPLOYMENT FORM, which is  
avai lable by cal l ing Serv ice Canada at  1-800-622-6232.  

• When the owner of  a sole propr ie torship d ies,  a f inal  personal  
income tax and benef i t  return has to be f i led.  Th is return is  due by 
June 15 of  the year fo l lowing death,  unless the date of  death is  
between December 16 and December 31,  in  which case the f inal  
return is  due s ix  months af ter  the date of  death.  For  more 
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in format ion,  see Guide T4011,  PREPARING RETURNS FOR DECEASED 
PERSONS.   

• Close the business number (BN) and a l l  CRA business accounts 
af ter  a l l  the f inal  returns and a l l  the amounts owing have been 
processed.   

To c lose your payrol l  account ,  you can use the "Request  to c lose 
payrol l  account"  serv ice in  My Business Account  at  
www.cra.gc.ca/mybusinessaccount.  An author ized representat ive 
can use th is  serv ice through "Represent  a Cl ient"  at  
www.cra.gc.ca/representat ives.  

I f  you change your business status 

I f  you change your business status,  we consider  you to be a new 
employer.  You may need a new business number (BN) and a new 
payrol l  account .  Cal l  1-800-959-5525  to  le t  us know i f  your  business 
status has changed,  or  i f  i t  wi l l  change in the near future.  
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The fo l lowing are examples of  changes to a business status:  

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

• You and a par tner  own a business.  Your par tner  leaves the 
business and sel ls  h is  hal f  in terest  to you,  making you a sole 
propr ietor .  

• You and your par tners own a business.  The group decides to 
incorporate.  

I f  your business changes i ts structure or organizat ion 

A successor employer is  one who has acquired a l l  or  par t  of  a 
business,  and who has immediate ly  succeeded the former employer as 
the new employer of  an employee.  The successor employer may,  
under cer ta in c i rcumstances,  take into considerat ion the CPP/QPP, 
EI ,  and PPIP deduct ions a l ready wi thheld by the previous employer 
and cont inue wi thhold ing and remit t ing such deduct ions as i f  there 
was no change in employer.  I f  employees have a l ready paid the 
maximum deduct ions,  no fur ther  deduct ions would be taken for  the 
year.  
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Go to "Employer restructur ing/Succession of  employers"  at  
www.cra.gc.ca/cppeiexplained  for  more informat ion.  

The [above]  s i tuat ion on page 23 may not  apply to your business and,  
therefore,  you are st i l l  requi red to deduct  CPP/QPP, EI ,  and PPIP.  
I f  th is  is  the case,  you may want  to  ask for  administ rat ive re l ie f  for  
your employees who have a l ready paid the maximum deduct ions for  
the year before the change.  For  more informat ion,  cal l  
1-800-959-5525.  

I f  your business amalgamates 

I f  your  business amalgamates wi th another,  specia l  ru les apply.  
In  th is  case,  you as the successor employer can keep the business 
number (BN) of  one of  the companies,  or  you can apply for  a new one.  
I f  one of  the companies is  non-resident ,  however,  you have to  apply 
for  a new BN.  

Since no new employer ex is ts  for  CPP and EI  purposes,  cont inue 
deduct ing in the normal  manner,  tak ing into account  the deduct ions 
and remit tances that  occurred before the amalgamat ion.  These 
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remit tances wi l l  be reported under the payrol l  account  number of  the 
successor BN. 

With an amalgamat ion,  the predecessor companies do not  have to f i le  
T4 returns for  the per iod leading up to the amalgamat ion.  The 
successor company f i les the T4 returns for  the ent i re year.  

How to appeal a payroll  assessment or a CPP/EI ruling 
I f  you receive a payrol l  assessment for  CPP contr ibut ions,  
EI  premiums, and/or  income tax wi th which you do not  agree,  or  you 
have received a CPP/EI  ru l ing let ter  and you d isagree wi th the 
decis ion,  you can appeal  wi th in 90 days af ter  the date you were 
not i f ied of  the payrol l  assessment or  the CPP/EI  ru l ing.   

However,  before you f i le  an appeal ,  you may want  to cal l  
1-800-959-5525  to  c lar i fy  the matter .  Many d isputes are solved th is  
way and can save you the t ime and t rouble of  appeal ing.  

To appeal  a payrol l  assessment for  CPP contr ibutions,  EI premiums  
and/or  income tax,  you can:  
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• access My Business Account  at  
www.cra.gc.ca/mybusinessaccount  and select  "Register  a formal  
d ispute (Appeal)"  for  your  Payrol l  account ;  

• f i le  Form T400A, OBJECTION – INCOME TAX ACT ( income tax only) ;   

• f i le  Form CPT101,  APPEAL OF AN ASSESSMENT UNDER THE CANADA 
PENSION PLAN AND/OR EMPLOYMENT INSURANCE ACT (CPP and/or  
EI  only) ;  or  

• wri te to the Chief  of  Appeals at  your  local  tax serv ices of f ice or  tax 
centre expla in ing why you do not  agree wi th the assessment and 
provide a l l  re lated facts.  Inc lude a copy of  the payrol l  assessment 
not ice.  The addresses of  our  tax centres are l is ted at  the end of  
th is  guide.  They,  a long wi th the addresses of  our  tax serv ices 
of f ices,  are a lso avai lable at  www.cra.gc.ca/tso.  

For  more informat ion on how to  appeal  a payrol l  assessment of  
income tax,  see Booklet  P148,  RESOLVING YOUR DISPUTE:  OBJECTION 
AND APPEAL RIGHTS UNDER THE INCOME TAX ACT.  
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To appeal  a CPP/EI  rul ing decision,  you can:  

• access My Business Account  at  
www.cra.gc.ca/mybusinessaccount,  and select  "Register  a formal  
d ispute (Appeal)"  for  your  Payrol l  account ;  

• access My Account  at  www.cra.gc.ca/myaccount,  se lect  the opt ion 
"Register  my formal  d ispute,"  and choose "CPP/EI  ru l ing"  in  the 
subject  area;  

• f i le  Form CPT100,  APPEAL OF A  RULING UNDER THE CANADA PENSION 
PLAN AND/OR EMPLOYMENT INSURANCE ACT;  or  

• wri te to the Chief  of  Appeals at  your  local  tax serv ices of f ice or  tax 
centre expla in ing why you do not  agree wi th the ru l ing and provide 
a l l  re lated facts.  Inc lude a copy of  the CPP/EI  ru l ing let ter .  The 
addresses of  our  tax centres are l is ted at  the end of  th is  guide.  
They,  a long wi th the addresses of  our  tax serv ices of f ices,  are 
avai lable at  www.cra.gc.ca/tso.  

For  more informat ion on how to appeal  a payrol l  assessment or  a 
CPP/EI  ru l ing,  see Booklet  P133,  YOUR APPEAL RIGHTS – CANADA 
PENSION PLAN AND EMPLOYMENT INSURANCE COVERAGE.  
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Chapter 2 – T4 slips 
When to complete a T4 slip 
Most amounts paid to an indiv idual  by an employer  are referred to as 
remunerat ion.  You have to complete a T4 s l ip  to report  the fo l lowing:   

• salary,  wages ( inc luding pay in l ieu of  terminat ion not ice) ,  t ips or  
gratu i t ies,  bonuses,  vacat ion pay,  employment commissions,  gross 
and insurable earnings of  sel f -employed f ishers,  and a l l  o ther  
remunerat ion (see "Box 14 – Employment income," on page 38 [9] ,  
for  a deta i led l is t )  you paid to employees dur ing the year (see Note 
on page 29 [below] ) ;  

• taxable benef i ts  or  a l lowances;  

• ret i r ing a l lowances;  

• deduct ions you wi thheld dur ing the year;  and 

• pension adjustment  (PA) amounts for  employees who accrued a 
benef i t  for  the year under your registered pension p lan (RPP) or  
deferred prof i t  shar ing p lan (DPSP).  



–  29  –  

Note 
You have to report  income on a T4 s l ip  for  the year dur ing which i t  
was paid,  regardless of  when the serv ices are per formed or  
rendered.  For  example,  i f  a  pay cheque dated in January covers 
income earned in the last  days of  December,  that  income must  be 
reported on the T4 s l ip  for  the year that  s tar ts  in  January,  s ince that  
is  the year i t  was paid.  

You have to complete T4 s l ips for  a l l  ind iv iduals who received 
remunerat ion f rom you dur ing the year i f :  

• you had to deduct  CPP/QPP contr ibut ions,  EI  premiums, 
PPIP premiums, or  income tax f rom the remunerat ion;  or  

• the remunerat ion was more than $500.  

Notes 
I f  you provide employees wi th taxable  group term l i fe insurance  
benef i ts ,  you always  have to prepare T4 s l ips,  even i f  the tota l  of  a l l  
remunerat ion paid in the calendar year is  $500 or  less.  

I f  you provide former employees or  ret i rees wi th such benef i ts ,  you 
have to prepare a T4A  s l ip .  For  more informat ion,  see 
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Guide RC4157,  DEDUCTING INCOME TAX ON PENSION AND OTHER 
INCOME, AND FIL ING THE T4A SLIP  AND SUMMARY.  

I f  you provide e i ther  an employee,  a former employee,  or  a non- 
res ident  employee wi th security options benefi ts,  you have to 
prepare a T4 s l ip .  For  more informat ion,  go to 
www.cra.gc.ca/stockoptions.  

Types of T4 slips  
Customized T4 sl ips 

For those who complete a large numbers of  s l ips,  we accept  cer ta in 
s l ips other  than our  own.  In order  to ensure accuracy,  fo l low the 
guidel ines for  the product ion of  customized forms at  
www.cra.gc.ca/customized  or  see Informat ion Circular  IC97-2R, 
CUSTOMIZED FORMS. 
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Slips for f i l ing over the Internet 

For in format ion about  complet ing and f i l ing T4 s l ips over the Internet ,  
go to www.cra.gc.ca/ iref .  You can a lso read the informat ion on 
page 88 [17] .  

Slips for f i l ing on paper 

You can order  single-page sl ips that  have two s l ips per  page 
intended for  laser  or  ink jet  pr inters,  for  typ ing,  or  to be f i l led out  by 
hand,  at  www.cra.gc.ca/forms  or  by cal l ing 1-800-959-2221.  

You can pr int ,  f rom our Web s i te,  .pdf  copies of  T4 s l ips that  you 
complete by hand.  

You can use f i l lab le T4 s l ips on our  Web s i te.  After  complet ing them, 
you can pr int  them on p la in whi te paper.  For  in format ion,  go to 
www.cra.gc.ca/f i l lable.  
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Completing T4 slips 
Make sure the social  insurance number (SIN)  and name you enter  on 
the T4 s l ip  for  each employee are the same as on the employee's SIN 
card.   

An incorrect  SIN can af fect  an employee's CPP/QPP benef i ts  i f  the 
record of  earnings f i le  is  not  accurate.  Also,  i f  the T4 s l ip  has a 
pension adjustment  (PA) amount ,  the employee may receive an 
inaccurate annual  RRSP deduct ion l imi t  s tatement.  In  addi t ion,  the 
re lated informat ion on the employee's not ice of  assessment wi l l  be 
inaccurate.  

I f  the indiv idual  does not  show you h is  or  her  SIN card wi th in three 
days of  them star t ing to work,  you should be able to show that  you 
made a reasonable ef for t  to  get  i t .  I f  you do not ,  you may be subject  
to  a penalty  o f  $100 for  each fa i lure.  I f  you cannot  obta in a SIN f rom 
the rec ip ient ,  f i le  your in format ion return,  wi thout  the SIN,  on or  
before the last  day of  February.   

For  more informat ion,  see Informat ion Circular  IC82-2,  SOCIAL  
INSURANCE NUMBER LEGISLATION THAT RELATES TO THE PREPARATION OF 
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INFORMATION SL IPS,  or  v is i t  the Serv ice Canada Web s i te at  
www.servicecanada.gc.ca.  

I f  you had an employee who had more than one province or terr i tory 
of  employment  dur ing the year,  prepare a separate T4 s l ip  for  the 
earnings and deduct ions that  apply to  each province or  terr i tory.  

I f  you g ive employees mul t ip le s l ips,  e i ther  because they were 
employed in more than one province or  terr i tory,  or  were on d i f ferent  
payrol ls ,  report  the PA proport ionate ly  on each T4 s l ip .  I f  you are not  
able to apport ion the PA th is  way,  you can report  i t  on one s l ip .  

Follow these guidel ines to complete your T4 sl ips:  

• Complete the s l ips c lear ly  and in a lphabet ical  order .  

• Report ,  in  dol lars and cents,  a l l  amounts you paid dur ing the year,  
except  pension adjustment  amounts,  which are reported in dol lars 
only.  

• Report  a l l  amounts in  Canadian dol lars,  even i f  they were paid in  
another  currency.  To get  the average exchange rates,  go to 
www.cra.gc.ca/exchangerates.  
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• Do not  enter  hyphens or  dashes between numbers or  names.  

• Do not  enter  the dol lar  s ign ($) .  

• Do not  show negat ive dol lar  amounts on s l ips;  to make changes to 
previous years,  send us amended s l ips for  the years in quest ion.  
See page 96 [19] .  

• I f  you do not  have to enter  an amount  in  a box,  do not  enter  "n i l "  –  
leave the box b lank.   

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

Detai led instructions 

These instruct ions are for  a l l  employers who complete T4 s l ips.  Refer  
to addi t ional  guidel ines in "Chapter  6 – Specia l  s i tuat ions"  beginning 
on page 104 [20]  for :  

• amounts paid to barbers and hairdressers  (page 104 [20]  ) ;  

• amounts paid to taxi  drivers and other passenger-carrying 
vehicles  (page 104 [20]  ) ;  
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• amounts paid to employees with power saws or tree tr immers  
(page 107 [21]  ) ;  

• amounts paid to employees outside Canada  (page 108 [21]  ) ;   

• amounts paid to f ishers  (page 110 [21]  ) ;  

• amounts paid to Indians  (page 115 [22]  ) ;  

• amounts paid to placement or employment agency workers  
(page 124 [23]  ) ;   

• ret ir ing al lowances (page 130 [25]  ) ;  

• salary deferral  arrangements  (page 137 [26]  ) ;   

• salary overpayment  (page 143 [27]  ) ;  or  

• Seasonal Agricultural  Workers Program  (page 148 [28]  ) .  

Employer's name 

Enter  your operat ing or  t rade name in the space provided on each 
s l ip .  This should be the same informat ion that  appears on your 
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PD7A statement of  account .  I f  you would l ike to,  you may a lso add 
your business address in th is  space.  

Employee's name and address 

Enter  the employee's last  name, fo l lowed by the f i rs t  name and in i t ia l .  
I f  the employee has more than one in i t ia l ,  enter  the employee's f i rs t  
name fo l lowed by the in i t ia ls  in  the "Fi rs t  name" space.  I f  you enter  
only the employee's in i t ia ls ,  enter  them at  the beginning of  the 
"Fi rs t  name" space.  Do not  enter  the t i t le  of  of f ice or  cour tesy t i t le  of  
the employee (such as Director ,  Mr. ,  or  Mrs.) .  Enter  the employee's 
address,  inc luding the province,  terr i tory,  or  U.S.  s tate,  Canadian 
posta l  code or  U.S.  z ip code,  and country.  

Year 

Enter  the four  d ig i ts  of  the calendar year in  which you paid the 
remunerat ion to the employee.   

Box 10 – Province of  employment 

Enter  one of  the fo l lowing abbreviat ions to indicate where the 
employee reported to work:  
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AB Alber ta 
BC Br i t ish Columbia 
MB Mani toba  
NB New Brunswick 
NL Newfoundland and Labrador 
NS Nova Scot ia  
NT Northwest  Terr i tor ies 
NU Nunavut  
ON Ontar io 
PE Pr ince Edward Is land 
QC Quebec 
SK Saskatchewan 
YT Yukon 
US Uni ted States 

ZZ Other 
Enter  ZZ i f  an employee worked in a country other than 
Canada or the United States,  or  i f  the employee worked in 
Canada beyond the l imi ts  of  a province or  terr i tory ( for  
example,  on an of fshore o i l  r ig) .  
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The province or  terr i tory of  employment you enter  depends on where 
your employee has to report  for  work.  For  more deta i ls ,  see "Which 
tax tables should you use?" in  Chapter  1 of  Guide T4001,  EMPLOYERS'  
GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES.   

