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Frequently Asked Questions Regarding Canadian Goods and Services Tax By IRWA Chapters:
The following questions were posed during a conference call with Canadian chapter leaders in February 2006.  We will periodically update this list and share it with IRWA chapter leaders.  
Q: Sometimes our course registrants are provincial or federal government employees. Do I have to charge them GST/HST?

A: If they are registered for a course in their own names and pay by their own credit cards or personal cheques, you must charge them GST/HST.

If they are registered for a course by presenting you a purchase order issued by a provincial department in provinces other than Nova Scotia, New Brunswick, or Newfoundland and Labrador (these governments must pay GST/HST on their taxable purchases), you do not charge GST/HST. On such purchase documents, there must be a statement certifying that a provincial government is purchasing the goods or services with Crown funds. The certification clause should be similar in form to the following:

This is to certify that the property and/or service ordered/purchased hereby are purchased by, 



(Name of Provincial Government Department)

with Crown funds, and are not, therefore, subject to the Goods and Services Tax.



Signature of Authorized Official

The Chapters have to keep the purchase documents with the certification clause for CRA audit purposes. 

If they present you with a federal government department purchase order, you must charge GST/HST.
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Q: If I have course registrants who pay GST/HST and those who do not, do I have to separately report them on the standard “GST/HST Report”?

A: Not necessarily. The purpose of the “GST/HST Report” is simply to provide the “total” GST/HST charged or paid by each chapter. The totals from each chapter’s report will be consolidated to prepare the total GST/HST for the whole organization and to file their GST/HST tax returns. It is not intended to be a detailed record of your accounting entries. If you feel that to separate them into different line items would make your job easier, you are free to do so. 

Q: If our course registrants are municipal employees, do I have to charge them GST/HST?

A: Yes, municipalities and cities must pay GST/HST on purchases like all other persons.

Q: Can I use quick method of accounting?

A: No. Unfortunately, IRWA is not qualified to use the quick method of accounting for GST. 

Q: Some of our chapter’s expenses are made by credit cards; and the credit cards slips may not clearly identify the tax portion; and also sometimes we are charged for GST when the invoice does not show a GST number. Should we pay the GST and can we claim the input tax credit?

A: To claim an input tax credit, you must obtain the minimum documentary and information requirements set out in the Excise Tax Act prior to filing the GST return. The requirements are quite detailed. Depending on the total amount shown on the supporting documentation, the supporting document must include certain specific information. 

Total amount under $30

· the supplier’s name or trading name;

· the date of the transaction

· the total amount paid
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Total amount of $30 or more, but less than $150

· includes all items required for total amount under $30;

· the registration number of the supplier; and

· the amount of GST charged

Total amount of $150 or more

· includes all items required for total amount of $30 but less than $150;

· the recipient’s name (in your case, your organization’s name); and

· a description sufficient to identify each supply.

Credit card receipt
· you can claim an ITC, provided the credit card receipt meets all of the information requirements described above;

· if the credit card receipt does not meet the information requirements described above, then you need another piece of supporting document from the suppliers that provides the minimum information.

Q: How long do I have to keep the records?

A: You have to keep all your business information for six years from the end of the last tax year to which it applies. 
