CATAPULT COACHING SESSIONS
Basic Compliance Checklist
for non-profits and charities across Canada
	How to use this checklist
1. Part A: Fill in your organization profile. It tells you which sections apply to you.
2. Part B: Work through the core checklist. These items apply everywhere in Canada.
3. Part C: Find your province or territory (and the federal row, if you're federally incorporated) and note your specific deadlines.
4. Part D: Move every deadline into your compliance calendar and review it with your board or finance committee each quarter.
Rules differ by province and by organization, and they change. Treat this as a starting point and confirm the specifics with your registry, CRA (or Revenu Québec) and your CPA.


Part A · Organization profile
Fill this in once and update it when anything changes. Most of the answers are on your incorporation documents, your CRA correspondence or your last financial statements.
	Legal name
	

	Incorporated under
	☐ Federal (CNCA)      ☐ Provincial / territorial
Name of act: 

	Corporation / registry number
	

	Date of incorporation (anniversary date)
	

	Fiscal year-end
	

	CRA Business Number (BN)
	

	Tax status
	☐ Registered charity      ☐ Non-profit (not a charity)

	Federal corporations only
	☐ Soliciting      ☐ Non-soliciting      ☐ Not sure

	Ontario corporations only
	☐ Public benefit corporation      ☐ Not a PBC      ☐ Not sure

	Level of review we need
	☐ Audit      ☐ Review      ☐ Compilation      ☐ None
Required by (act, bylaws, funder, lender): 

	Do we have employees?
	☐ Yes      ☐ No

	Registered for GST/HST (or QST)?
	☐ Yes      ☐ No      ☐ Not sure

	Funders and lenders with reporting requirements
	


	Who is responsible for compliance? (name / role)
	




Part B · Core checklist
Tick what's already in place, and add a name in the Who column for everything else. Tags show items that only apply to charities or only to non-profits that aren't charities.
	✓
	Task
	When
	Who

	1. Corporate & governance   Your act and bylaws set the details

	☐
	Hold your annual general meeting (AGM) within the timeline your act and bylaws set.
	Annually
	

	☐
	Present the financial statements to members at the AGM, and send them in advance if your act or bylaws require it.
	Annually
	

	☐
	Appoint a public accountant (audit or review), or pass a valid resolution to waive or change the engagement. Record it in the minutes.
	Annually, at the AGM
	

	☐
	File your annual return with your corporate registry. See Part C for your jurisdiction.
	Annually
	

	☐
	File a notice of change when directors, officers or your registered office change.
	Promptly (often 15–30 days)
	

	☐
	Keep your minute book current: bylaws, minutes, resolutions, registers of directors and members.
	Ongoing
	

	☐
	Directors declare conflicts of interest; confirm the board is following the bylaws.
	Annually and as needed
	

	☐
	Confirm directors' and officers' (D&O) liability insurance is in place and renewed.
	Annually
	

	2. CRA (federal tax)   Applies in every province and territory

	☐
	CHARITIES  File the T3010 Registered Charity Information Return.
	Within 6 months of FYE
	

	☐
	CHARITIES  Issue official donation receipts with all CRA-required information, and keep copies.
	Ongoing
	

	☐
	CHARITIES  Check your disbursement quota and that all activities fit your charitable purposes.
	Annually
	

	☐
	NPOs  File the T2 corporation income tax return (incorporated NPOs), even if no tax is owing.
	Within 6 months of FYE
	

	☐
	NPOs  File the T1044 NPO Information Return if investment income is over $10,000, total assets are over $200,000, or you filed one last year.
	Within 6 months of FYE
	

	☐
	ALL  Keep books and records for at least 6 years. Keep governing documents and minutes permanently.
	Ongoing
	

	3. Payroll   Only if you have employees

	☐
	Deduct and remit CPP, EI and income tax. Regular remitters pay by the 15th of the following month. (Québec: QPP, QPIP and Québec tax go to Revenu Québec.)
	Monthly
	