For  any employee who had more than one province or terr i tory of  
employment  in  the year,  complete separate T4 s l ips.  For  each 
locat ion,  indicate the tota l  remunerat ion paid to the employee and the 
re lated deduct ions,  such as CPP/QPP contr ibut ions,  EI  premiums, 
PPIP premiums, and income tax.  

Box 12 – Social  insurance number 

Enter  the employee's socia l  insurance number (SIN) as i t  appears on 
the employee's SIN card.  I f  you do not  have the SIN,  enter  n ine zeros.  
See "Complet ing T4 s l ips"  on page 32 [8]  for  in format ion on your 
obl igat ion to provide a val id  SIN.  

Box 14 – Employment income 

Report  the tota l  income before deduct ions.  Inc lude a l l  sa lary,  wages 
( inc luding pay in l ieu of  terminat ion not ice) ,  bonuses,  vacat ion pay,  



–  39  –  

t ips and gratu i t ies,  honorar iums,  d i rector 's  fees,  management fees,  
and executor 's  and administ rator 's  fees received to administer  an 
estate (as long as the administ rator  or  executor  does not  act  in  th is  
capaci ty  in  the regular  course of  business) .  

Notes 
Do not  inc lude ret i r ing a l lowances in box 14.  For  more informat ion 
about  the d i f ference between ret i r ing a l lowances and employment 
income received as a resul t  of  a loss of  employment,  see 
Interpretat ion Bul let in  IT-337,  RETIR ING ALLOWANCES.  

I f  you are paying amounts to p lacement or  employment agency 
workers,  tax i  dr ivers or  dr ivers of  other  passenger-carry ing vehic les,  
barbers or  hai rdressers,  or  f i shers (sel f -employed),  see the 
informat ion on "Specia l  s i tuat ions"  on page 104 [20]  and under 
Box 29 on page 54 [12] .  

Inc lude amounts you pay as par t  of  a deceased employee's 
employment income for  the year of  death,  even i f  they are received 
in a year af ter  the year of  death.  For  more informat ion,  see 
Guide T4011,  PREPARING RETURNS FOR DECEASED PERSONS.  
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A deduct ion f rom taxable income can be c la imed for  the amount  of  
employment income earnings ( inc luding taxable a l lowance) by cer ta in 
Canadian Forces personnel  and pol ice.  See the explanat ion under 
Code 43 on page 70 [14] .  

Di rector 's  fees paid to a non-resident director  for  serv ices rendered 
in Canada must  a lso be reported in box 14.  However,  a non-resident 
director  is  not  considered to be employed in Canada when he or  she 
does not  at tend any meet ings or  per form any other  funct ions in  
Canada.  For  more informat ion,  see Guide T4001,  EMPLOYERS'  GUIDE – 
PAYROLL DEDUCTIONS AND REMITTANCES. 

Inc lude commissions,  taxable a l lowances,  the value of  taxable 
benef i ts  ( inc luding any GST/HST or  other  appl icable taxes) ,  and any 
other  payments you paid to employees dur ing the year.   

Inc lude amounts paid under a supplementary unemployment benefi t  
plan  (SUBP) (such as employer-paid materni ty ,  parenta l ,  and 
compassionate care top-up amounts)  that  does not  qual i fy  as a SUBP 
under the INCOME TAX ACT.  Also inc lude amounts paid under a SUBP 
that  does not  qual i fy  as a SUBP under the INCOME TAX ACT,  but  where 
the p lan is  registered wi th Serv ice Canada,  such as EI  benef i t  
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payments supplemented by the employer because of  a temporary 
stoppage of  work,  t ra in ing,  i l lness,  in jury or  quarant ine.  

Inc lude payments out  of  an employee benef i t  p lan (EBP) and amounts 
that  a t rustee a l located under an employee trust.  I f  the t rustee 
a l locates the income, but  you do not  pay i t  immediate ly ,  inc lude i t  in  
the income of  the employee.  Do not  report  i t  when you make the 
payment.  For  more informat ion,  see Interpretat ion Bul let in  IT-502,  
EMPLOYEE BENEFIT  PLANS AND EMPLOYEE TRUSTS,  and i ts  Specia l  
Release.  

For  emergency volunteers (such as f i ref ighters or ambulance 
technicians ) ,  do not  inc lude in box 14 the f i rs t  $1,000.  However,  i f  
you employed the indiv idual  (other  than as a volunteer)  for  the same 
or  s imi lar  dut ies,  the whole payment is  taxable and should be 
inc luded in box 14.  For  volunteer f i ref ighters,  report  the exempt 
amount  (up to $1,000) in  the "Other in format ion" area of  the T4 s l ip ,  
us ing code 87.  
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Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

Enter  the amount  you deducted f rom the employee for  contr ibut ions to 
the Canada Pension Plan (CPP) or  Quebec Pension Plan (QPP).  Enter  
the amount  under box 16 or  box 17,  depending on the province or  
terr i tory of  employment.  Leave both boxes b lank i f  the employee d id 
not  contr ibute to e i ther  p lan.  

Do not report  the employer 's  share of  CPP or  QPP contr ibut ions on 
the T4 s l ip .  

I f  an employee turned 18 or  70 years o ld dur ing the report ing per iod,  
make sure that  you:  

• star ted to calculate the CPP contr ibut ions and pensionable earnings 
ef fect ive the f i rs t  pay dated on or  af ter  the f i rs t  of  the month 
fo l lowing the employee's 18th b i r thday;  or  

• stopped calculat ing the CPP contr ibut ions and pensionable 
earnings af ter  the last  pay date in the month of  the employee's 
70th b i r thday.  
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Start ing January 1,  2012,  i f  an employee provides you wi th a 
completed Form CPT30,  ELECTION TO STOP CONTRIBUTING TO THE 
CANADA PENSION PLAN, OR REVOCATION OF A  PRIOR ELECTION,  make 
sure you stop calculat ing the CPP contr ibut ions and pensionable 
earnings as of  the employee's f i rs t  pay in the month af ter  you 
receive the form. For  more in format ion,  see Guide T4001,  
EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES.  

Note 
The requirements are d i f ferent  for  QPP. For more informat ion,  see 
Guide TP-1015.G-V,  GUIDE FOR EMPLOYERS – SOURCE DEDUCTIONS 
AND CONTRIBUTIONS,  which you can get  f rom Revenu Québec.  

I f  an employee contr ibuted to CPP and  QPP, the tota l  contr ibut ion to 
both p lans  should not be more than  the maximum contr ibut ion for  the 
year.  I f  an employee contr ibuted to both p lans,  you have to prepare 
two  T4 s l ips as fo l lows:  

• one showing the QPP you deducted,  the province of  employment as 
Quebec,  the appl icable pensionable earnings,  and the remunerat ion 
the employee earned in the province of  Quebec;  and 
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• one showing the CPP you deducted,  the appl icable province or  
terr i tory of  employment (other  than Quebec),  the appl icable 
pensionable earnings,  and the remunerat ion the employee earned in 
the other  province or  terr i tory.  

I f  you overdeducted contr ibut ions f rom the employee:  

• Do not adjust  the amounts you report  on the T4 s l ip .  We wi l l  credi t  
the excess CPP contr ibut ions to the employee when he or  she f i les 
h is  or  her  income tax and benef i t  return.   

• Complete Form PD24, APPLICATION FOR A  REFUND OF OVERDEDUCTED 
CPP CONTRIBUTIONS OR EI  PREMIUMS,  to apply for  a refund of  your 
CPP overpayment.  Send i t  to  us wi th your paper- f i led 
T4 informat ion return or  mai l  i t  separate ly  i f  you have f i led your 
return e lectronical ly .   

You can request  a refund up to four  years af ter  the end of  the year 
in  which the CPP overpayment occurred.  
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Box 18 – Employee's EI  premiums 

Enter  the amount  of  EI  premiums you deducted f rom the employee's 
earnings.  I f  you d id not  deduct  premiums, leave th is  box b lank.  

Do not report  the employer 's  share of  EI  premiums on the T4 s l ip .  

I f  you overdeducted premiums f rom an employee:   

• Do not adjust  the amounts you report  on the T4 s l ip .  We wi l l  credi t  
the excess EI  premiums to the employee when he or  she f i les h is  or  
her  income tax and benef i t  return.   

• Complete Form PD24, APPLICATION FOR A  REFUND OF OVERDEDUCTED 
CPP CONTRIBUTIONS OR EI  PREMIUMS,  to apply for  a refund of  your 
EI  overpayment.  Send i t  to  us wi th your paper- f i led T4 informat ion 
return or  mai l  i t  separate ly  i f  you have f i led your return 
e lectronical ly .  

You can request  a refund up to three years af ter  the end of  the year 
in  which the EI  overpayment occurred.  
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Box 20 – RPP contr ibutions 

Enter  the tota l  amount  the employee contr ibuted to a registered 
pension p lan (RPP).  I f  the employee d id not  contr ibute to a p lan,  
leave th is  box b lank.  Do not  inc lude amounts t ransferred d i rect ly  to an 
RPP f rom an employee's RRSP. 

Enter  any deduct ib le ret i rement  compensat ion arrangement (RCA) 
contr ibut ions you wi thheld f rom the employee's income. Do not  inc lude 
amounts that  are not  deduct ib le.  I f  the amount  in  box 20 inc ludes 
RPP contr ibut ions and deduct ib le RCA contr ibut ions,  at tach a let ter  
in forming the employee of  the amounts.  

I f  the amount  you report  inc ludes current  contr ibut ions and past  
serv ice contr ibut ions for  1989 or  ear l ier  years,  enter ,  in  the "Other 
in format ion" area,  the fo l lowing codes a long wi th the corresponding 
amount :  

• code 74 for  past  serv ice contr ibut ions whi le the employee was a 
contr ibutor ;  and 

• code 75 for  past  serv ice contr ibut ions whi le the employee was not  a 
contr ibutor .  
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To determine i f  the employee made past  serv ice contr ibut ions whi le a 
contr ibutor  or  whi le not  a contr ibutor ,  see Interpretat ion Bul let in  
IT-167,  REGISTERED PENSION PLANS – EMPLOYEE'S  CONTRIBUTIONs.  

Inc lude insta lment  in terest  in  box 20.  This inc ludes interest  charged 
to buy back pensionable serv ice.  

Notes 
Do not  use box 20 to show what  you contr ibuted to an employee's 
registered ret i rement savings p lan (RRSP).  The employer's RRSP 
contribution  is  a taxable benef i t  to  the employee.  Enter  code 40 in 
the "Other in format ion"  area and the corresponding amount  in  the 
box.  Also inc lude th is  amount  in  box 14.  

I f  you have a group RRSP for  your employees,  the t rustee wi l l  send 
the of f ic ia l  receipts for  tax purposes to you or  to your employees.  
I f  the t rustee sends the receipts d i rect ly  to you,  provide these 
copies to the employees.  The receipts wi l l  show the employee and 
employer contr ibut ion amounts.  Do not  report  these amounts in  
box 20.   
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Box 22 – Income tax deducted 

Enter  the total  income tax you deducted f rom the employee's 
remunerat ion and ret i r ing a l lowances.  This inc ludes the federal ,  
provinc ia l  (except  Quebec),  and terr i tor ia l  taxes that apply.  I f  you d id 
not  deduct  tax,  leave the box b lank.  

Do not  inc lude any amount  you wi thheld under the author i ty  of  a 
garnishee or  a requirement to pay that  appl ies to the employee's 
previously assessed tax arrears.  

Box 24 – EI  insurable earnings 

Star t ing in  January 2012 ( for  the 2011 tax year) ,  box 24 must  a lways 
be completed.  Enter  the total  amount  you used to calculate the 
employee's EI  premiums, up to the maximum insurable earnings for  
the year ($44,200 for  2011).  Do not  inc lude the unpaid por t ion of  any 
earnings f rom insurable employment that  you d id not  pay because of  
your bankruptcy,  receivership,  or  non-payment of  remunerat ion for  
which the employee has f i led a complaint  wi th the federal ,  provinc ia l ,  
or  terr i tor ia l  labour author i t ies.  
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Enter  "0"  i f  there are no insurable earnings.  For  exempt employment,  
enter  "0"  and see "Box 28 – Exempt (CPP/QPP, EI ,  and PPIP)"  on 
page 54 [12] .  

When the same employer issues more than one T4 s l ip  to an 
employee,  the employer should report  the insurable earnings amount  
for  each per iod of  employment in  box 24 of  each T4 s l ip .  Report ing 
these amounts wi l l  reduce unnecessary pensionable and insurable 
earnings rev iew (PIER) reports for  EI  def ic iency calculat ions,  
especia l ly  i f  the employee worked both ins ide and outs ide of  Quebec.  

For  example,  an employee has two T4 s l ips f rom the same employer.  
He earned $25,000 work ing in Ontar io f rom January 2011 to June 
2011.  He then earned $25,000 work ing in Quebec for  the remainder of  
the year.  The T4 s l ip  for  Ontar io wi l l  report  $25,000 in box 14 
("Employment income")  and $25,000 in box 24 ("EI  insurable 
earnings") .  The T4 s l ip  for  Quebec wi l l  report  $25,000 in box 14 and 
$19,200 in box 24 (maximum insurable earnings for  2011 of   
$44,200 – $25,000 a l ready reported on T4 s l ip  wi th Ontar io as 
province of  employment = $19,200).  
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Box 26 – CPP/QPP pensionable earnings 

Star t ing in  January 2012 ( for  the 2011 tax year) ,  box 26 must  a lways 
be completed.  In most  cases,  boxes 14 and 26 should be the same 
amount .  You have to complete the box in al l  si tuations,  up to the 
maximum pensionable earnings for  the year ($48,300 for  2011).   

I f  there are no pensionable earnings,  enter  "0"  in  box 26.  For  exempt 
employment,  enter  "0"  and see box 28 on page 54 [12] .  

CPP  –  The fo l lowing types of  remunerat ion are inc luded in box 14,  
"Employment income",  but  are not  inc luded in box 26,  "CPP/QPP 
pensionable earnings":  

a)  Remunerat ion paid to the employee:  

–  before and dur ing the month the employee turned 18.  You 
should have star ted calculat ing the CPP contr ibut ions and 
pensionable earnings ef fect ive the f i rs t  pay dated on or  af ter  
the f i rs t  of  the month fol lowing  the employee's 18th b i r thday;  

–  af ter  the month the employee turned 70.  You should have 
stopped calculat ing the CPP contr ibut ions and pensionable 
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earnings af ter  the last  pay date in the month of  the employee's 
70th b i r thday;  

–  dur ing the months the employee was considered to be d isabled 
under the CPP or  QPP; or  

Note 
After January 1,  2012,  i f  the employee is  at  least  65 years of  age 
but  under 70,  is  receiv ing a CPP or  QPP ret i rement  pension,  and 
has e lected to stop contr ibut ing to  the CPP, you should calculate 
the CPP contr ibut ions and pensionable earnings based on the 
number of  months before and inc luding the month the employee 
e lected to stop contr ibut ing to the CPP.  

b)  Remunerat ion paid to the employee whi le the employee worked in 
"excluded employment"  (def ined in Chapter  2 of  Guide T4001,  
EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES).  

c)  Amounts for  a c lergy member 's  res idence f rom which you d id not  
deduct  CPP contr ibut ions ( i f  the c lergy member gets a tax 
deduct ion for  the res idence,  CPP contr ibut ions are not  required) .  
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d)  Any excluded income, benef i ts ,  or  payments as descr ibed in 
Chapter  2 of  Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL 
DEDUCTIONS AND REMITTANCES.  

e)  Amounts for  non-taxable Indian employees for  whom you elected 
to pay CPP. 

