Ministry of Finance e

. ,‘BRI'VI‘ISH
Tax Bulletin
ISSUED: August 2007 REVISED: October 2007 Bulletin GEN 012

Subscribe www.fin.gov.bc.ca/rev.htm

Remitting Tax

Social Service Tax Act and Hotel Room Tax Act

Do you have questions about remitting or paying the tax you collect?
Do you have questions about filing frequencies, due dates and payment times?

This bulletin provides specific tax information about remitting the social service
tax, also called the provincial sales tax (PST), and the hotel room tax (HRT).

For general PST information that applies to all businesses, such as who needs to
register, when general exemptions apply, and how to charge and collect the PST,
please read our Small Business Guide to Provincial Sales Tax (PST).

For general HRT information, please see the Accommodation Industry website at
www.sbr.gov.bc.ca/industry_specific/accommodation/accommodation.htm
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Definition

Remitting tax means paying the government:
*  the tax collectable on your sales, and

*  the tax you owe on your taxable purchases.

The revision bar (| ) identifies changes to the previous version of this bulletin dated August 2007.
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When you remit the tax due, you submit a completed Social Service Tax Return
form (FIN 400) or a Hotel Room Tax Return form (FIN 432), along with payment of
the tax due. For information on completing the tax return forms, please see
Bulletin SST 032, Completing the Social Service Tax Return, or Bulletin HRT 003,
Completing the Hotel Room Tax Return.

Tax Return Filing Frequency

Standard Filing Frequency

Your filing frequency or tax reporting period determines how often you file a tax return
and remit the tax due. The ministry assigns your filing frequency based on the amount
of tax you collect annually and the nature of your business. Generally, the more tax you
collect, the more frequently you are required to file a tax return and remit the tax due.

Most businesses remit tax returns monthly, quarterly, semi-annually or annually. If
you remit quarterly, semi-annually or annually, your tax reporting period does not
have to correspond with the calendar year. For example, if you remit annually, your
reporting period does not have to begin in January and end in December.

The following chart illustrates the filing frequency options available to businesses.

Tax Collected Per Year Filing Frequency Options

More than $12,000 Monthly only

More than $6,000 up to $12,000 Monthly or Quarterly

More than $3,000 up to $6,000 Quarterly or Semi-Annually

$3,000 or less Quarterly, Semi-Annually or Annually

Example: You have taxable sales of $10,000 each month and collect $700 in PST on
these sales; therefore, you remit $8,400 in PST each year. Because you remit between
$6,000 and $12,000 in PST each year, you may qualify to file your tax returns monthly
or quarterly.

If the amount of tax you regularly collect changes, the ministry may adjust your filing
frequency. The ministry will notify you by letter if this happens.

Changing Your Filing Frequency

In certain instances, you may request to have your filing frequency changed. Your
eligibility to change your filing frequency depends on the following circumstances.
*  The amount of tax you collect and remit.

*  The nature of your business. Some businesses are not eligible for a reduced filing
frequency. For example, businesses that sell liquor must remit PST monthly.
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*  Your remittance history. You require a good remittance history, such as
three years of on-time returns and payments. If you have compliance
issues (e.g. not remitting tax collected or frequently remitting late), you
may not be eligible to change your filing frequency.

Under special circumstances, you may be eligible for a customized filing frequency
that is specific to your business needs. For example, if you operate:

*  ona four week business cycle and remit a large amount of tax,
*  aseasonal business (e.g. only during the summer), or

*  aboat-building business and remit over $12,000 in PST each year on the sale
of one boat per year.

To request a change to your filing frequency or to discuss your filing frequency options,
please contact us.

If you are requesting a filing frequency change in writing, please send your request
to the attention of Filing Frequency Change and include your contact information,
registration or business number, and your preferred filing frequency. If you have
special circumstances, please describe your situation.

If your request is approved, you will receive a letter advising you of your new filing
frequency. Your new filing frequency will become effective on the date of the letter
and your next tax return should reflect this change. If your request is not approved,
the ministry will contact you and explain why you did not qualify.

Please note: Until you receive a letter stating that your filing frequency has been
changed, you must continue to submit your tax returns and payments as usual. When
you remit your taxes, make sure they are always received by the ministry on or before
the due date indicated on your tax return.

Remitting

Your tax return and payment is due 23 days after the last day of your reporting period.
For example, if your reporting period ends May 31, your tax return and payment is due
June 23. The ministry prints your due date on the tax return form sent to you each
reporting period.

If the due date falls on a weekend or statutory holiday in British Columbia, your tax
return and payment are due by 4:30 pm on the first business day following the due
date.

Your tax return and payment must be received by the ministry by the due date.
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By Mail
You can send in your tax return with full payment by mail to:
Consumer Taxation Branch
Ministry of Finance
PO Box 9443, Stn Prov Govt
Victoria BC V8W 9W7

Your tax return and payment must be received by the ministry before the close of
business (4:30 pm) on the 23t of the month following the end of your reporting period
to be considered on time. Tax returns postmarked but not received by the due date are
not on time.

By Courier

You can send in your tax return with full payment by courier to:

Ministry of Finance
1802 Douglas Street
Victoria BC V8T 4K6

- 01/‘ -
Suite 800 - 360 West Georgia Street
Vancouver BC V6B 6B2

Tax returns sent by courier that require a receiving signature must be received by the
ministry before the close of business (4:30 pm) on the due date to be considered on time.