	☐
	Issue T4 slips (and T4A slips where required) and file the summary. (Québec: RL-1 slips too.)
	By the last day of February
	

	☐
	Register with and pay your provincial or territorial workers' compensation board. See Part C.
	Per board schedule
	

	☐
	Check whether you owe a provincial employer health tax or payroll levy. See Part C.
	Annually
	

	☐
	Follow provincial employment standards: minimum wage, vacation pay, statutory holidays.
	Ongoing
	

	4. Sales tax   GST/HST, plus QST or PST where applicable

	☐
	Check whether you must register for GST/HST. The small-supplier threshold is generally $30,000 of taxable supplies, or $50,000 for public service bodies such as charities and qualifying NPOs.
	Review annually
	

	☐
	If registered: file GST/HST/QST returns and remit on time.
	Per filing period
	

	☐
	Claim the public service bodies' rebate on GST/HST you paid. Charities and qualifying NPOs (at least 40% government funding) are eligible.
	Per claim period
	

	☐
	Check provincial sales tax obligations: QST (Québec), PST (BC, Saskatchewan), RST (Manitoba).
	As applicable
	

	5. Funders & creditors

	☐
	Keep a signed copy of every grant, contribution and loan agreement.
	Ongoing
	

	☐
	Track each restricted grant separately: what's been spent, what's left, what's deferred.
	Monthly
	

	☐
	Put every reporting deadline in the calendar (Part D) and submit on time.
	Per agreement
	

	☐
	Confirm the level of assurance (audit, review) each funder and lender requires.
	Annually
	

	☐
	Check loan covenants, such as financial ratios and statement deadlines.
	Annually
	

	6. Financial records (audit-ready books)   Pairs with the Audit Ready Books template

	☐
	Reconcile every bank and credit card account.
	Monthly
	

	☐
	Keep a receipt or invoice for every transaction, filed so someone else could find it.
	Ongoing
	

	☐
	Board or finance committee reviews financial reports against the budget.
	Monthly or quarterly
	

	☐
	Board approves the annual budget.
	Annually
	

	☐
	Follow signing authorities (e.g., two signatures) and keep bank signing cards up to date.
	Ongoing
	

	7. Often overlooked

	☐
	Check whether your province regulates charitable fundraising or requires registration. Could include raffles, 50/50 draws and bingos
	Annually
	

	☐
	Check whether you must register extra-provincially in each province where you operate.
	When expanding
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Part C · Your province or territory
Find your row, then write your actual deadlines in the compliance calendar. Federally incorporated organizations use the federal row and the row for each province they operate in (for payroll, workers' compensation and sales tax). Registry due dates are worth confirming on your registry's website or in the reminder notice it sends.
	Jurisdiction
	Corporate registry & annual filing
	Also check (payroll, sales tax, licences)

	Federal - Canada Not-for-profit Corporations Act (CNCA)
	Corporations Canada: annual return within 60 days after your anniversary date. AGM no more than 15 months after the last one and within 6 months of fiscal year-end. Soliciting corporations also file their financial statements with Corporations Canada.
	Payroll, workers' compensation and sales tax follow the province where you operate. Use that province's row too. If you operate in a province, check whether you must also register there as an extra-provincial corporation.

	Ontario - Not-for-Profit Corporations Act, 2010  (ONCA)
	Ontario Business Registry: annual return within 6 months after fiscal year-end. Notice of change when directors, officers or addresses change.
	WSIB (workers' compensation). Employer Health Tax if payroll is above the exemption. HST.

	Québec - Companies Act, Part III
	Registraire des entreprises: annual updating declaration, usually between May 15 and November 15. Revenu Québec: CO-17 or CO-17.SP (NPOs), or TP-985.22 (registered charities), within 6 months of fiscal year-end.
	Revenu Québec source deductions (QPP, QPIP, Québec income tax) and RL-1 slips. Health Services Fund contribution; CNESST. QST and GST, both generally administered by Revenu Québec; QST rebate for charities and qualifying NPOs.