Subtract  any of  the amounts noted above f rom the amount  in  box 14,  
and enter  the d i f ference in box 26.  Do not  change the amount  in  
box 14.  

Note 
Taxable benefi ts only (not including security option benefi ts)  –  
I f  you provide pensionable taxable benef i ts  (non-cash) and no other  
remunerat ion is  paid in  a tax year ( for  example,  an employee is  on 
an unpaid leave of  absence and the employer  cont inues to provide 
benef i ts  dur ing the leave),  enter  "0"  in  box 26.  For  security option 
benefi ts,  report  the amount  of  the benef i t  in  box 26 at  a l l  t imes.  
Do not  code the s l ip  CPP-exempt in box 28,  s ince the employee may 
want  to e lect  to pay CPP on the amount .  
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Specia l  ru les may apply in  cer ta in s i tuat ions.  Please refer  to 
"Chapter  6 – Specia l  s i tuat ions,"  which begins on page 104 [20] ,  i f  
you are paying amounts for  prescr ibed p lans or  arrangements,  to 
p lacement or  employment agency workers,  or  to Indians.   

QPP  –  Regardless of  the employee's province or  terr i tory of  
res idence,  complete box 26 when the employee is  subject  to QPP. 
I f  the maximum QPP pensionable earn ings for  the year have been 
reached on the RL-1 for  the employee,  but  the income in box 14 of  the 
T4 s l ip  is  less than the maximum pensionable amount ,  enter  the 
maximum pensionable earnings amount  in  box 26.  

Revenu Québec considers cer ta in benef i ts  and earnings to be 
pensionable earnings for  employees work ing in Quebec.  These 
inc lude:  

• pr ivate heal th benef i t  p lan premiums; and 

• assumed earnings – persons 55 years of  age or  o lder  whose hours 
of  work are reduced by reason of  phased ret i rement may choose,  
wi th thei r  employers,  to make contr ibut ions to the QPP on a l l  or  
par t  of  the amount  of  the reduct ion in remunerat ion.  
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For  deta i ls ,  see Guide TP-1015.G-V,  GUIDE FOR EMPLOYERS – SOURCE 
DEDUCTIONS AND CONTRIBUTIONS,  or  brochure IN-253-V,  TAXABLE 
BENEFITS,  which you can get  f rom Revenu Québec.  

Box 28 – Exempt (CPP/QPP, EI ,  and PPIP) 

CPP/QPP (Canada Pension Plan/Quebec Pension Plan)  –  Enter  
an "X" only i f  the earnings were exempt for  the entire  report ing 
per iod.   

EI (Employment Insurance) –  Enter  an "X" only i f  the earnings were 
exempt for  the entire  report ing per iod.  

PPIP (provincial  parental  insurance plan) –  Leave th is  box b lank i f  
you entered an amount  in  box 55 or  56.  Enter  an "X" only  i f  the 
earnings were exempt for  the entire  per iod of  employment in the 
province of  Quebec.  

Box 29 – Employment code 

Enter  the appropr iate code in th is  box i f  one of  the fo l lowing 
s i tuat ions appl ies.  Otherwise,  leave i t  b lank.   
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Do not complete box 14,  "Employment income,"  i f  you are us ing 
employment code 11,  12,  13,  or 17.  

11 – Placement or  employment agency workers 

12 – Taxi  dr ivers or  dr ivers of  other  passenger-carry ing vehic les 

13 – Barbers or  hai rdressers 

14 – Withdrawal  f rom a prescr ibed salary deferra l  arrangement p lan 

15 – Seasonal  Agr icul tura l  Workers Program 

16 – Detached employee – Socia l  Secur i ty  agreement  

Note 
When CPP is  paid by the employer on behal f  of  detached 
employees  under employment code 16,  leave box 14 b lank i f  no 
other  type of  income is  reported.  Complete boxes 16 and 26 wi th the 
appropr iate amounts and enter  "0" in  boxes 18 and 24.  Do not  enter  
an "X" in  the EI  exempt box.  

17 – Fishers – Sel f -employed  



–  56  –  

Box 44 – Union dues  

Use th is  box only i f  you and the union agree that  the union wi l l  not  
issue receipts for  union dues to employees.  In th is  case,  inc lude a 
cer t i f icate of  agreement wi th the T4 informat ion return.  I f  you f i le  
e lectronical ly ,  you have to keep the cer t i f icate of  agreement on f i le  in  
case we ask to see i t .  

Enter  in  box 44 the amount  you deducted f rom employees for  union 
dues.  Inc lude amounts you paid to a par i ty  or  advisory commit tee that  
qual i fy  for  a deduct ion.  Do not  inc lude in i t ia t ion fees.  Also,  do not  
inc lude str ike pay  the union paid to union members in th is  box.  

For  more informat ion,  see Interpretat ion Bul let in  IT-103,  DUES PAID TO 
A  UNION OR TO A  PARITY OR ADVISORY COMMITTEE.  

Box 46 – Charitable donations 

Enter  the amount  you deducted f rom the employee's earnings for  
donat ions to registered char i t ies in  Canada.  
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Box 50 – RPP or DPSP registrat ion number 

Enter  the seven-dig i t  regist rat ion number we issue for  a registered 
pension p lan (RPP) or  a deferred prof i t  shar ing p lan (DPSP) or  the 
seven-dig i t  p lan ident i f icat ion number we issue for  an unregistered 
fore ign pension p lan under which you report  a pension 
adjustment  (PA).  Do th is  even i f  your  p lan requires only employer 
contr ibut ions.   

However,  i f  you make contr ibut ions to union pension funds,  you have 
to indicate the union 's  p lan number,  which the union has to g ive you.  
I f  an employee is  a member of  more than one plan,  inser t  only the 
number of  the p lan under which the employee has the largest  PA. 

Box 52 – Pension adjustment 

I f  you have a registered pension p lan (RPP) or  a deferred prof i t  
shar ing p lan (DPSP),  enter ,  in  dol lars only,  the amount  of  the 
employee's pension adjustment  (PA) for  the year.  I f  you have to 
prepare more than one T4 s l ip  for  the employee because the 
employee worked for  you in more than one province or  terr i tory of  
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employment,  report  the PA proport ionate ly  on each T4 s l ip .  I f  you 
cannot  apport ion the PA, report  i t  on one s l ip .  

I f  an employee par t ic ipates in one or  more RPPs or  DPSPs,  you have 
to calculate h is  or  her  PA using the total  amount  of  a l l  pension credi ts  
accumulated by the employee under  a l l  these p lans for  the year.  

I f  an employee is  on a leave of  absence and is  s t i l l  accru ing 
pensionable serv ice or  credi ts  under the p lan,  you must  report  the PA 
on a T4 s l ip .  This is  t rue even i f  the employee has no employment 
income in the tax year.  Administ rators of  mul t ip le employee 
p lans (MEPs) would report  the PA for  the employee on leave on a 
T4A  s l ip .  

Leave box 52 b lank i f  the employee part ic ipated in your RPP or  DPSP 
and one  o f  the fo l lowing appl ies:  

• the calculated PA is  a negat ive amount  or  zero;  

• the employee d ied dur ing the year;  or  

• the employee,  even i f  he or  she is  s t i l l  a  member of  the p lan,  no 
longer accrues new pension credi ts  in  the year ( for  example,  the 
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employee has accrued the maximum number of  years of  serv ice in 
respect  of  the p lan) .  

Special  rules concerning the PA 

Specia l  ca lculat ion ru les apply,  in  some c i rcumstances,  to employees 
who:  

• le f t  your  employment dur ing the year;  

• are on,  or  return f rom, a leave of  absence;  

• part ic ipate in  a salary deferra l  arrangement;  or  

• work for  you par t - t ime.  

For  more informat ion on how to calculate the PA, see Guide T4084,  
PENSION ADJUSTMENT GUIDE.  I f  you need more help calculat ing a PA, 
see your pension p lan administ rator  or  cal l  our  Registered Plans 
Directorate at  1-800-267-3100 or 613-954-0419 ( in  Ottawa).  
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Unregistered ret irement plans or arrangements  

An indiv idual 's  RRSP deduct ion l imi t  is  af fected i f  they are ent i t led to 
benef i ts  under any of  the fo l lowing three types of  unregistered 
ret i rement p lans or  arrangements:  

• a speci f ied ret i rement  arrangement (SRA);  

• a government-sponsored ret i rement arrangement (GSRA);  and 

• a fore ign pension p lan.  

For  more informat ion about  the PA for  these types of  p lans or  
arrangements,  see Guide T4084,  PENSION ADJUSTMENT GUIDE,  or  cal l  
our Registered Plans Directorate at  1-800-267-3100  or  613-954-0419  
( in  Ot tawa).  

Box 54 – Payrol l  account number 

Enter  the 15-character  account  number that  you use to send us your 
employees'  deduct ions.  This number appears at  the top of  your  
PD7A statement of  account .  Your payrol l  account  number should not  
appear on the two copies of  the T4 s l ip  that  you g ive to your 
employees.  
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Box 55 – Employee's PPIP premiums 

Enter  the provinc ia l  parenta l  insurance p lan (PPIP) premiums that  you 
deducted for  employees work ing in Quebec.  

Box 56 – PPIP insurable earnings 

For employees work ing in Quebec,  enter  the total  amount used to 
calculate the employee's PPIP premiums, up to a maximum of  $64,000 
for  2011.  

Leave the box b lank i f :  

• there are no insurable earnings;  

• the insurable earnings are the same as the employment income in 
box 14;  or  

• the insurable earnings are over  the maximum for  the year.  

Other information 

The "Other in format ion" area at  the bot tom of  the T4 s l ip  has boxes 
for  you to enter  codes and amounts that  re late to employment 
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commissions,  taxable a l lowances and benef i ts ,  deduct ib le amounts,  
f ishers '  income, and other  entr ies i f  they apply.  

The boxes are not  pre-numbered as they are in the top par t  of  the 
s l ip .  Enter  the codes and amounts that  apply to the employee.  

Example 

Box   Amount  

40   2400.98 

Note 
I f  more than s ix  codes apply to  the same employee,  use an 
addi t ional  T4 s l ip .  Do not  repeat  a l l  the data on the addi t ional  s l ip .  
Enter  only the employer 's  name and address,  and the employee's 
SIN and name, and complete the required boxes in the "Other 
in format ion" area.  Report  each code and amount  only once.  



–  63  –  

Codes 30 to 87 – Taxable al lowances and benefi ts,  deductible 
amounts,  employment commissions,  and other entr ies 

30  Board and lodging 

31  Specia l  work s i te 

32  Travel  in  a prescr ibed zone 

33  Medical  t ravel  assis tance 

34  Personal  use of  employer 's  automobi le or  motor  vehic le 

36  In terest- f ree and low- interest  loans 

37  Employee home-re locat ion loan deduct ion 

38  Secur i ty  opt ions benef i ts  

39  Secur i ty  opt ions deduct ion – 110(1)(d)   

40  Other  taxable a l lowances and benef i ts  

41  Secur i ty  opt ions deduct ion – 110(1)(d.1)   
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42  Employment commissions 

43  Canadian Forces personnel  and pol ice deduct ion  

66  E l ig ib le ret i r ing a l lowances 

67  Non-el ig ib le ret i r ing a l lowances 

68  Indian (exempt income) – El ig ib le ret i r ing a l lowances 

69  Indian (exempt income) – Non-el ig ib le ret i r ing a l lowances 

70  Munic ipal  of f icer 's  expense al lowance 

71  Indian employee 

72  Sect ion 122.3 income – Employment outs ide Canada 

73  Number of  days outs ide Canada 

74  Past  serv ice contr ibut ions for  1989 or  ear l ier  years whi le a 
contr ibutor  

75  Past  serv ice contr ibut ions for  1989 or  ear l ier  years whi le not  
a contr ibutor  
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77  Workers '  compensat ion benef i ts  repaid to the employer 

78  F ishers – Gross income 

79  F ishers – Net  par tnership amount  

80  F ishers – Shareperson amount  

81  P lacement or  employment agency workers – Gross income 

82  Taxi  dr ivers or  dr ivers of  other  passenger-carry ing vehic les – 
Gross income 

83  Barbers or  hai rdressers – Gross income 

84  Publ ic  t ransi t  pass 

85  Employee-paid premiums for  pr ivate heal th serv ices p lans 

86 Secur i ty  opt ions e lect ion 

87 Volunteer  f i ref ighter  exempt amount  
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Detai led instructions for taxable benefi ts 

The fo l lowing instruct ions expla in how to report  each of  the benef i ts  in  
the [above]  l is t  on page 63.  Some of  these benef i ts  must  inc lude the 
goods and serv ices tax (GST) and the provinc ia l  sa les tax (PST, or  
QST in Quebec) i f  they apply,  or  the harmonized sales tax (HST).  

Note 
See Guide T4130,  EMPLOYERS'  GUIDE – TAXABLE BENEFITS AND 
ALLOWANCES,  for  deta i ls  on how to calculate the value of  these 
benef i ts  and which taxable benef i ts  are subject  to GST/HST. 

Code 30 – Board and lodging 

I f  you provided an employee wi th f ree or  subsid ized housing,  or  board 
and lodging,  enter  code 30 and the corresponding taxable amount .  
Also inc lude th is  amount  in  box 14.  

Code 31 – Special  work site 

I f  the employee received a benef i t  for  board and lodging  at  a specia l  
work s i te in  a prescr ibed zone and you completed Form TD4, 
DECLARATION OF EXEMPTION – EMPLOYMENT AT  A  SPECIAL  WORK SITE,  
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enter  code 31 and the corresponding amount .  Do not  inc lude th is  
amount  in  box 14 or  under code 30.  

Code 32 – Travel  in a prescribed zone 

I f  you provided an employee l iv ing in a prescr ibed zone wi th an 
amount  for  t ravel  assis tance,  enter  code 32 and the corresponding 
amount .  Inc lude th is  amount  in  box 14.  I f  any par t  was for  medical  
t ravel  assis tance,  see code 33.  

Code 33 – Medical  travel  assistance 

I f  you provided an employee l iv ing in a prescr ibed zone wi th an 
amount  for  medical  t ravel  assis tance,  ident i fy  only  the medical  par t  
under code 33.  Ensure the tota l  of  the t ravel  assis tance is  reported 
under code 32.  

Code 34 – Personal  use of  employer 's automobile or motor vehicle 

I f  you provided an employee wi th the use of  an automobi le or  motor  
vehic le,  enter  code 34 and the amount  represent ing the benef i t .  
Inc lude th is  amount  in  box 14.   
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Code 36 – Interest-free and low-interest loans 

I f  you provided an employee wi th an in terest- f ree or  low- interest  loan,  
inc luding a home-purchase and home-re locat ion loan,  because of  an 
of f ice or  employment (or  in tended employment) ,  enter  code 36 and the 
corresponding taxable benef i t  ( resul t ing f rom the reduced interest) .  
Inc lude th is  amount  in  box 14 .  I f  any amount  was for  a home- 
re locat ion loan,  see code 37.  For  more informat ion,  see Interpretat ion 
Bul let in  IT-421,  BENEFITS TO INDIV IDUALS,  CORPORATIONS AND 
SHAREHOLDERS FROM LOANS OR DEBT.  

Code 37 – Employee home-relocation loan deduction 

I f  the taxable benef i t  you provided to  your employee under code 36 is  
the resul t  o f  an interest- f ree or  low- interest  home-re locat ion loan,  you 
have to ident i fy  the amount  the employee can deduct  under code 37.  
Do not  inc lude th is  amount  in  box 14.  

Code 38 – Security options benefi ts 

I f  an employee received a taxable benef i t  under a corporat ion 's  
agreement to issue i ts  e l ig ib le shares or  uni ts  of  mutual  fund t rusts to 
the employee,  enter  code 38 and the corresponding amount .  Inc lude 
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th is  amount  in  box 14.  For  more informat ion,  go to 
www.cra.gc.ca/stockoptions.  