At Government Offices

You can hand-deliver your tax return and payment at the following government
offices during business hours Monday to Friday, 8:30 am to 4:30 pm, except statutory
holidays.

*  Ministry of Finance: In Victoria at 1802 Douglas Street, or in Vancouver at
Suite 800 - 360 West Georgia Street.

*  Service BC Centre: For a location in your area, please check the blue pages of
your telephone directory or visit their website at www.servicebc.gov.bc.ca

You can also deliver your tax return and payment to the after-hours drop box at the
ministry office in Victoria at 1802 Douglas Street or at certain Service BC Centres
throughout the province. If you deliver your tax return to an after-hours drop box, it
must be received by the start of the business day (8:30 am) following the due date to be
considered on time.
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At Financial Institutions

You can file your tax return and pay the tax due at most Canadian banks, credit unions
and trust companies. Check with your financial institution to see if they offer this
service.

If you file your tax return and pay the tax due at your financial institution, please keep
in mind the following:

*  Original Tax Return: Financial institutions can only process original copies of
the tax return (i.e. the copy you receive in the mail). Financial institutions cannot
process copies printed from the ministry website. If you print a copy from the
website, you need to submit it directly to the government (i.e. by mail or at a
government office — see section above).

*  Tax Return Form: Both the remittance and the worksheet portions of your tax
return need to be stamped by the financial institution. You will receive the
worksheet portion back as a receipt of payment and the remittance portion of
the tax return will be sent to the ministry for processing.

*  Fees: Your financial institution may charge a fee for accepting your tax
payment. If there is a fee, you need to pay it separately. The fee cannot be
added or deducted from the amount of tax due.

*  Paying On Time: If you are paying your tax on the due date, you must ensure
that the correct date is stamped on your tax return by the financial institution.
After a certain time of day, banks may date their work as though it were processed
on the next business day. If this occurs, your tax return will be considered late.

*  ATM: Payments made through an automatic bank machine or automatic teller
machine (ATM) are stamped as of the day they are processed, which may be the
next business day. Therefore, you should not use ATMs when making a payment
near the due date.

*  Nil Tax Return: Nil tax returns (where no tax is due) cannot be processed by a
financial institution. You need to submit your nil return directly to the ministry
for processing.

*  Online: You can file your Social Service Tax Return and pay the PST due
electronically through participating Canadian financial institutions, including:
«  RBC (Royal Bank of Canada)
«  CIBC (Canadian Imperial Bank of Commerce)
. BMO (Bank of Montreal)

. TD Bank Financial Group (Toronto-Dominion)
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«  HSBC Bank Canada (Hongkong Bank of Canada)

. Scotiabank

You must enrol for this online service with your financial institution. For

more information, please check with your financial institution or the ministry’s online
brochure, Online Filing and Payment of Provincial Sales Tax (PST), at
www.sbr.gov.bc.ca/documents_library/brochures/OnlineFilingPST.pdf

Please note: This online service is not available for filing and payment of your Hotel
Room Tax Return.

Methods of Payment

You can pay the tax due by cheque or money order, made payable to the Minister of
Finance. The ministry does not accept payments by credit card, debit or cash at any of
our locations. However, most financial institutions and Service BC Centres will accept
payment by cash, cheque or debit.

Remitting Late or Underpaying

If you underpay your tax return, you will be issued an assessment for the tax due.

However, you are allowed one late tax return or underpayment without penalty,
interest or loss of commission. After that, if you submit your tax return late or you do
not pay it in full (i.e. underpay), you will be issued an assessment for the tax due plus
penalty and interest, and you will not receive your commission.

For more information, please see Bulletin GEN 004, Penalty and Interest Charges for
Overdue Tax Returns.

Unregistered Businesses and
Individuals

If you collect PST on a sale, you are required to remit the PST due by completing a
Casual Remittance Return For Provincial Sales Tax (PST) Due on Taxable Tangible Personal
Property by a Seller Not Registered Under the Social Service Tax Act form (FIN 428S).

If you purchase taxable goods (including goods purchased from out-of-province) and
are not charged PST, you are required to remit the PST due by completing a Casual
Remittance Return For Provincial Sales Tax (PST) Due on Taxable Tangible Personal Property
by a Purchaser Not Registered Under the Social Service Tax Act form (FIN 428P).
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You send the completed form and payment to:

Consumer Taxation Branch
Ministry of Finance

PO Box 9443, Stn Prov Govt
Victoria, BC VW 9W7

Please note: Financial institutions cannot process these forms.

@ Need more info?

Telephone (Vancouver): 604 660-4524
Toll free in Canada: 1 877 388-4440
E-mail: CTBTaxQuestions@gov.bc.ca

The information in this bulletin is for your convenience and guidance and is not a
replacement for the legislation. The Social Service Tax Act, Hotel Room Tax Act and
Regulations are on our website at www.sbr.gov.bc.ca/business/Consumer_Taxes
/consumer_taxes.htm

References: Social Service Tax Act, Sections 1, 24, 92, 93, 96, 97 and 117 and Regulations 5.2, 5.4, 5.9 and
5.10; Hotel Room Tax Act, Sections 1, 8.1, 15, 23 and 32 and Regulations 5.1-5.4
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