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Community Services and Housing Department
                  Employment and Financial Support Branch

Self-Employment Participant Record Keeping Kit
Business Reporting

Things to know about reporting business income:

· Effective January 1, 1997 all clients in receipt of Social Assistance who are operating a business or are self employed will be required to report their income on a monthly basis.

· In addition to your monthly Income Statement which is attached to your social assistance cheque, a "Business Income and Expense Report" must be completed monthly and forwarded to your Social Assistance Office.

· While receipts for Income and Expenses of the business will not normally be required, you must have them available should your Case Coordinator request them. 

· This package contains an explanation of each of the forms which you may be required to complete. 

Monthly Reporting

Where the monthly Income and Expenses Form is not returned to the social assistance office 
by the       of the following month together with the appropriate forms and your regular monthly Income Reporting Statement attached to your previous social assistance cheque, your social assistance cheque will not be processed. 

Vehicles

Where you are claiming expenses for the use of a personal vehicle or a business vehicle you are required to complete a Vehicle Log Record and submit it to your Case Coordinator when requested. The Vehicle Log Record should be completed every time you use the vehicle for business purposes. 

Personal Vehicle
If you use your personal vehicle for business purposes you may claim the number of kilometres for business-related activities multiplied by $0.18 or $0.19 depending on your geographic location. Your Case Coordinator will advise you which rate you should use. 

Business Vehicle
If you use a business vehicle you are required to sign a declaration which states the vehicle is only used for business. You may claim all expenses associated with running your vehicle. 

Reinvestment

If you wish to reinvest monies you earn from your business back into your business, you must get approval from your Case Coordinator to offset this as a business expense. You will be required to complete the "Request for Approval Reinvestment Expenses" form and describe how much you wish to reinvest and how it will benefit your business. You must remember that if you reinvest money into the business you must be able to show that your income will increase. If for any reason your reinvestment plan changes, you must notify your Case Coordinator. This reinvestment money must be kept in a separate bank account for monitoring purposes. 

Business Loans

You may claim expenses for a business loan if it is approved by your Case Coordinator. To have your loan approved by your Case Coordinator you must be able to show that the loan is necessary to the operation of the business and that it will result in an increase in your income. You are required to complete the “Request for approval of business expenses” form and provide a description of what you will be doing with the money from the loan.

Forms

A schedule of how often you should send in forms is also included in this package. Your Case Coordinator will explain to you when you should send those forms which are marked under the “Other” column.

If you have any questions please call your Case Coordinator 

Case Coordinator name:      




 
Case Coordinator phone #: (   )      
Non-Approved Expenses
The following ARE NOT APPROVED BUSINESS EXPENSES, for the purposes of Employment and Financial Support: 

1. Personal draws – Funds withdrawn for personal use

2. Payments to family members or other employees – All wages and payroll expenses

3. Business losses – Losses may not be carried forward to offset business income

4. Depreciation – Depreciation on business assets and vehicles

5. Municipal property tax – Property taxes paid on your residence

6. Entertainment & gifts

7. GST – Any GST paid on business purchases. Revenue Canada reimburses business for GST paid on purchased business items. The Revenue Canada rebate is exempt as income.
8. Long distance travel – Can be approved by your Case Coordinator before your travel, if you can demonstrate that the travel will result in increased income

9. Conventions & conferences

Business Profile

Member ID:      
	Business name:
	     

	Business address:
	     



	
	

	Telephone #:
	(   )      
	 FORMCHECKBOX 
 Business line
	 FORMCHECKBOX 
 Personal line

	Describe your business:
	     

	
	

	
	

	
	

	
	

	Start date of your business:
	     
	

	PST # / business number:
	     
	

	GST # / business number:
	     
	

	Describe your business assets, and the value of each:
	     

	
	

	
	

	
	

	
	

	
	

	Describe the tools you use in your business:
	     

	
	

	
	

	
	

	
	

	Describe your vehicle(s):
	 FORMCHECKBOX 
 Business vehicle

 FORMCHECKBOX 
Personal vehicle
	Make, model, licence plate of car / truck:      

	
	 FORMCHECKBOX 
Business vehicle

 FORMCHECKBOX 
Personal vehicle
	Make, model, licence plate of car / truck:      

	List any present outstanding business loan(s), including the expected finish date for each:
	     

	
	

	
	

	Present accounts receivable:
	     

	Present accounts payable:
	     

	Annual review date:
	     
	


Reporting Schedule

	
	When do I complete these forms?

	Form
	Usage
	Monthly
	Annually
	Other

	Record Keeping Requirements
	Information form for clients who need assistance in setting up records
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Business Income and Expenses Report
	This form is to be used to record your total business income and expenses for each month.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Instructions Business Income and Expenses Report
	This form provides you with an explanation of what to record in the Business Income and Expenses Report.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Daily Cash Receipts
	This form is used to record all money received regarding your business activities for the month.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Daily Cash Expenses/Payment
	This form is used to record all expenses and payments you have made regarding the business activities for the month.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Accounts Receivable
	This form is used to record all sales or services which you have charged a customer but have not received payment for.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Accounts Payable
	This form is used to record all payments to be made by you for purchases you have made but have not yet paid for.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Declaration
	This form is used if you are declaring that your vehicle will be used only for business purposes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Vehicle Log
	This form is used to record the mileage being claimed for the business and associated vehicle expenses.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Business Assets Review
	This form is used to record the value of all your business assets, including tools of the trade.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Request for Approval Business Loan Expense
	This form is used when you are planning to obtain a loan for your business. You must have this form approved in order to include payments as an expense.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Request for Approval Reinvestment Expense
	This form is used when you wish to reinvest part of your income from the business.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Please note:
While the above schedule indicates how often each form is normally required (i.e. monthly or annually), your worker may request it more frequently.
	Daily Cash Expenses/Payments

	.

	Date
	Description
	Total

Paid
	GST

Paid
	PST

Paid
	Net

Paid

	     
	     
	
	
	
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	
	Total Expenses Paid:
	$   0.00
	$   0.00
	$   0.00
	$   0.00


Net Paid = Total paid minus GST Paid minus PST Paid 

	Accounts Receivable

	Date
	Description 
	Amount Owed

By Customer

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	      
	     
	

	     
	     
	

	     
	     
	


	Accounts Payable

	Date
	Description 
	Amount Owed

By Others

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	


	Daily Cash Receipts

	Date
	Description
	Total

Amount Received
	GST

Collected
	PST

Collected

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	     
	     
	
	
	

	
	Total Amount Received:
	$   0.00
	$   0.00
	$   0.00


	Vehicle Log

	Month:

     , 20  
	Vehicle:

     
	Licence #:

     
	Owned/Leased By:

     
	Company Name:

     

	Date
	Purpose
	Destination
	Start Odometer
	End Odometer
	Daily Kilometres
	
	

	
	
	
	
	
	Business
	Personal
	· Fuel
	· Propane
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