Code 39 – Security options deduction – 110(1)(d)  

I f  the employee is  ent i t led to a deduct ion under paragraph 110(1)(d)  
of  the INCOME TAX ACT,  enter  code 39 and one-hal f  of  the amount  you 
reported under code 38 for  those shares.  Do not  inc lude th is  amount  
in  box 14.  For  more informat ion,  go to www.cra.gc.ca/stockoptions.  

Code 40 – Other taxable al lowances and benefi ts 

I f  you provided an employee wi th taxable a l lowances or  benef i ts  that  
you d id not  inc lude e lsewhere on the T4 s l ip ,  enter  code 40 and the 
corresponding amount .  Inc lude th is  amount  in  box 14.  See 
Guide T4130,  EMPLOYERS'  GUIDE – TAXABLE BENEFITS AND 
ALLOWANCES,  for  deta i ls  on calculat ing taxable benef i ts .  

Code 41 – Security options deduction – 110(1)(d.1)   

I f  the employee is  ent i t led to a deduct ion under paragraph 110(1)(d.1)  
of  the INCOME TAX ACT,  enter  code 41 and one-hal f  of  the amount  you 
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reported under code 38 for  those shares.  Do not  inc lude th is  amount  
in  box 14.  For  more informat ion,  go to www.cra.gc.ca/stockoptions.  

Code 42 – Employment commissions 

I f  an employee sold property or  negot iated contracts for  you,  enter  
code 42 and the amount  of  the employee's commissions.  Inc lude th is  
amount  in  box 14.   

Code 43 – Canadian Forces personnel and pol ice deduction 

Canadian Forces personnel  and po l ice who are deployed outs ide 
Canada on a h igh-r isk or  current  moderate-r isk operat ional  miss ion 
can c la im a deduct ion f rom taxable income for  the amount  of  
employment earnings they receive during these missions.  Enter  
code 43 and the amount  of  these earnings,  up to the maximum rate of  
pay earned by a non-commissioned member of  the Canadian Forces.  
Inc lude th is  amount  wi th the tota l  employment earnings reported in 
box 14.  
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Code 66 – El igible ret ir ing al lowances 

Enter  the amount  of  ret i r ing a l lowances (a lso cal led severance pay)  
that  was paid in the year and is  e l ig ib le for  t ransfer  to an RPP or  
RRSP, even i f  not  t ransferred.  Do not  inc lude th is  amount  in  box 14.  
For  more informat ion on ret i r ing a l lowances,  see page 130 [25] .  

Code 67 – Non-el igible ret ir ing al lowances 

Enter  the amount  of  ret i r ing a l lowances (a lso cal led severance pay)  
not  e l ig ib le for  t ransfer  to an RPP or  RRSP. Do not  inc lude th is  
amount  in  box 14.  For more informat ion on ret i r ing a l lowances,  see 
page 130 [25] .  

Code 68 – Indian (exempt income) – El igible ret ir ing al lowances 

Enter  the amount  of  ret i r ing a l lowances (a lso cal led severance pay)  
that  was paid to an Indian in the year  and is  e l ig ib le for  t ransfer  to an 
RPP or  RRSP, even i f  not  t ransferred.  Do not  inc lude th is  amount  in  
box 14.  For  more informat ion on ret i r ing a l lowances,  see 
page 130 [25] .  For  more informat ion on how to report  income paid to 
an Indian,  see page 115 [22] .  
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Code 69 – Indian (exempt income) – Non-el igible ret ir ing 
al lowances 

Enter  the amount  of  ret i r ing a l lowances (a lso cal led severance pay)  
that  was paid to an Indian in the year and is  not  e l ig ib le for  t ransfer  
to an RPP or  RRSP. Do not  inc lude th is  amount  in  box 14.  For more 
informat ion on ret i r ing a l lowances,  see page 130 [25] .  For  more 
informat ion on how to report  income paid to an Indian,  see 
page 115 [22] .  

Code 70 – Municipal  off icer 's expense al lowance 

I f  you are a munic ipal  corporat ion or  board and you pay an expense 
a l lowance to an e lected of f icer  to per form the dut ies of  that  of f ice,  
enter  the non-taxable por t ion under code 70.  

Code 71 – Indian employee 

I f  you are an employer paying non- taxable salary or  wages to an 
Indian,  see page 115 [22] .  
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Code 72 – Section 122.3 income – Employment outside Canada  

I f  your  employee is  employed outs ide Canada and is  ent i t led to an 
overseas employment tax credi t ,  under sect ion 122.3 of  the INCOME 
TAX ACT,  enter  the qual i fy ing amount  under code 72.  See 
page 108 [21] .  

Code 73 – Number of  days outside Canada 

I f  your  employee is  ent i t led to an overseas employment tax credi t ,  
enter  the number of  qual i fy ing days outs ide Canada under code 73.  
See page 108 [21] .  

Code 74 – Past service contr ibutions for 1989 or earl ier  years 
while a contr ibutor 

I f  an employee made past  serv ice contr ibut ions to a registered 
pension p lan (RPP) for  employment in  1989 or  ear l ier  years whi le 
a contr ibutor  to an RPP, see "Box 20 – RPP contr ibut ions"  on 
page 46 [10] .  
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Code 75 – Past service contr ibutions for 1989 or earl ier  years 
while not a contr ibutor 

I f  an employee made past  serv ice contr ibut ions to a registered 
pension p lan (RPP) for  employment in  1989 or  ear l ier  years whi le not  
a contr ibutor  to an RPP, see "Box 20 – RPP contr ibut ions"  on 
page 46 [10] .  

Code 77 – Workers'  compensation benefi ts repaid to the employer 

Enter  the amount  of  workers '  compensat ion benef i ts  repaid to the 
employer that  was previously inc luded in the employee's salary.  This 
a l lows employees to c la im a corresponding deduct ion as other  
employment expenses on thei r  income tax and benef i t  returns.  

Code 78 – Fishers – Gross income 

See page 114 [22] .  

Code 79 – Fishers – Net partnership amount 

See page 115 [22] .  
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Code 80 – Fishers – Shareperson amount  

See page 115 [22] .  

Code 81 – Placement or employment agency workers – Gross 
income 

See page 130 [22] .  

Code 82 – Taxi  drivers and drivers of  other passenger-carrying 
vehicles – Gross income 

See page 104 [20] .  

Code 83 – Barbers or hairdressers – Gross income 

See page 104 [20] .  

Code 84 – Public transit  pass 

Indiv iduals can c la im the cost  of  monthly or  longer durat ion publ ic  
t ransi t  passes.  Publ ic  t ransi t  inc ludes t ransi t  by local  bus,  s t reetcar ,  
subway,  commuter  t ra in or  bus,  and local  ferry.  El ig ib le t ransi t  passes 
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must  a l low for  unl imi ted use for  the per iod they are val id  and must  be 
for  t ransi t  in  Canada.   

The publ ic  t ransi t  pass inc ludes costs for :  

• weekly passes i f  you purchase enough of  these passes so that  you 
are ent i t led to unl imi ted t ravel  for  at  least  20 days in any 28-day 
per iod.  Each pass must  g ive the holder  the r ight  to unl imi ted publ ic  
t ransi t  use wi th in an uninterrupted per iod for  at  least  5 days;  and 

• the use of  an e lectronic payment card i f  the card is :  

–  used for  at  least  32 one-way t r ips dur ing an uninterrupted per iod 
not  exceeding 31 days;  and 

–  issued by a publ ic  t ransi t  author i ty  that  records and provides a 
receipt  for  the cost  and usage of  the card.  

Enter  the tota l  of  amounts paid by the employee ( for  example,  through 
payrol l  deduct ions)  to purchase publ ic  t ransi t  passes.  Also inc lude 
amounts that  you paid on behal f  of  the employee that  are reported as 
a taxable benef i t  (code 40) .  The taxable benef i t  por t ion must  a lso be 
inc luded in employment income (box 14) .  
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Code 85 – Employee-paid premiums for private health services 
plans 

An employee can c la im, as a qual i fy ing medical  expense,  premiums he 
or  she paid to a pr ivate heal th serv ices p lan.  Do not  inc lude th is  
amount  in  box 14.  The use of  code 85 is  opt ional ;  however,  i f  you do 
not  use th is  code,  we may ask the employee to provide support ing 
documents.  For  more informat ion,  see Interpretat ion Bul let in  IT-339,  
MEANING OF PRIVATE HEALTH SERVICE PLAN (1988 AND SUBSEQUENT 
TAXATION YEARS).  

Code 86 – Security options elect ion  

Enter  the tota l  amount  of  the secur i ty  opt ion cash-outs that  you have 
e lected not  to c la im as an expense.  This amount  is  a l ready inc luded in 
box 14.  

Code 87 – Volunteer f i ref ighter exempt payment 

Enter  the amount  of  the exempt payment (up to $1,000) paid to 
qual i fy ing volunteer  f i ref ighters for  per forming the dut ies of  a 
f i ref ighter  as a volunteer .  I f  you employed the indiv idual  (other  than 
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as a volunteer)  for  the same or  s imi lar  dut ies,  the whole amount  is  
taxable and should be inc luded in box 14,  and code 87 should not  
be used.  

Filing T4 slips 
For a descr ipt ion of  the f i l ing methods avai lable,  see "Chapter  4 – 
T4 informat ion return"  s tar t ing on page 86 [17] .   

Chapter 3 – T4 Summary  
I f  you are f i l ing your return e lectronical ly ,  do not  send us a paper 
copy of  the s l ips or  summary.  For  in format ion about  f i l ing 
e lectronical ly ,  see "Fi l ing methods,"  s tar t ing on page 87 [17] ,  or  go to 
www.cra.gc.ca/ iref .  

I f  you are f i l ing on paper,  use the T4 Summary,  SUMMARY OF 
REMUNERATION PAID,  to report  the tota ls  of  the amounts reported on 
the re lated T4 s l ips.  Send the or ig inal  summary and the re lated s l ips 
to the Ottawa Technology Centre .  You can f ind the address on 
page 151 [at  the back]  of  th is  guide.  
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As par t  of  our  cont inuing ef for ts  toward susta inable development,  we 
no longer mai l  out  the pre-pr in ted T4 Summary.  You can get  a 
T4 Summary f rom our Web s i te at  www.cra.gc.ca/forms  or  by cal l ing 
1-800-959-2221.  

Completing the T4 Summary 
Report  amounts in  Canadian dol lars and cents,  even i f  they were paid 
in another currency.  To get  the average exchange rates,  go to 
www.cra.gc.ca/exchangerates.   

Complete a separate T4 Summary for  each of  your  payrol l  accounts.  
The totals you report  on your T4 Summary have to agree with the 
totals you report  on your T4 sl ips.  Errors or  omissions can cause 
unnecessary processing delays.  

Detai led instructions 

In  the area at  the top of  the T4 Summary,  enter  the 15-character  
payrol l  account  number that  you use to send us your employees'  
deduct ions,  your operat ing or  t rade name, and your address.  
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Year 

Enter  the last  two d ig i ts  of  the calendar year  for  which you are f i l ing 
the return.  

Line 14 – Employment income 

Enter  the tota l  of  box 14 f rom al l  T4 s l ips.  

Line 16 – Employees'  CPP contr ibutions 

Enter  the tota l  of  box 16 f rom al l  T4 s l ips.  

Line 18 – Employees'  EI  premiums 

Enter  the tota l  of  box 18 f rom al l  T4 s l ips.   

Line 19 – Employer's EI  premiums 

Enter  your share of  EI  premiums (mul t ip ly  the employees'  tota l  
premiums by the employer 's  premium rate) .  
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Line 20 – Registered pension plan (RPP) contr ibutions 

Enter  the tota l  of  box 20 f rom al l  T4 s l ips.  

Line 22 – Income tax deducted 

Enter  the tota l  of  box 22 f rom al l  T4 s l ips.  

Line 27 – Employer's CPP contr ibutions 

Enter  your  share of  CPP contr ibut ions.  

Line 52 – Pension adjustment 

Enter  the tota l  of  box 52 f rom al l  T4 s l ips.  

Lines 74 and 75 – Canadian-control led private corporat ions or 
unincorporated employers 

Enter  the socia l  insurance numbers of  any propr ietors or  pr inc ipal  
owners.  
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Lines 76 and 78 – Person to contact about this return 

Enter  the name and te lephone number of  a person that  we can cal l  to  
get  or  c lar i fy  in format ion on the T4 Summary.  

Line 80 – Total  deductions reported 

Add the amounts reported on l ines 16,  27,  18,  19,  and 22 of  the 
T4 Summary.  Enter  the tota l  on l ine 80.  

Line 82 – Minus: remittances 

Enter  the amount  you remit ted for  the year under your payrol l  account  
number.  

Note 
A remit tance that  was due in January of  the current  year ( for  
deduct ions made in December of  the previous year)  is  considered 
late when paid wi th the previous year 's  in format ion return (T4,  T4A) 
and th is  return is  f i led af ter  the remit tance due date.  
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Difference 

Subtract  l ine 82 f rom l ine 80.  Enter  the d i f ference in the space 
provided.  I f  there is  no d i f ference between the tota l  deduct ions you 
reported and the amount  you remit ted for  the year,  leave l ines 84 and 
86 b lank.  General ly ,  we do not  charge or  refund a d i f ference of  $2 or  
less.  

Line 84 – Overpayment 

I f  the amount  on l ine 82 is  more than the amount  on l ine 80 (and you 
do not  have to f i le  another  type of  return for  th is  account  number) ,  
enter  the d i f ference on l ine 84.  At tach a note indicat ing the reason for  
the overpayment and whether  you want  us to t ransfer  th is  amount  to 
another  account  or  another  year,  or  refund the overpayment to you.  

Line 86 – Balance due  

I f  the amount  on l ine 80 is  more than the amount  on l ine 82,  enter  the 
d i f ference on l ine 86.  
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Amount enclosed 

Whether you f i le  e lectronical ly  or  f i le  a paper return,  you can make 
your payment in  several  d i f ferent  ways:  

• My Payment is  a payment opt ion that  a l lows you to make payments 
onl ine,  us ing the CRA's Web s i te,  f rom an account  at  a par t ic ipat ing 
Canadian f inancia l  inst i tu t ion.  For  more informat ion,  go to 
www.cra.gc.ca/mypayment.  

• You may be able to pay e lectronical ly  us ing your f inancia l  
inst i tu t ion 's  te lephone banking,  or  automated bank machines.  
Contact  your  f inancia l  inst i tu t ion for  more informat ion.  

• You can make your payment at  your  Canadian f inancia l  inst i tu t ion.  
Complete your remit tance form and present  i t  wi th your payment.  
The f inancia l  inst i tu t ion wi l l  date  stamp the bot tom part  and return 
the top par t  to  you as a receipt .  

• You can a lso send a cheque or money order  payable to the 
Receiver  General  to any tax centre ,  wi th a le t ter  that  indicates the 
tax year for  which the payment appl ies,  the amount  cover ing your 
outstanding balance,  and your  payrol l  account  number.  The 
addresses of  our  tax centres are l is ted at  the end of  th is  guide.  
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• You can enclose a cheque or  money order  payable to the Receiver  
General  for  the balance owing wi th your T4 informat ion return.   

Notes 
Regardless of  the f i l ing method,  Threshold 2 remit ters must  remit  
any balance due electronical ly  or  in  person at  thei r  Canadian 
f inancia l  inst i tu t ion.   

Threshold 2 remit tances that  are received by the CRA at  least  
one ful l  day  before the due date wi l l  be considered to be received 
by a f inancia l  inst i tu t ion and a penal ty  wi l l  not  be charged.  See 
Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND 
REMITTANCES,  for  more informat ion about  Threshold 2 remit t ing 
requirements.  

I f  you remit  your payment la te,  any balance owing may be subject  to 
penal t ies and interest  at  the prescr ibed rate.  

