M Manulife

RRSP!

T4 slips and Relevé 1 forms

Each year, you must report your members’ employment income and benefits accrued under your
RRSP. To do so, you must include this information on your members’ T4 slips and Relevé 1 forms (for
Quebec members only).

Below are tips to help you manage your payroll deductions and to complete and file your T4 slips
and Releveé 1.

Setting up your payroll

Contributions you make to a member’s RRSP as well as RRSP
administration fees that you pay on their behalf are considered a
taxable benefit and are insurable®. As a result, you are required
to deduct Employment Insurance (El) and Canadian Pension

Plan (CPP) or Quebec Pension Plan (QPP) premiums. These
contributions are also insurable? for Quebec residents and you
must also deduct Quebec Parental Income Plan (QPIP) premiums.

Here is an example of how to treat an RRSP contribution:

Step 1
Add your contributions and any administration fees you pay to the
member’s weekly salary for the current pay period:

Weekly salary $500.00
Administration fees (taxable benefit) $2.00
Your contributions, if any (taxable benefit) $50.00

Total $552.00

[ Description _________[Taxform ____[Box ____|

Step 2

With the result of step 1, calculate the EI, CPP/QPP and QPIP

(for Quebec residents only) and annually report the total results to
boxes 24, 26 and 55 respectively.

Step 3
Subtract the total member and employer contributions from the
result of step 1.

Total from step 1 $552,00

" Your contributions, if any $50,00
" Member’s contributions, if any $50,00
Total $452,00

You do not have to deduct income tax at source on employer and
member RRSP contributions.

Step 4

With the result of step 3, calculate the income tax at source and
report results to box 22 of the T4 slip.

To easily apply the applicable deductions and report the information
onyour T4 slips and Relevé 1 forms, set up your payroll with a

Employer’s contributions T4 14 and 40 ¢ h &
(including administration fees) Relevé 1 AandL separate account for each transaction type.
T4 slip
Canada Revenus  Agence du revenu Enter the member’s employment
Employer's name — Mom de lemployeur I*I du Canad, . . .
Agenct v anada T4 income, which includes the
Year STATEMENT OF REMUNERATIONPAID I
Annde ETAT DE LA REMUNER, PAYEE contributions you have made
Employment Inoome — fine 101 Trager® tax dedusted — ine 437 on the member’s behalf (do
Revanus d'emplol —ligns 104 2ur la revenu rat=nu — ligns 437 n y
E not include the member’s
contributions).
Busiress Mumber Province of employment Employes's CPP confributions — line 308 El insurable samings
Murnéro d enfreprise Prowvince d'emploi Cofisations de lfemployé au RPC - ligne 308 Gaing assurablea d'AE . .
E E E E Include the contributions you have
made on the member’s behalf and
N Bascurons Sl corr T B TRRE e Cormre i Tyt s G a8 Guins bevon e FeERR | Teport results to box 40 (do not
E E E E include the member’s contributions).
FPCART  AE APAP Employee's El pramiurns — line 312 Union dusa — line 242

Employee's name and address — Nom et adresse de I'employé
Last nore (in zapital stters) — Nam d famills (sn lettres moulées)
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First name — Préncmn  Inifiake — Initiales.
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Other information Bow —Case /Amoum — Martant Bow — Case Amount — Mantart
(zea the back)
Autres
renseignements Box —Caze Amount — Moritant Box — Case Amount — Mantart
{vioir au verso)
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Permion adjustment —lins 206
Factsur d'équivalence — ligns 206

Employes's PPIP premiums — ses the back
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Cofisations syndioales - ligne 242 Yincludes Structured Registered
E Retirement Savings Plan (STRP)

2 Contributions are not insurable if
your employees cannot withdraw
the amounts from a group RRSP until
they retire/cease to be employed or if
you allow the employees to withdraw
RRSP funds under the Home Buyers’
Plan/Lifelong Learning Plan. For more
information, visit the Canada Revenue
Agency site at www.cra-arc.gc.ca.

= line 21 Charitalle donaticns — see the back
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Where do | send my T4 slips?
Ottawa Technology Centre
875 Heron Road

Ottawa ON K1A 1G9
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You can also use the CRA’s free online services to create and submit your T4
information return for up to 70 employees.

To find out more, visit the Canada Revenue Agency website at www.cra-arc.gc.ca



Relevé 1

Revenus d’emploi et revenus divers

A- Revenus d'emploi B- Cotisation au RRQ C- Cotisation a |'assurance emploi

G- Salairg admissible au RRQ H- Cotisation aﬁ RdAP 1- Salaire admissible au RQAP

M- Congmissions N- Dons de bienfaisance 0- Autres revenus

S- Poyfrboires reus T- Pourbaires attribués U- Retraite progressive

Rengeignements
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Année Code durelevé  N° du dernier relevé transmis

12013

D- Cotisation a un RPA E- Impbt du Québec retenu F- Cotisation syndicale

J- Régime privé d'ass. maladie K- Voyages (région éloignée) L- Autres avantages

P- Régime d'ass. interentreprises Q- Salaires différés R- Revenu « situé » dans une réserve

V- Nourriture et logement W Véhicule 3 ' Code (case 0)

INuméro‘d'assuxance sociale du particulier ~ Numéro de référence (facultatif)

i
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Enter all other taxable benefits
granted to the member.

Enter the member’s employment
income, which includes the
contributions you have made on
his/her behalf (do not include the
member’s contributions).

When must | file the T4 slips and Relevé 1 forms?
Annually, on or before the last day of February.

Where do | send my Relevé 1 forms?
Revenu Québec office nearyou.

To find the nearest Revenu Québec office visit their website at
Www.revenu.gouv.qc.ca

You can also submit these forms electronically. For
more information, visit Revenu Québec’s website, at
www.revenu.gouv.qc.ca.
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Relevé 1 is only available in French and only
applies to Quebec residents.

®

Members receive two income tax receipts each year:
one covering the first 60 days of the year and another
for the period from March 1 to December 31. Receipts
include the total of your contributions, if any, and the
member’s contributions.
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