
Year-end 
payroll  
checklist for 
Canadian 
businesses
IMPORTANT DATES
March 2, 2020: Deadline for 
employers to send their T4 
Summaries and Slips, as well as 
T4A slips to the Canadian Revenue 
Agency, as well as to employees 
and T4A contractors.
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your company’s finances in one place 
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grows with your business.
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Review your workers’ wages and benefits

Review your employees’ and contractors’  
personal information

Update employee tax profiles for next year

Bring everything together with reconciliation

Make sure your employer information is up-to-date

Confirm your deposit frequency

Confirm your payroll remittances

Check the wage and benefit information for each employee to make 
sure you can account for all the benefits you paid them throughout 
the year, leading up to the final paycheque. If any benefits aren’t 
accounted for, add these to their last 2019 paycheque.

Make sure you have the correct names, addresses, and Social 
Insurance Numbers for every employee you paid in 2019.

Current employees: Remind your employees to complete new federal 
and provincial TD1 forms for 2020 if their personal information or 
allowances have changed. If there are no changes, make sure their 
claim amounts are updated with the 2020 basic exemption amount.

Past employees: Send T4s to any employees you paid in 2019 who are 
no longer working for you.

If you pay your employees by check, perform a payroll bank 
reconciliation through December 31—including identifying outstanding 
cheques—comparing state, and federal payroll tax withdrawals from 
your bank account to the amounts on your tax liability records.

Review your business’ legal name, address, and Business Number/
Payroll Account Number to ensure they’re correct. If you have made 
any changes to your business structure throughout the year (like 
incorporating from a sole-proprietorship), you will have two Canada 
Revenue Agency (CRA) Payroll Account Numbers.

This means you would have already submitted your T4 slips from 
before the change. Ensure that the wages reflected on your year-end 
forms only include wages that were paid under your new CRA Payroll 
Account Number.

Deposit requirements can change each year, so make sure you have 
the correct deposit frequency information so that you don’t miss any 
remittance deadlines.

If you’ve paid employees this year through different providers or by 
cheque, you’ll need to reconcile your records through December 31, 
2019—including identifying outstanding cheques—and compare 
payroll remittance withdrawals from your bank account to the 
amounts on your remittance liabilities records.

http://www.waveapps.com