Line 88 – Total  number of  T4 sl ips f i led 

Enter  the tota l  number of  T4 s l ips that  you are inc luding wi th the 
T4 Summary.  
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Chapter 4 – T4 information return 
In  a l l  instances,  you have to f i le  your T4 informat ion return on or  
before the last  day of  February fol lowing the calendar year to 
which the information return applies.  I f  the due date fa l ls  on a 
Saturday or  Sunday,  or  a publ ic  ho l iday,  your return is  due the next 
business day.   

We consider  your return to be f i led on t ime i f  we receive i t  or  i t  is  
postmarked on or  before the due date.  I f  you fa i l  to  f i le  i t  on t ime,  we 
may assess a penal ty .  See "Penal t ies and interest"  on page 16 [5] .  

I f  you have more than one payrol l  account ,  you wi l l  have to f i le  a 
separate informat ion re turn for  each account .  

I f  you have overpaid,  inc lude a let ter  expla in ing the reason for  the 
overpayment and how you want  us to apply i t .  I f  you owe an amount ,  
ind icate on your cheque the account  and tax year of  the payment.  
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Service bureaus f i l ing returns 

I f  a  serv ice bureau is  f i l ing an informat ion return for  you,  you are st i l l  
responsib le for  the accuracy of  the informat ion,  for  any balance 
owing,  and for  f i l ing on t ime.  

Branch off ices f i l ing returns 

I f  the branch of f ice of  a company has sent  in  CPP contr ibut ions,  
EI  premiums, and income tax deduct ions under a separate account  
that  only that  branch uses,  f i le  the T4 informat ion return of  that  
branch as a separate return.  

Filing methods 
I f  you f i le  1 to 50 T4 s l ips,  we encourage you to f i le  over  the Internet  
in  eXtensib le mark up language (XML) by Internet  F i le  Transfer .  
However,  you can f i le  up to 50 T4 s l ips on e lectronic media (DVD, CD, 
or  d isket te)  or  on paper.  

I f  you f i le more than 50 T4 sl ips for a calendar year,  you must  f i le  
the return over  the Internet .   
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I f  you use commercia l  or  in-house developed payrol l  sof tware to 
manage your business,  you can f i le  up to 150 MB by Internet  F i le  
Transfer .  For  example,  a serv ice bureau can f i le  mul t ip le T4 returns in 
one submission,  provided the tota l  submission does not  exceed the 
150 MB restr ic t ion.  

Note 
I f  your  return is  more than 150 MB, you can e i ther  compress your 
return or  you can d iv ide i t  so that  each submission is  no more than 
150 MB. 

For more informat ion about  these f i l ing methods,  go to 
www.cra.gc.ca/ iref .  

Fil ing over the Internet 

• Internet Fi le Transfer – Internet  F i le  Transfer  a l lows you to 
t ransmit  an or ig inal  or  amended re turn wi th a maximum f i le  s ize of  
150 MB.  A l l  you need is  a Web browser to connect  to the Internet ,  
and your sof tware wi l l  create,  pr in t ,  and save your e lectronic 
T4 informat ion return in XML format.  For  in format ion about  th is  
f i l ing method,  contact  your sof tware publ isher  or  go to 
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www.cra.gc.ca/ iref .  I f  your  f i le  is  more than 150 MB, you can st i l l  
f i le  us ing the Internet  F i le  Transfer  appl icat ion by e i ther :  

• compressing the f i le ;  or  

• separat ing the f i le  in to two or  more f i les.  The summaries must  
ref lect  the same spl i t .  

• Web Forms  –  The Web Forms appl icat ion a l lows you to create and 
e lectronical ly  f i le  an or ig inal  or  amended T4 informat ion return 
conta in ing 1 to 50  T4 s l ips.  This appl icat ion a l lows you to val idate 
data in real  t ime,  calculate the tota ls  for  the Summary,  pr int  and 
save T4 s l ips,  and securely submit  encrypted T4 informat ion returns 
over the Internet .  For  more in format ion about  Web Forms,  go to 
www.cra.gc.ca/webforms.  

• T4 Desktop applicat ion  –  This convenient  f i l ing method is  for  
employers who have to f i le  1 to 70  T4 s l ips.  This downloadable 
desktop appl icat ion lets you create,  save,  pr int ,  and submit  your 
e lectronic T4 informat ion return,  which inc ludes the T4 s l ips and 
the re lated T4 Summary.  For  in format ion about  th is  f i l ing method,  
go to www.cra.gc.ca/ iref .  
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In ternet  f i l ing is  avai lable f rom January 9,  2012,  to ear ly  
December 2012.  

Web access code 

To f i le  your return using Internet  F i le  Transfer ,  Web Forms,  or  
T4 Desktop appl icat ion,  you need a Web access code (WAC),  unless 
you are f i l ing through My Business Account  or  Represent  a Cl ient .  
I f  you qual i fy ,  you wi l l  receive a let ter  provid ing you wi th your WAC. 
I f  you do not  receive a WAC, you can get  one at  www.cra.gc.ca/ iref ,  
or  cal l  our  help desk at  1-877-322-7849.  

Note 
Service bureaus use thei r  own payrol l  account  number and Web 
access code (WAC) – not  the WAC of  each of  the T4 informat ion 
returns in the submission – to submit  the f i le .  

Fil ing without a Web access code  

You can a lso f i le  your T4 informat ion return without a Web access 
code,  us ing Internet  F i le  Transfer  (up to 150 MB) or  Web Forms (up to 
50 s l ips) .  Choose the "Fi le  a return"  opt ion at :  
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• www.cra.gc.ca/representat ives,  i f  you are an author ized 
representat ive or  employee;  or  

• www.cra.gc.ca/mybusinessaccount,  i f  you are the business 
owner.  

Log in to My Business Account  us ing your CRA user ID and password.  
I f  you have not  registered wi th My Business Account ,  go to 
www.cra.gc.ca/mybusinessaccount.  You wi l l  need to enter  
in format ion f rom ei ther  your current  or  previous year 's  personal  
income tax and benef i t  return.  A CRA secur i ty  code wi l l  be mai led to 
your address on f i le  wi th in f ive business days.  The separate mai l ing 
of  the secur i ty  code is  a measure used to protect  you f rom ident i ty  
thef t  and to ensure the secur i ty  of  your  personal  in format ion.  Be sure 
to have your business number on hand when register ing.  

Fil ing on paper 

I f  you f i le  1 to 50 T4 s l ips,  we encourage you to f i le  over  the Internet  
us ing Internet  F i le  Transfer  or  Web Forms.  However,  you can f i le  up 
to 50 T4 s l ips on paper.   
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Complete  one copy  o f  the T4 s l ip  for  each employee and send them 
wi th your T4 Summary.  Enter  the informat ion for  two d i f ferent  
employees on one sheet .  This wi l l  a l low us to process your 
in format ion return faster .  You must  keep a copy of  the T4 s l ips and 
the T4 Summary for  your  f i les.  

Af ter  you complete your paper  return,  mai l  i t  to  the Ottawa 
Technology Centre.  You can f ind the address on page 151 [at  the 
back]  of  th is  guide.  

Fil ing on electronic media  

For an explanat ion of  the technical  speci f icat ions and instruct ions you 
need to f i le  on e lectronic media (DVD, CD, or  d isket te) ,  go to 
www.cra.gc.ca/electronicmedia.  

Do not  send a pr inted copy of  the forms to us.  You can pr int  one copy 
to keep for  your  f i le .   
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Mai l  your  submission to:  

Electronic Media Processing Team 
Ottawa Technology Centre 
Canada Revenue Agency 
875 Heron Road 
Ottawa,  ON  K1A 1A2 

Note 
I f  you use e lectronic media (DVDs, CDs or  d isket tes)  to f i le  more 
than 50 informat ion returns (s l ips) ,  you are now required to f i le  by 
Internet  F i le  Transfer  in  eXtensib le mark up language (XML).  

How to f i le and distr ibute your T4 sl ips and T4 Summary 

To f i le your information return electronical ly,  fo l low the 
inst ruct ions and technical  speci f icat ions at  www.cra.gc.ca/ iref .  

I f  you f i le your information return on paper,  send a copy of  each 
T4 s l ip  to the CRA wi th your T4 Summary,  and keep one copy for  your 
records.  
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You must  g ive employees thei r  T4 s l ips on or  before the last  day of  
February fol lowing the calendar year to which the sl ips apply.  
I f  you do not ,  you may be subject  to a penal ty .  The penal ty  for  fa i l ing 
to d is t r ibute T4 s l ips to rec ip ients is  $25 per  day for  each such fa i lure 
wi th a minimum penal ty  of  $100 and a maximum of  $2,500.  

Give the employee one of  the fo l lowing:  

• two copies,  sent  by mai l  to  thei r  last  known address;  

• two copies,  del ivered in person;  or  

• one copy d is t r ibuted e lectronical ly  ( for  example,  by emai l )  i f  you 
have received the employee's consent  in  wr i t ing or  e lectronic 
format.  

We suggest  that  you pr int  the two T4 s l ips that  you have to g ive to 
each employee on one sheet .  For  secur i ty  purposes,  do not print  
your  payrol l  account  number (box 54)  on these copies.  

Note 
I f  T4 s l ips are returned as undel iverable,  we suggest  that  you reta in 
the s l ips wi th the employee's f i le .  
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For  more informat ion on how to complete the T4 s l ip  and the 
T4 Summary,  see "Complet ing T4 s l ips"  on page 32 [8]  and 
"Complet ing the T4 Summary"  on page 79 [16] .  

Chapter 5 – After you file 
When we receive your in format ion return,  we check i t  to  see i f  you 
have prepared i t  correct ly .  Af ter  an in i t ia l  rev iew, we enter  your return 
in to our  processing system, which captures the informat ion and 
per forms var ious val id i ty  and balancing checks.  I f  there are any 
problems,  we may contact  you.  

We also ver i fy  the calculat ions you made on the T4 s l ips to make sure 
that  the pensionable and insurable earnings you reported agree wi th 
the CPP and EI  deduct ions you remit ted.  For  more informat ion,  see 
Chapter  4 of  Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS 
AND REMITTANCES.  
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Amending, cancell ing, adding, or replacing slips 
Amending sl ips 

After f i l ing your information return,  you may not ice that  you made 
an error  on a T4 s l ip .  I f  so,  you wi l l  have to prepare an amended s l ip  
to correct  the informat ion.  Provide copies to your employee as 
descr ibed on page 94 [ the previous page] .  

I f  you receive a pensionable and insurable earnings rev iew (PIER) 
report ,  do not  send us amended s l ips.  Instead,  respond to the PIER 
advis ing of  the changes required for  the employees on the l is t ing.  For  
more informat ion,  see Chapter  4 of  Guide T4001,  EMPLOYERS'  GUIDE – 
PAYROLL DEDUCTIONS AND REMITTANCES. 

Amending sl ips over the Internet 

Web Forms 

The Web Forms appl icat ion a l lows you to  create and e lectronical ly  f i le  
1 to 50 s l ips in  an amended T4 informat ion return in a s ingle session.  
For  more informat ion about  amending informat ion returns using Web 
Forms,  go to www.cra.gc.ca/webforms.  
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Internet Fi le Transfer 

I f  you use payrol l ,  commercia l ,  or  in-house developed sof tware to 
manage your business,  you can submit  amended f i les of  up to 150 MB 
over the Internet .  You can f i le  amended s l ips e lectronical ly  even i f  
you f i led the or ig inal  return on paper or  on e lectronic media.  

• The summary,  s l ips and T619 – Electronic Media Transmit ta l  
Record must  show the appropr iate report  type code.  

• The f i le  format must  be in eXtensib le mark up language (XML) as 
speci f ied in the e lectron ic media speci f icat ions.  

• The f i le  name must  have the extens ion speci f ied in the e lectronic 
media speci f icat ions.  

• The f i ler  number (Business Number,  F i ler  Ident i f icat ion Number)  
must  be val id .  

For  more informat ion about  amending informat ion returns using 
Internet  F i le  Transfer ,  go to www.cra.gc.ca/ iref .  
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T4 Desktop applicat ion 

The T4 Desktop appl icat ion a l lows you to create and electronical ly  f i le  
1 to 70 s l ips in  an amended T4 informat ion return in a s ingle session.  
For  more informat ion about  amending informat ion returns us ing the 
T4 Desktop appl icat ion,  go to www.cra.gc.ca/ iref .  

Amending sl ips on paper 

Clear ly  ident i fy  the new s l ips as amended s l ips by wr i t ing "AMENDED" 
at  the top of  each s l ip .  Make sure  you complete a l l  the necessary 
boxes,  inc luding the informat ion that  was correct  on the or ig inal  s l ip .  
Send two copies of  the amended s l ips to the employee.  

Send one copy of  the amended s l ips to any tax centre wi th a le t ter  
expla in ing the reason for  the amendment.  The addresses of  our  tax 
centres are l is ted at  the end of  th is  guide.  Do not  f i le  an amended 
T4 Summary.  
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Cancell ing sl ips 

Cancel l ing sl ips over the Internet  

A cancel led s l ip  is  considered to  be the same as an amended s l ip .  
See "Amending s l ips over  the Internet"  on page 96 [ th is  page] .  

Cancell ing sl ips on paper 

Send us a copy of  the or ig inal  s l ip  c lear ly  marked "CANCELLED" wi th 
a le t ter  expla in ing the reason.  The addresses of  our  tax centres are 
l is ted on page 151 [at  the back]  of  th is  guide.  Do not  f i le  a cancel led 
T4 Summary.  Send two copies of  the cancel led s l ip  to the employee.  

Note 
I f  you not ice errors on the T4 s l ips before  you f i le  them wi th us,  you 
can correct  them by prepar ing new informat ion s l ips and removing  
any incorrect  copies f rom the return.  I f  you do not  prepare a new 
s l ip ,  in i t ia l  any changes you make on the s l ip .  Be sure to a lso 
correct  the T4 Summary.  
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Adding sl ips 

After  you f i le  your T4 informat ion return,  you may d iscover that  you 
need to send us addi t ional  T4 s l ips.  I f  you have or ig inal  s l ips that  
were not  f i led wi th your return,  f i le  them separate ly  e i ther  
e lectronical ly  or  on paper.   

I f  the tota l  number of  T4 s l ips you f i le  is  more than 50 s l ips for  the 
same calendar year,  you have to f i le  the addi t ional  s l ips over  the 
Internet .  

Adding sl ips over the Internet 

We accept  addi t ional  or ig inal  T4 s l ips in  e lectronic format.  For  more 
informat ion,  see "Fi l ing methods" on page 87 [17] .  

Adding sl ips on paper 

When submit t ing addi t ional  s l ips on paper,  c lear ly  ident i fy  the new 
s l ips by wr i t ing "ADDITIONAL" at  the top of  each s l ip .  Send a copy of  
the s l ips to any tax centre.  The addresses of  our  tax centres are l is ted 
at  the end of  th is  guide.  Do not  f i le  an addi t ional  T4 Summary.  
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Replacing sl ips 

I f  you issue T4 s l ips to replace copies your employees lost  or  
destroyed,  do not  send us copies of  these s l ips.  Clear ly  ident i fy  them 
as duplicate copies,  and keep a copy for  your  records.  

Amending,  cancel l ing,  or adding sl ips without a Web access code 

You can amend,  cancel ,  and f i le  more informat ion s l ips us ing the "Fi le  
a return"  serv ice at :  

• www.cra.gc.ca/representat ives,  i f  you are an author ized employee 
or  representat ive;  or   

• www.cra.gc.ca/mybusinessaccount,  i f  you are the business 
owner.  