	British Columbia - Societies Act
	Hold an AGM every calendar year. BC Registries (Societies Online): annual report within 30 days after the AGM.
	WorkSafeBC. Employer Health Tax if payroll is above the exemption. PST if you sell taxable goods or services; GST.

	Alberta - Societies Act, or Companies Act (Part 9)
	Alberta Corporate Registry: annual return each year, tied to your month of incorporation. Societies include a copy of the financial statement presented at the AGM.
	WCB Alberta. No provincial sales tax; GST applies. AGLC licence for raffles, 50/50s and bingos.

	Saskatchewan
The Non-profit Corporations Act, 2022
	ISC Corporate Registry: annual return each year. The registry sends a notice at least a month before your due date. 
	WCB Saskatchewan. PST if you sell taxable goods or services; GST.

	Manitoba
The Corporations Act (Part XXII)
	Manitoba Companies Office: annual return each year. Confirm your due date with the registry.
	WCB of Manitoba. Health and Post-Secondary Education Tax Levy if payroll is above the exemption. RST if you sell taxable goods or services; GST.

	New Brunswick
Check with your registry
	Service New Brunswick Corporate Registry: annual return each year.
	WorkSafeNB. HST.

	Nova Scotia - Societies Act
	Registry of Joint Stock Companies: annual filings each year.
	WCB Nova Scotia. HST.

	Prince Edward Island - Companies Act
	PEI Corporate Registry: annual return each year.
	WCB of PEI. HST.

	Newfoundland and Labrador - Corporations Act
	Registry of Companies: annual return each year.
	WorkplaceNL. Health and Post-Secondary Education Tax if payroll is above the exemption. HST.

	Yukon, NWT, Nunavut
Territorial Societies Acts
	Your territorial corporate registry: annual filings each year.
	Yukon Workers' Safety and Compensation Board, or WSCC (NWT and Nunavut). GST only.


Part D · Compliance calendar
Some deadlines are the same for everyone. Others depend on your fiscal year-end, your annual government remittances or the incorporation anniversary or your AGM date. Fill in your dates, then map everything into the month-by-month calendar.
Fixed dates
	15th of every month
	Payroll remittances (regular remitters) Can be monthly or quarterly.

	Last day of the month
	GST/HST/QST remittances

	Last day of February
	T4 / T4A slips and summaries (Québec: RL-1 too)

	May 15 – November 15
	Québec: annual updating declaration with the Registraire des entreprises


Based on your fiscal year-end:  ____________________
	Within 6 months of FYE
	T3010 (charities) · T2 and T1044 if applicable (NPOs) · Québec: CO-17 / CO-17.SP or TP-985.22 · Ontario: annual return · Federal (CNCA): AGM

	Before your AGM
	Financial statements ready, reviewed or audited, and approved by the board


Based on your incorporation anniversary:  ____________________
	Within 60 days after anniversary
	Federal (CNCA): annual return to Corporations Canada

	Around your anniversary
	Alberta, Saskatchewan and other registries that tie the annual return to your incorporation date


Based on your AGM date:  ____________________
	Within 30 days after
	British Columbia: annual report through Societies Online

	After every AGM
	Minutes filed, public accountant appointed or waived, directors' changes filed with the registry


Month-by-month calendar 
Include funder reports, GST/HST filings and board meetings, registry and CRA deadlines.
	Month
	What's due
	Who
	Done

	January
	
	
	☐

	February
	
	
	☐

	March
	
	
	☐

	April
	
	
	☐

	May
	
	
	☐

	June
	
	
	☐

	July
	
	
	☐

	August
	
	
	☐

	September
	
	
	☐

	October
	
	
	☐

	November
	
	
	☐

	December
	
	
	☐
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