In a s ingle submission,  Internet  F i le  Transfer  a l lows for  the 
t ransmission of  150 MB of  in format ion and Web Forms al lows the 
f i l ing of  one return wi th a maximum of  50 s l ips.   
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Pension adjustment (PA) 
You have to recalculate a pension adjustment  (PA) in  a registered 
pension p lan when al l  o f  the fo l lowing condi t ions are met:   

• an employee returns f rom a leave of  absence or  a per iod of  reduced 
serv ice;   

• the serv ice was not  previously pensionable serv ice;  and 

• by Apr i l  30 of  the fo l lowing year:  

–  benef i ts  are ret roact ive ly  prov ided under a def ined benef i t  
provis ion for  the per iod concerned and  the employee makes the 
commitment  to purchase the benef i ts ;  or  

–  ret roact ive contr ibut ions are made by the employee or  the 
employer to a money purchase provis ion.  

Note 
I f  the commitment  to purchase benef i ts  is  made af ter  Apr i l  30,  
a past  serv ice pension adjustment  wi l l  be calculated.  
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I f  a  recalculated PA appl ies,  you have to report  an amended PA for  
each year af ter  1989 that  is  af fected by the leave.   

You do not have to report  an amended PA when the d i f ference 
between the previously reported PA and the amended PA is  less than 
$50.  However,  you do have  to  report  one i f  an employee asks you to 
accurate ly  report  the PA, or  i f  we ask you to report  the amended PA. 

For  the years in  which you d id not  previously report  a PA for  the 
employee,  you have to f i le  an amended T4 s l ip  showing the correct  
PA. I f  you previously reported a PA for  the employee in a par t icu lar  
year ,  you have to show the total  PA that  appl ies for  that  year on an 
amended T4 s l ip .  

For  in format ion on recalculat ing a PA, see Guide T4084,  PENSION 
ADJUSTMENT GUIDE.  For  in format ion on calculat ing and report ing a 
past  serv ice pension adjustment  (PSPA),  see Guide T4104,  PAST 
SERVICE PENSION ADJUSTMENT GUIDE.  
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Data used by other programs 
Other federal  government departments use T4 informat ion.  For  
example,  Human Resources and Ski l ls  Development Canada (HRSDC) 
uses the informat ion on the T4 s l ip  to update a person's  record of  
earnings  f i le .   

The informat ion on CPP contr ibut ions that  we send to HRSDC 
determines the CPP benef i ts  that  a person wi l l  receive.  

Chapter 6 – Special situations 
Barbers and hairdressers, and taxi drivers and drivers of 
other passenger-carrying vehicles 
I f  these workers are  your  employees,  you have to deduct  CPP/QPP 
contr ibut ions,  EI  premiums, PPIP premiums, and income tax as you 
would for  regular  employees.  I f  these workers are not  your  
employees,  you have to complete a T4 s l ip  for  EI  and PPIP purposes 
only.  Complete the fo l lowing entr ies on the s l ip .  
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Employer's name 

Enter  your operat ing or  t rade name. 

Employee's name and address 

Enter  the worker 's  name and address,  inc luding the province or  
terr i tory and posta l  code.  

Box 10 – Province of  employment 

Enter  the provinc ia l  or  terr i tor ia l  abbreviat ion to show where the 
worker  reported for  work (see the l is t  on page 37 [9]  ) .  

Box 12 – Social  insurance number 

Enter  the socia l  insurance number (SIN) shown on the worker 's  
SIN card.  

Box 14 – Employment income 

Leave th is  box b lank.  See "Other  in format ion" on page 107 [ the next  
page] .  
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Box 18 – Employee's EI  premiums 

Enter  the EI  premiums remit ted on behal f  of  the worker  (worker 's  par t  
only) .  

Box 24 – EI  insurable earnings 

Enter  the amount  of  the worker 's  insurable earnings on which you 
calculated the EI  premium, up to a maximum of  $44,200 for  2011.  
Enter  "0"  i f  there are no insurable earnings.  

Box 29 – Employment code 

Enter  the appropr iate code for  the occupat ion of  the worker .  Enter  
code 13  for  a barber  or  hairdresser  or  code 12  for  a taxi  driver  or  
driver  of another passenger-carrying vehicle.  

Box 55 – Employee's PPIP premiums 

Enter  the PPIP premiums remit ted on behal f  of  the worker  (worker 's  
par t  only)  whi le  he or  she worked in Quebec.  
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Box 56 – PPIP insurable earnings 

For workers work ing in Quebec,  enter  the  total  amount  used to 
calculate the worker 's  PPIP premiums, up to a maximum of  $64,000 
for  2011.  

Other information 

Enter  the amount  of  gross earnings of  the worker ,  us ing code 83  for  a 
barber  or  hairdresser and code 82  for  a taxi  driver  or  driver of  
another passenger-carrying vehicle.  

Employees with power saws or tree trimmers 
I f  you are an employer in  the forestry business,  you may have 
employees who,  according to thei r  contracts,  have to use thei r  own 
power saws or  t ree t r immers at  thei r  own expense.  

In box 14,  "Employment income,"  inc lude renta l  payments you made to 
employees for  the use of  thei r  own power saws or  t ree t r immers.  You 
should not  reduce the amount  in  box 14 by the cost  or  value of  saws,  



–  108  –  

t r immers,  par ts ,  gasol ine,  or  any other  mater ia ls  the employee 
suppl ies.  

Employees outside Canada 
In  s i tuat ions where you pay CPP on behal f  of  your  employee who is  
work ing outs ide Canada,  for  a l l  or  par t  of  the year,  you have to 
prepare a T4 s l ip .  See page 54 [12] ,  "Box 29 – Employment code,"  for  
speci f ic  T4 report ing inst ruct ions.  

Overseas employment tax credit  

I f  you employ a res ident  of  Canada to work outs ide Canada for  more 
than s ix  consecut ive months,  the employee may be ent i t led to an 
overseas employment tax credi t .  The s ix  consecut ive months of  
employment can star t  in  the current  year  or  in  a previous year.  The 
employment dut ies per formed outs ide Canada must  e i ther  be to get  
a contract  for  the employer or  re la te to a contract  under which the 
employer carr ied on business outs ide Canada.  See Interpretat ion 
Bul let in  IT-497,  OVERSEAS EMPLOYMENT TAX CREDIT,  and Chapter  7 
of  Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND 
REMITTANCES.  
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How to complete the T4 sl ip  

Box 14 – Employment income 

Report  the tota l  amount  of  remunerat ion you paid that  re lates to any 
employment outs ide Canada.  Do th is  even i f  an employee has 
received a le t ter  of  author izat ion f rom a tax serv ices of f ice or  tax 
centre that  a l lows you to reduce the amount  of  income tax you deduct  
f rom the employee's income.  

On the s l ip ,  show the income that  qual i f ies for  the reduct ion and the 
number of  days the employee worked outs ide Canada.   

In  the "Other in format ion" area,  enter  in  one of  the boxes code 72 and 
the income qual i fy ing under sect ion 122.3 of  the INCOME TAX ACT.  Also 
enter  in  one of  the boxes code 73 and the number of  days the 
employee worked outs ide Canada.  The number of  days should be a 
three-dig i t  number that  you enter  at  the beginning of  the 
box "Amount ."  
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Example 

Box   Amount  

73  089   

Fishing income 
Fishing income is  reported on the T4 s l ip .   

F ishing income ( for  example,  proceeds of  the catch paid to a sel f -  
employed f isher)  and employment income ( for  example,  p lant  income) 
can be reported on the same T4 s l ip  or  on separate T4 s l ips.   

The inst ruct ions that  fo l low are for  f ish ing income paid to a sel f -  
employed f isher .  For  inst ruct ions on paying employment income to an 
employee,  see the deta i led inst ruct ions that  s tar t  on page 34 [8] .  

Notes 
Do not  use code 78,  79,  or  80 to  report  employment income. Use 
box 14.  See "Box 14 – Employment income" on page 38 [9] .  
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Report ing paid or  payable sel f -employed f isher  income depends on 
whether  you are us ing the cash method or  accrual  method of  
account ing.  For  an explanat ion of  these methods,  see Chapter  1 of  
Guide T4004,  F ISHING INCOME. 

For more informat ion on f ish ing income, see Guide T4005,  FISHERS 
AND EMPLOYMENT INSURANCE and Guide T4004,  F ISHING INCOME. 

Employer's name 

Enter  your operat ing or  t rade name. 

Employee's name and address 

Enter  the f isher 's  name and address,  inc luding the province or  
terr i tory and posta l  code.  

Box 10 – Province of  employment 

Enter  the provinc ia l  or  terr i tor ia l  abbreviat ion to indicate where the 
f isher  reported for  work (see the l is t  on page 37 [9]  ) .  
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Box 12 – Social  insurance number 

Enter  the socia l  insurance number (SIN) shown on the f isher 's  SIN 
card.  

Box 14 – Employment income 

Leave blank.  F ishing income is  reported using codes 78,  79,  and 80.  
See the "Other  in format ion – Fishing income" sect ion on page 114 
[ the next  page] .  

Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

Do not  complete th is  box.  F ishing income is  not  subject  to CPP/QPP 
contr ibut ions.  

Box 18 – Employee's EI  premiums 

Enter  the EI  premiums you deducted f rom the f isher 's  gross income. 
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Box 24 – EI  insurable earnings 

Enter  the amount  of  the f isher 's  insurable earnings on which you 
calculated the EI  premiums, up to a maximum of  $44,200 for  2011.  
Enter  "0"  i f  there are no insurable earnings.  

Box 26 – CPP/QPP pensionable earnings 

Enter  "0,"  s ince f isher  earnings are not  pensionable.  

Box 28 – Exempt (CPP/QPP, EI ,  and PPIP) 

Enter  an "X" under CPP/QPP ( f isher  earnings are not  pensionable) .  

Box 29 – Employment code 

Enter  code 17.  

Box 55 – Employee's PPIP premiums 

Enter  the PPIP premiums you deducted f rom gross income of  f ishers 
work ing in Quebec.  
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Box 56 – PPIP insurable earnings 

For f ishers work ing in Quebec,  enter  the total  amount  used to 
calculate the f isher 's  PPIP premiums, up to a maximum of  $64,000 for  
2011.  

Other information – Fishing income 

Code 78 – Fishers – Gross income 

Enter  the amount  paid or  payable to the f isher  f rom the proceeds of  a 
catch.  Do not  inc lude th is  amount  in  box 14.  

In addi t ion,  report  e i ther  the net  par tnership or  owner amount  us ing 
code 79 or  the shareperson amount  us ing code 80.  

Note 
This income does not  inc lude amounts paid for  a catch or  par t  of  a 
catch made by other  persons who were not  members of  the crew. 
For  more informat ion,  see "Calculat ing the insurable earnings of  a 
f isher"  in  Guide T4005,  F ISHERS AND EMPLOYMENT INSURANCE.  
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Code 79 – Fishers – Net partnership amount 

Enter  the amount  that  is  the product  of  the gross income (or  gross 
value of  the catch)  reported under code 78,  minus the 25% prescr ibed 
amount  and the tota l  amount  paid to the sharepersons reported under 
code 80,  mul t ip l ied by your par tnership agreement a l locat ion.  See 
Example 5 in Guide T4005,  F ISHERS AND EMPLOYMENT INSURANCE.  
Inc lude th is  amount  in  box 24 (box 56 for  f ishers in  Quebec).  Do not  
inc lude th is  amount  in  box 14.  

Code 80 – Fishers – Shareperson amount  

Enter  the amount  paid or  payable to the f isher  f rom the proceeds of  a 
catch based on the shar ing arrangement agreed to before embark ing 
on the f ish ing t r ip .  Inc lude th is  amount in  box 24 (box 56 for  f ishers in  
Quebec) and wi th code 78.  Do not  inc lude th is  amount  in  box 14.   

Indians 
The salary or  wages you paid to an Indian may be taxable,  tax-  
exempt,  or  par t ly  tax-exempt.  Use Form TD1-IN,  DETERMINATION OF 
EXEMPTION OF A  STATUS INDIAN 'S  EMPLOYMENT INCOME, to determine the 
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type of  exempt ion that  appl ies to an Indian 's  employment income. For  
more informat ion,  you can a lso refer  to Chapter  7 of  Guide T4001,  
EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES.  

Taxable salary or wages 

I f  you are an employer paying taxable salary or  wages to an Indian,  
you have to deduct  CPP/QPP contr ibut ions,  EI  premiums, and income 
tax,  as wel l  as PPIP premiums ( for  workers in  Quebec).  Complete a l l  
boxes of  the T4 s l ips in  the usual  way.  

Note 
I f  you paid a ret i r ing a l lowance to an Indian,  see "Ret i r ing 
a l lowances" on page 130 [25] ,  and "Code 68 – Indian (exempt 
income) – El ig ib le ret i r ing a l lowances" and "Code 69 – Indian 
(exempt income) – Non-el ig ib le ret i r ing a l lowances" on page 71 [14] ,  
for  more deta i led informat ion.  

Tax-exempt salary or wages 

I f  you are an employer paying tax-exempt salary or  wages to an 
Indian,  you do not  have to deduct  CPP/QPP contr ibut ions;  however,  
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you have to deduct  EI  premiums, and PPIP premiums ( for  workers in  
Quebec).  For  more informat ion,  see Guide T4001,  EMPLOYERS'  
GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES.  

How to complete the T4 sl ip 

Prepare the T4 s l ip  in  the fo l lowing way when you pay a tax-exempt 
salary to an Indian.  

Box 14 – Employment Income 

Leave th is  box b lank.  Instead,  in  the "Other in format ion" area,  enter  
code 71 and the amount  of  the exempt salary or  wages paid in the 
year.  

Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

The employment of  an Indian whose income is  exempt f rom tax is  
excluded f rom pensionable earnings.  

I f  you did not  e lect  to provide CPP/QPP coverage to a l l  your  Indian 
employees on thei r  tax-exempt employment income, leave th is  box 
b lank.  
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I f  you did  e lect  to provide CPP/QPP coverage,  enter  the CPP/QPP 
contr ibut ions you deducted f rom the employee's earnings.  

Box 18 – Employee's EI  premiums 

Tax-exempt salary or  wages paid to  an Indian are insurable earnings 
subject  to EI  premiums. Enter  the EI  premiums you deducted.  

Box 20 – RPP contr ibutions 

Leave th is  box b lank.  Registered pension p lan (RPP) contr ibut ions 
made wi th respect  to tax-exempt employment income are not  
deduct ib le by the employee.  

Box 24 – EI  insurable earnings 

Enter  the amount  of  insurable earnings on which you calculated the 
EI  premiums, up to a maximum of  $44,200 for  2011.  Enter  "0"  i f  there 
are no insurable earnings.  



–  119  –  

Box 26 – CPP/QPP pensionable earnings 

I f  you did not  e lect  to provide CPP or  QPP coverage to a l l  your  Indian 
employees on thei r  tax-exempt employment income, enter  "0."  

I f  you did elect  to provide CPP/QPP coverage,  enter  the amount  of  
pensionable earnings on which you calculated the CPP/QPP 
contr ibut ions,  up to a maximum of  $48,300 for  2011.  

Box 28 – Exempt (CPP/QPP, EI ,  and PPIP) 

Do not  complete the CPP/QPP  par t  of  th is  box i f  you entered an 
amount  greater  than 0 in box 16,  17,  or  26.  Enter  an "X" under 
CPP/QPP only i f  the earnings were exempt for  the entire  per iod of  
employment.  

Box 44 – Union dues 

Leave th is  box b lank.  Union dues paid in respect  of  tax-exempt 
employment income are not  deduct ib le by the Indian employee.  
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Box 52 – Pension adjustment 

Tax-exempt salary is  inc luded when determining the pension 
adjustment  amount .  See page 57 [12]  for  deta i ls .  

Box 55 – Employee's PPIP premiums 

Tax-exempt salary or  wages paid to  an Indian in Quebec are insurable 
earnings subject  to PPIP premiums. Enter  the PPIP premiums you 
deducted f rom employees work ing in Quebec.  

Box 56 – PPIP insurable earnings 

For employees work ing in Quebec,  enter  the total  amount  used to 
calculate the employee's PPIP premiums, up to a maximum of  $64,000 
for  2011.  

Part ly tax-exempt salary and wages 

How to complete the T4 sl ip 

Prepare the T4 s l ip  in  the fo l lowing way when you pay a par t ly  
tax-exempt salary to an Indian.  
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Box 14 – Employment income 

Enter  the taxable salary or  wages paid to the Indian employee in 
box 14.  In the "Other in format ion" area,  enter  code 71 and the amount  
of  the tax-exempt salary or  wages paid in  the year.  

Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

I f  you did not  e lect  to provide CPP/QPP coverage to a l l  your  Indian 
employees on thei r  tax-exempt employment income, enter  the 
CPP/QPP contr ibut ions you deducted f rom the employee's taxable 
earnings.  

I f  you did  e lect  to provide CPP/QPP coverage,  enter  the 
CPP/QPP contr ibut ions you deducted f rom the employee's earnings.  

Box 18 – Employee's EI  premiums 

Taxable and tax-exempt salary or  wages paid to an Indian are 
insurable earnings subject  to EI  premiums. Enter  the EI  premiums you 
deducted.  
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Box 20 – RPP contr ibutions 

Registered pension p lan (RPP) contr ibut ions that  have been made for  
tax-exempt income are not  deduct ib le.  Do not  enter  those 
contr ibut ions in box 20.  I f  the employment income that  re lates to an 
RPP contr ibut ion consists of  both taxable and tax-exempt income, you 
have to prorate the RPP contr ibut ion.  

You do not  have to prorate the amount  of  pension adjustment  (PA).  
Report  the tota l  amount  in  box 52,  "Pension adjustment ,"  of  the 
T4 s l ip .  

Box 24 – EI  insurable earnings 

Enter  the amount  of  insurable earnings on which you calculated the 
EI  premiums, up to a maximum of  $44,200 for  2011.  Enter  "0"  i f  there 
are no insurable earnings.  

Box 26 – CPP/QPP pensionable earnings 

Enter  the amount  of  pensionable earnings on which you calculated the 
CPP/QPP contr ibut ions,  up to a maximum of  $48,300 for  2011.  
Enter  "0"  i f  there are no pensionable earnings.  
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Box 44 – Union dues 

Annual  union,  professional ,  or  l ike dues re lated to tax-exempt income 
are not  deduct ib le.  Do not  enter  these dues in box 44.  I f  the 
employment income that  re lates to union dues consists of  both taxable 
and tax-exempt income, you have to prorate the union dues.  

Box 52 – Pension adjustment 

Taxable and tax-exempt salary is  inc luded when determining the 
pension adjustment  amount .  See page 57 [12]  for  deta i ls .  

Box 55 – Employee's PPIP premiums 

Taxable and tax-exempt salary or  wages paid to an Indian in Quebec 
are insurable earnings subject  to  PPIP premiums. Enter  the PPIP 
premiums you deducted f rom employees work ing in Quebec.  

Box 56 – PPIP insurable earnings 

For employees work ing in Quebec,  enter  the total  amount  used to 
calculate the employee's PPIP premiums, up to a maximum of  $64,000 
for  2011.  
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Placement or employment agency workers 
These guidel ines apply to employees/workers engaged by p lacement 
or  employment agencies,  in  the fo l lowing four  s i tuat ions:  

• agency that  h i res the employee;  

• agency that  pays the worker ;  

• agency whose c l ient  pays the worker ;  or  

• agency that  h i res a worker  under a contract  for  serv ice.  

Agency that hires the employee  

An agency that  h i res an employee (even i f  he or  she is  located at  a 
c l ient 's  premises)  has to deduct  CPP/QPP contr ibut ions,  EI  premiums, 
income tax,  and PPIP premiums ( for  workers in  Quebec) f rom amounts 
paid to these employees.  The agency a lso has to report  these 
amounts on a T4 s l ip  for  the employee.  
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Agency that pays the worker  

I f  an agency p laces a worker  in  employment under the d i rect ion and 
contro l  of  a c l ient  of  the agency and the agency pays the worker ,  the 
agency is  not  required to deduct  income tax,  but  is  required to deduct  
CPP/QPP contr ibut ions,  EI  premiums, and PPIP premiums ( for  
workers in  Quebec),  f rom amounts paid to these workers.  The agency 
a lso has to report  these amounts  on a T4 s l ip  for  the worker .  

Agency whose cl ient pays the worker 

I f  an agency p laces a worker  in  employment under the d i rect ion and 
contro l  of  a c l ient  of  the agency and the c l ient  of  the agency pays the 
worker ,  the c l ient  is  required to deduct  CPP/QPP contr ibut ions and 
income tax but  is  not  required to  deduct  EI  premiums or  PPIP 
premiums ( for  employees in Quebec).  The c l ient  of  the agency has to 
report  these amounts on a T4 s l ip .  

Agency that hires a worker under a contract  for service  

An agency that  h i res a worker  under a contract  for  serv ice ( that  is ,  an 
independent  worker)  is  not  required to deduct  CPP/QPP contr ibut ions,  
EI  premiums, PPIP premiums, or  income tax s ince the worker  is  
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se l f -employed.  Because the worker  is  sel f -employed, nei ther  the 
agency nor  the c l ient  is  required to f i le  a T4 s l ip .  However,  you may 
be required to f i le  a T4A s l ip .  See Guide RC4157,  DEDUCTING INCOME 
TAX ON PENSION,  AND OTHER INCOME AND FIL ING THE T4A SLIP  AND 
SUMMARY.  

How to complete the T4 sl ip 

In  a l l  cases,  except  where an agency h i res a worker  under a contract  
for  serv ice,  you complete the T4 s l ip  as fo l lows:  

Employer's name 

Enter  your operat ing or  t rade name. 

Employee's name and address 

Enter  the employee's/worker 's  name and address,  inc luding the 
province or  terr i tory and posta l  code.  
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Box 10 – Province of  employment 

Enter  the provinc ia l  or  terr i tor ia l  abbreviat ion to show where the 
employee/worker  reported to work (see the l is t  on page 37 [9]  ) .  

Box 12 – Social  insurance number 

Enter  the socia l  insurance number (SIN) shown on the employee's /  
worker 's  SIN card.  

Box 14 – Employment income 

Report  the gross earnings before deduct ions only i f  the agency h i red 
the employee.  I f  the agency paid the worker or the agency's cl ient 
paid the worker,  leave th is  box b lank.  See "Code 81" on page 130 
[ th is  page] .  

Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

Enter  the CPP/QPP contr ibut ions you deducted f rom the employee's /  
worker 's  gross earnings.  
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Box 18 – Employee's EI  premiums 

Enter  the EI  premiums you deducted f rom the employee's/worker 's  
gross earnings.  I f  the  agency's cl ient paid the worker,  leave th is  box 
b lank.  

Box 22 – Income tax deducted 

Enter  the tota l  income tax you deducted f rom the employee's/worker 's  
remunerat ion.  This inc ludes the federal ,  provinc ia l  (except  Quebec),  
and terr i tor ia l  taxes that  apply.  I f  the agency paid the worker,  leave 
th is  box b lank.  

Box 24 – EI  insurable earnings 

Enter  the amount  of  the employee's/worker 's  insurable earnings on 
which you calculated the EI  premiums, up to a maximum of  $44,200 
for  2011.  Enter  "0"  i f  there are no insurable earnings.  I f  the agency's 
cl ient paid the worker,  enter  "0."  
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Box 26 – CPP/QPP pensionable earnings 

Enter  the amount  of  the employee's/worker 's  pensionable earnings on 
which you calculated the CPP/QPP contr ibut ions,  up to a maximum of  
$48,300 for  2011.  Enter  "0"  i f  there are no pensionable earnings.  

Box 29 – Employment code 

Enter  employment code 11.  I f  the agency hired the employee,  leave 
th is  box b lank.  

Box 55 – Employee's PPIP premiums 

Enter  the PPIP premiums you deducted f rom the employee's/worker 's  
gross earnings whi le he or  she worked in Quebec.  I f  the agency's 
cl ient paid the worker,  leave th is  box b lank.  

Box 56 – PPIP insurable earnings 

For employees/workers working in Quebec,  enter  the total  amount  
used to calculate the employee's/worker 's  PPIP premiums, up to a 
maximum of  $64,000 for  2011.  I f  the agency's cl ient paid the 
worker,  leave th is  box b lank.  
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Code 81 

In  the "Other in format ion"  area at  the bot tom of  the T4 s l ip ,  use 
code 81 and enter  the gross earnings of  p lacement and employment 
agency workers.  I f  the agency hired the employee,  leave th is  box 
b lank.  

Retiring allowances 
As of  2011 ( for  the 2010 tax year)  ret i r ing a l lowances are reported on 
the T4 s l ip  instead of  the T4A s l ip .  

A ret i r ing a l lowance (a lso cal led severance pay)  is  an amount  paid to 
of f icers or  employees when or  af ter  they ret i re f rom an of f ice or  
employment,  in  recogni t ion of  long serv ice or  for  the loss of  of f ice or  
employment.  

A ret i r ing a l lowance includes:  

• payments for  unused s ick leave credi ts  on terminat ion;  and 
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• amounts indiv iduals receive when thei r  of f ice or  employment is  
terminated,  even i f  the amount  is  for  damages (such as wrongful  
d ismissal )  when the employee does not  return to work.  

A ret i r ing a l lowance does not include:  

• a superannuat ion or  pension benef i t ;   

• an amount  an indiv idual  receives as a resul t  o f  an employee's death 
( these payments may be t reated as death benef i ts) ;  

• a benef i t  der ived f rom cer ta in counsel l ing serv ices;  

• payments for  accumulated vacat ion leave not  taken pr ior  to 
ret i rement;  

• wages in l ieu of  terminat ion not ice (see Guide T4001,  EMPLOYERS'  
GUIDE – PAYROLL DEDUCTIONS AND REMITTANCES);  and  

• damages for  v io lat ions or  a l leged v io lat ions of  an employee's 
human r ights awarded under human r ights legis lat ion to the extent  
these amounts are not  taxable.  

I f  you pay a ret i r ing a l lowance to a resident  o f  Canada,  deduct  
income tax f rom any par t  you pay d i rect ly  to the rec ip ient .  Combine a l l  
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ret i r ing a l lowance payments that  have been or  are expected to be paid 
in the calendar year when determining the composi te rate to use.  Use 
the fo l lowing lump sum wi thhold ing rates to deduct  income tax:  

• 10% (5% for  Quebec) on amounts up to and inc luding $5,000;  

• 20% (10% for  Quebec) on amounts over  $5,000 up to and inc luding 
$15,000;  and 

• 30% (15% for  Quebec) on amounts over  $15,000.  

Recip ients may have to pay addi t ional  tax on these amounts when 
they f i le  thei r  returns.  To avoid th is s i tuat ion,  i f  a  rec ip ient  requests 
i t ,  you can:  

• calculate the annual  tax to deduct  f rom the rec ip ient 's  year ly  
remunerat ion,  including  the lump-sum payment.  You can use the 
Payrol l  Deduct ions Onl ine Calculator  (PDOC) at  
www.cra.gc.ca/pdoc;  

• calculate the annual  tax to deduct  f rom the rec ip ient 's  year ly  
remunerat ion,  not including  the lump-sum payment;  and 

• subtract  the second amount  f rom the f i rs t  amount .  
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The resul t  is  the amount  you deduct  f rom the lump-sum payment i f  the 
rec ip ient  requests i t .  

Do not  deduct  income tax f rom a lump-sum payment i f  a  rec ip ient 's  
tota l  earnings received or  receivable dur ing the calendar year,  
inc luding the lump-sum payment,  are less than the "c la im amount"  on 
thei r  Form TD1, PERSONAL TAX CREDITS RETURN.  This does not  apply 
to lump-sum payments paid to non-residents.  

Do not  deduct  CPP contr ibut ions or  EI  premiums f rom ret i r ing 
a l lowances.  

I f  you pay a ret i r ing a l lowance to a non-resident  o f  Canada,  you have 
to wi thhold 25% of  the ret i r ing a l lowance (subject  to var ious tax 
convent ions and agreements) .  Send th is  amount  to the Receiver  
General  on the non-resident 's  behal f .  For  more informat ion,  see 
Guide T4061,  NR4 – NON-RESIDENT TAX WITHHOLDING,  REMITT ING AND 
REPORTING.  
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Transfer of  a ret ir ing al lowance 

Employees wi th years of  serv ice before 1996 may be able to direct ly 
transfer  a l l  or  par t  of  a ret i r ing a l lowance to a registered pension 
p lan (RPP) or  a registered ret i rement savings p lan (RRSP).  This par t  
is  commonly referred to as the el igible port ion  or  the amount 
el igible for transfer.  A ret i r ing a l lowance may inc lude an e l ig ib le 
por t ion and a non-el ig ib le por t ion.  

A ret i r ing a l lowance may be paid over  one or  more years.  The 
amounts paid in  any par t icu lar  year  may be t ransferred to an RRSP or  
an RPP. The amounts t ransferred cannot  exceed the employee's 
e l ig ib le por t ion of  the ret i r ing a l lowance minus the e l ig ib le por t ion 
t ransferred by you in a pr ior  year .  

The amount  that  is  e l ig ib le for  t ransfer  under paragraph 60( j .1)  of  the 
INCOME TAX ACT ( the Act)  is  l imi ted to:  

• $2,000 for  each year or  par t  of  a year before 1996 that  the 
employee or  former employee worked for  you (or  a person re lated 
to you);  plus  
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• $1,500 for  each year or  par t  of  a year before 1989 of  that  
employment in  which none of  your  contr ibut ions to the RPP or  
deferred prof i t  shar ing p lan (DPSP) were vested in the employee's 
name when you paid the ret i r ing a l lowance.  To determine the 
equivalent  number of  years of  vest ing,  refer  to the terms of  the 
par t icu lar  p lan.  The number can be a f ract ion.  

You can only t ransfer  the e l ig ib le port ion of  the ret i r ing a l lowance 
under paragraph 60( j .1)  of  the Act  to the employee's own RRSP or  to 
an RPP under which your employee is  the annui tant .  The e l ig ib le 
por t ion cannot  be d i rect ly  t ransferred to a spousal  or  common- law 
partner 's  RRSP under paragraph 60( j .1)  of  the Act .  I f  you t ransfer  the 
amount  to an RPP, you may have to report  a pension adjustment  (PA).  
For  more informat ion,  contact  your p lan administ rator .  

Your employee may choose not  to use a l l  or  any por t ion of  the amount  
e l ig ib le for  t ransfer  under paragraph 60( j .1)  of  the Act .  I f  your  
employee has avai lable RRSP deduct ion l imi t ,  your  employee may 
t ransfer  some or  a l l  o f  the ret i r ing a l lowance to a spousal  or  common-
law partner  RRSP up to h is  or  her  RRSP deduct ion l imi t .   
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Your employee may also ask you to  t ransfer  some or  a l l  o f  the 
non-el igible  por t ion of  the ret i r ing a l lowance to h is  or  her  RRSP, or  
to a spousal  or  common- law partner 's  RRSP. The non-el ig ib le por t ion 
of  a ret i r ing a l lowance is  the amount  that  exceeds the amount  e l ig ib le 
for  d i rect  t ransfer .  The par t  that  you t ransfer  cannot  be more than the 
employee's avai lable RRSP deduct ion l imi t  for  the year.  

You do not  have to deduct  income tax on the amount  of  e l ig ib le 
ret i r ing a l lowance that  is  t ransferred d i rect ly  to an employee's RRSP 
or  to an RPP on behal f  of  the employee.  You also do not  have to 
deduct  income tax on any par t  of  the ret i r ing a l lowance that  your 
employee t ransfers to a spousal  or  common- law partner 's  RRSP i f  you 
have reasonable grounds to bel ieve your employee can deduct  the 
RRSP contr ibut ion when f i l ing h is  or  her  personal  income tax and 
benef i t  return.  For  more informat ion,  see the sect ion cal led "RRSP 
contr ibut ions you wi thhold f rom remunerat ion" in  Chapter  5 of  
Guide T4001,  EMPLOYERS'  GUIDE – PAYROLL DEDUCTIONS AND 
REMITTANCES.  

The por t ion of  the ret i r ing a l lowance paid in each year that  is  e l ig ib le 
for  t ransfer  should be reported in the "Other in format ion"  area,  us ing 
code 66 (code 68 in the case of  an Indian) .  Amounts not  e l ig ib le for  
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t ransfer  are reported in the "Other in format ion" area using code 67 
(code 69 in the case of  an Indian) .  For  example,  i f  an employee 
receives $60,000 payable in insta lments of  $10,000 over 6 years and 
has an e l ig ib le amount  of  $40,000,  the employee can choose how they 
want  the e l ig ib le and inel ig ib le por t ions appl ied to the insta lment  
payments in  each year.   

For  more informat ion about  ret i r ing a l lowances,  see Interpretat ion 
Bul let in  IT-337,  RETIRING ALLOWANCES,  Pamphlet  T4145,  ELECTING 
UNDER SECTION 217 OF THE INCOME TAX ACT and Guide T4061,  NR4 – 
NON-RESIDENT TAX WITHHOLDING,  REMITT ING,  AND REPORTING.  

Salary deferral arrangements 
A salary deferra l  arrangement is  a p lan or  arrangement made between 
an employee and an employer.  Under such an arrangement,  an 
employee postpones receiv ing salary and wages to a la ter  year .  Treat  
the deferred salary and wages as employment income in the year the 
employee earns  the amount .  Report  i t  on the employee's T4 s l ip  for  
that  year .  
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Prescribed plans or arrangements 

Prescr ibed  plans or  arrangements descr ibed in advance income tax 
ru l ing ATR39, DEFERRED SALARY LEAVE PLAN (ARCHIVED),  are not  
covered by the [above]  salary deferra l  ru les on page 137.  Treat  the 
deferred amounts in  these cases as income in the year the employee 
receives  them. Report  the income on the employee's T4 s l ip  for  that  
year .  

To f ind out  how to report  pension adjustments under these 
c i rcumstances,  see Guide T4084,  PENSION ADJUSTMENT GUIDE.  

Salary paid while the part icipant is working 

How to complete the T4 sl ip 

Prepare the T4 s l ip  in  the fo l lowing way when you pay a salary to the 
par t ic ipant  while he or she is working.  

Box 14 – Employment income 

Enter  the par t ic ipant 's  net  sa lary ( the salary minus the deferred 
amounts)  whi le the person was work ing.  
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Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

Enter  the CPP/QPP contr ibut ions you deducted f rom the par t ic ipant 's  
net  sa lary ( the salary minus the deferred amounts)  whi le the person 
was work ing.  

Box 18 – Employee's EI  premiums 

Enter  the EI  premiums you deducted f rom the par t ic ipant 's  gross  
sa lary ( inc luding deferred amounts)  whi le the person was work ing.  

Box 22 – Income tax deducted 

Enter  the total  income tax you deducted f rom the par t ic ipant 's  
remunerat ion.  This inc ludes the federal ,  provinc ia l  (except  Quebec),  
and terr i tor ia l  taxes that  apply.  

Box 24 – EI  insurable earnings 

Enter  the amount  of  insurable earnings on which you calculated the 
par t ic ipant 's  EI  premiums, up to a maximum of  $44,200 for  2011.  
Enter  "0"  i f  there are no insurable earnings.  
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Box 26 – CPP/QPP pensionable earnings 

Enter  the amount  of  the par t ic ipant 's  pensionable earnings on which 
you calculated the CPP/QPP contr ibut ions,  up to a maximum of  
$48,300 for  2011.  Enter  "0"  i f  there are no pensionable earnings.  

Box 28 – Exempt (CPP/QPP, EI ,  and PPIP) 

Do not  complete the CPP/QPP, EI ,  or  PPIP part  of  th is  box,  unless the 
earnings were exempt for  the entire  per iod of  employment.  

Box 55 – Employee's PPIP premiums 

Enter  the PPIP premiums you deducted f rom the par t ic ipant 's  gross 
earnings ( inc luding deferred amounts)  whi le  the person was work ing 
in Quebec.  

Box 56 – PPIP insurable earnings 

For par t ic ipants work ing in Quebec,  enter  the  total  amount  used to 
calculate the par t ic ipant 's  PPIP premiums, up to a maximum of  
$64,000 for  2011.  
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Deferred amounts paid to the part icipant during the leave period 

How to complete the T4 sl ip 

Prepare the T4 s l ip  in  the fo l lowing way when you pay the deferred 
amounts to the par t ic ipant  during the leave period.  

Box 14 – Employment income 

Enter  the tota l  deferred amounts paid to the par t ic ipant  dur ing the 
leave per iod.  

Boxes 16 and 17 – Employee's CPP/QPP contr ibutions 

Enter  the CPP/QPP contr ibut ions you deducted f rom the par t ic ipant 's  
deferred amounts you paid dur ing the leave per iod.  

Box 18 – Employee's EI  premiums 

Leave th is  box b lank.  
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Box 22 – Income tax deducted 

Enter  the total  income tax you deducted f rom the par t ic ipant 's  
remunerat ion.  This inc ludes the federal ,  provinc ia l  (except  Quebec),  
and terr i tor ia l  taxes that  apply.  

Box 24 – EI  insurable earnings 

Enter  "0."  

Box 26 – CPP/QPP pensionable earnings 

Enter  the amount  of  the par t ic ipant 's  pensionable earnings on which 
you calculated the CPP/QPP contr ibut ions,  up to a maximum of  
$48,300 for  2011.  Enter  "0"  i f  there are no pensionable earnings.  

Box 28 – Exempt (CPP/QPP, EI ,  and PPIP) 

Enter  an "X" under EI .  Do not  complete the CPP/QPP or  PPIP par t  of  
th is  box,  unless the earnings were exempt for  the entire  per iod of  
employment.   
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Box 55 – Employee's PPIP premiums 

Leave th is  box b lank.  

Box 56 – PPIP insurable earnings 

Leave th is  box b lank.  

Salary overpayments 
I f  you make a payment or  an overpayment of  salary,  wages or  other  
remunerat ion to an employee,  how you correct  th is  wi l l  depend on the 
reason the employee was overpaid and the year in  which the 
employee repaid the amount .  

Note 
I f  you a l low your employee to repay the overpayment in  insta lments,  
you may have to calculate a taxable interest  benef i t .  For  fur ther  
in format ion,  see "Loans – interest  f ree and low- interest"  in  
Guide T4130,  EMPLOYERS'  GUIDE – TAXABLE BENEFITS AND 
ALLOWANCES.  
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Employee did not perform duties 

When an employee repays you,  in  the same or  a la ter  year ,  for  salary 
or  wages received when the employee d id not  per form his or  her  
dut ies,  the repayment is  considered to be a repayment of  salary and 
wages.  Examples inc lude an employee who was advanced vacat ion 
leave credi ts ,  but  qui t  work ing for  you before actual ly  earning the 
credi ts ;  or  an employee who was paid a s igning bonus but  d id not  
work for  the t ime agreed to in  the employment contract .   

You cannot  adjust  the employee's T4 s l ip  or  the payrol l  records to 
reduce the tota l  employment income or  source deduct ions by the 
amount  of  the repayment.  Your employer 's  share of  CPP contr ibut ions 
and EI  premiums is  not  refundable.  

You should g ive the employee a let ter  conf i rming the tax year when 
the overpayment was inc luded in the employee's income as wel l  as 
the date,  the reason,  and the amount  of  repayment you received.  The 
employee may c la im a deduct ion on h is  or  her  personal  income tax 
and benef i ts  return in the year the amount  was repaid.  
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Example 
In  September 2011,  Peter  became i l l  and was unable to work.  You 
cont inue to pay h is  regular  salary.  In February 2012,  he begins to 
receive payments f rom a wage loss replacement p lan and repays 
you the amount  of  salary he received f rom September 2011 to 
February 2012.  Do not  adjust  h is  2011 T4 s l ip  to reduce the tota l  
employment income and CPP/QPP pensionable and EI  or  
PPIP insurable earnings or  the current  year pay records to ref lect  
the amount  of  repayment.  Instead,  Peter  can c la im a deduct ion for  
the repayment on h is  2012 income tax and benef i t  return by 
provid ing a copy of  the let ter  you gave h im conf i rming the date and 
the amount  he repaid to you and the year the amount  was inc luded 
in income. 

Clerical  or administrat ive errors 

We wi l l  not  consider  an amount  to be salary,  wages,  or  an advance in 
the year the employee received i t  i f  the employee is  overpaid because 
of  an administ rat ion or  c ler ica l  error  (mistake) .  I f  you d iscover the 
error  af ter  issuing a T4 s l ip  for  the employee,  you must  issue an 
amended T4 s l ip  for  that  year to exclude th is  amount .  
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However,  the amount  should be inc luded on a T4 s l ip  in  the fo l lowing 
s i tuat ions:  

• The employee says he or  she wi l l  repay the amount  and does not .  
Inc lude the amount  in  employment income in the year the employee 
agrees to repay the amount  but  does not .  

• The employee says he or  she wi l l  not  repay the amount .  Inc lude the 
amount  in  employment income in  the year of  the overpayment.  

• The employer forgoes h is  or  her  r ight  to the amount .  Inc lude the 
amount  in  employment income in  the year of  forg iveness.  

• There was knowledge or  col lus ion and the employee does not  repay 
the amount .  Inc lude the amount  in  employment income in the year 
of  the overpayment.  

I f  the employee repays you in the same year as the overpayment,  the 
employee may repay you the net  amount  (gross pay less source 
deduct ions)  as long as you are able to reduce your next  payrol l  
remi t tance to the CRA by the CPP, EI  or  income tax remit ted in error  
( inc luding your share of  CPP and EI)  before  your  last  remit tance for  
the year has been made.  
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Your employee should repay you the gross  amount  of  the salary 
overpayment i f  you d id not  wi thhold CPP, EI  or  income tax deduct ions 
when the amount  was paid to the employee or  you are not  able to 
reduce your next  payrol l  remit tance to the CRA for  that  year .  Your 
employee should a lso repay you the gross  amount  i f  the salary paid 
in  error  and the repayment are in  a d i f ferent  tax year.  In  these 
s i tuat ions,  you wi l l  have to inc lude the deduct ions on the employee's 
or ig inal  (or  amended) T4 s l ip ,  but  you should reduce the employee's 
tota l  income, and the CPP pensionable and EI  insurable earnings by 
the amount  of  the salary repayment.  

I f  you had to report  the CPP and EI  deduct ions wi thheld in  error  on 
the employee's T4 s l ip ,  you can ask for  a refund of  the employer 's  
share of  CPP contr ibut ions or  EI  premiums that  you deducted in error  
by complet ing Form PD24, APPLICATION FOR A  REFUND OF 
OVERDEDUCTED CPP CONTRIBUTIONS AND/OR EI  PREMIUMS.  You can 
request  a refund up to four  years af ter  the end of  the year in  which 
the CPP overpayment occurred,  or  three years in the case of  an 
EI  overpayment.  
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Example 
In  2011,  because of  a calculat ion error ,  you overpaid your employee 
$300.  She agrees to repay th is  amount  in  2012.  You may amend the 
2011 T4 s l ip  to reduce the tota l  employment income, as wel l  as the 
CPP/QPP pensionable and EI  insurable earnings,  by $300.  Do not  
adjust  the amount  of  CPP/QPP, EI ,  and income tax deducted.  The 
employee wi l l  not  be able to c la im a deduct ion f rom income in the 
2012 tax year for  the repayment,  but  she can amend her  2011 
income tax and benef i t  return.  You can ask for  a refund of  the 
CPP contr ibut ions or  EI  premiums that  you deducted in error .  

Seasonal Agricultural Workers Program 
I f  you employ fore ign workers under the Seasonal  Agr icul tura l  
Workers Program, enter  code 15 in box 29,  "Employment code,"  of  the 
T4 s l ips for  your employees.  For  in format ion,  see Guide RC4004,  
SEASONAL AGRICULTURAL WORKERS PROGRAM. 
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For more information 
What if  you need help? 
I f  you need help af ter  reading th is  guide,  go to 
www.cra.gc.ca/payrol l  or  ca l l  1-800-959-5525.   

Forms and publications 
To get  our  forms or  publ icat ions,  go to www.cra.gc.ca/forms  or  ca l l  
1-800-959-2221.  

Electronic mail ing l ists 
We can not i fy  you immediate ly  about  new informat ion on payrol l ,  
e lectronic f i l ing for  businesses,  and more.  To subscr ibe,  f ree of  
charge,  go to www.cra.gc.ca/ l ists.  

Teletypewriter (TTY) users 
TTY users can cal l  1-800-665-0354  for  bi l ingual  assistance dur ing 
regular  business hours.  
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My Business Account 
My Business Account  is  a secure and convenient  way to access and 
manage your business accounts onl ine.  

You can v iew your account  balance and t ransact ions,  f i le  your return 
and v iew i ts  s tatus,  v iew address,  v iew remit t ing requirements,  
provide a n i l  remi t tance,  and request  to c lose your payrol l  account .  
For  more informat ion,  go to www.cra.gc.ca/mybusinessaccount.  

Electronic payments 
Make your payment onl ine using the CRA's My Payment serv ice at  
www.cra.gc.ca/mypayment  or  us ing your f inancia l  inst i tu t ion 's  
te lephone/ Internet  banking serv ices.  For  more informat ion,  go to 
www.cra.gc.ca/electronicpayments,  or  contact  your f inancia l  
inst i tu t ion.  
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Addresses 
Ottawa Technology Centre 

Canada Revenue Agency 
875 Heron Road 
Ottawa ON  K1A 1G9 

Electronic Media Processing Unit  

Ottawa Technology Centre 
Canada Revenue Agency 
875 Heron Road 
Ottawa ON  K1A 1A2 

Tax Centres 

Jonquière Tax Centre 
2251 René-Lévesque Boulevard 
Jonquière QC  G7S 5J1 

Shawinigan-Sud Tax Centre 
Post  Of f ice Box 3000,   
Stat ion Bureau-chef  
Shawinigan QC  G9N 7S6 
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St .  John's Tax Centre 
290 Empire Avenue 
St .  John's NL  A1B 3Z1 

Sudbury Tax Centre 
1050 Notre Dame Avenue 
Sudbury ON  P3A 5C1 

Summerside Tax Centre 
275 Pope Road 
Summerside PE  C1N 6A2 

Surrey Tax Centre 
9755 King George Boulevard 
Surrey BC  V3T 5E1 

Winnipeg Tax Centre  
66 Stapon Road 
Winnipeg MB  R3C 3M2 

 

Publications for employers 
• Employers '  Guide – Payrol l  Deduct ions and Remit tances (T4001) 

• Employers '  Guide – Taxable Benef i ts  and Al lowances (T4130) 

• Deduct ing Income Tax on Pension and Other Income, and Fi l ing the 
T4A Sl ip and Summary (RC4157) 

•  F ishers and Employment Insurance (T4005) 
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Our service complaint process 
I f  you are not  sat is f ied wi th the service  you have received,  contact  
the CRA of f ice you have been deal ing wi th.  I f  the matter  is  not  
resolved,  you can choose to f i le  a serv ice complaint .  I f  you are not  
p leased wi th the way the CRA handles your complaint ,  you can 
contact  the Off ice of  the Taxpayer 's  Ombudsman. For  more 
informat ion,  go to www.cra.gc.ca/complaints  or  see Booklet  RC4420,  
INFORMATION ON CRA – SERVICE COMPLAINTS.  

Your opinion counts 
I f  you have any comments or  suggest ions that  could help us improve 
our  publ icat ions,  we would l ike to hear f rom you.  Please send your 
comments to:   

 

Taxpayer Serv ices Directorate 
Canada Revenue Agency 
750 Heron Road 
Ottawa ON  K1A 0L5 

 


