O Ccpsa

COLLEGE OF PHYSICIANS
& SURGEONS OF ALBERTA

January 9, 2024

Dear Councillors and Committee Members,
2024 Honoraria and Expense Policy
Enclosed are CPSA’s 2024 Honoraria and Expense Policies.

You are elected or appointed to CPSA’s Council/Committee as an individual. All
honoraria payments are paid directly to you with the appropriate deductions of
income tax and CPP. A T4 slip will be issued in February 2025 for all 2024 honoraria
payments.

Council/Committee Members are not required to submit a Statement of
Services Rendered form to receive payment for meetings. Honorarium
payments will be initiated by CPSA based on meeting attendance. Members can
expect payment within two weeks following a meeting.

CPSA has negotiated 2024 corporate hotel rates with hotels in Edmonton. To obtain
the CPSA corporate rate, simply identify that you are booking a room under College
of Physicians & Surgeons of Alberta’s rate or follow the instructions per the enclosed
Hotel Corporate Rates guidance. Please note, the maximum reimbursement for
overnight expenses (generally includes hotel, meal and reasonable incidentals) is
$350.00 plus applicable taxes. Statement of Services Rendered forms for
council/committee meeting expenses must be submitted within 90 days of
service.

CPSA pays our suppliers by electronic funds transfer (EFT). If you are not already

signed up for EFT, please complete the enclosed authorization form and return it to
the Accounts Payable Department and your honoraria and expenses will be paid by
EFT. You will be notified of a payment to your account by e-mail.

New Councillors/Committee members - Please complete, sign and return the
following forms to CPSA’s Accounting Department by email (accounting@cpsa.ab.ca)
or fax to 780-420-0651 to process your first 2024 honorarium payment:

e Form TD1 - Personal Tax Credits Return
e Form TD1AB - Alberta Personal Tax Credits Return
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e Form CPT30 - Election to Stop Contributing to the Canada Pension Plan, or
Revocation of a Prior Election (optional 1)

e Form CPT124 - Application to Cover the Employment of an Indian in Canada
under the Canada Pension Plan whose Income is Exempt under the Income
Tax Act (optional 2)

e Electronic Funds Transfer — Direct Bank Deposit Authorization Form

Returning Councilors/Committee members - You are not required to
complete a new TD1 unless there is a change to your federal or provincial
personal tax credit amounts.

These documents are found on our web site at
https://cpsa.ca/resources/?category=0perations:

e Honoraria & Expense Policy

e Application to Cover the Employment of an Indian in Canada under the
Canadian Pension Plan whose Income is Exempt under the Income Tax
Act (CPT124 form)
Hotel Corporate Rates
Statement of Services Rendered Expenses (form)
Electronic Funds Transfer Direct Bank Deposit Authorization Form
TD1 and AB1 Personal Tax Credits Returns
Election to Stop Contributing to the Canadian Pension Plan, or Revocation
of a Prior Election (CPT30 form)

Contact CPSA’s Accounts Payable department at (780) 969-4979; toll free at 1-800-
320-8624, ext. 4979 or by email at Accounting@cpsa.ab.ca.

Questions? Please contact Julia Rudolf directly at (780) 401-0982; toll free at 1-
800-320-8624, ext. 0982 or by email at Julia.Rudolf@cpsa.ab.ca.

Yours truly,

X

Julia Rudolf, CPA
Manager, Accounting
Sianed by: Julia Rudolf

1 The CRA permits individuals who are over 65 years and receiving CPP retirement pension to exercise
an election to stop CPP contributions.

2 The CRA permits individuals meeting the definition of Indian under the Indian Act whose income is
exempt from income tax under the Income Tax Act to contribute to CPP.
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COUNCILLORS & COMMITTEE MEMBERS

COLLEGE OF PHYSICIANS
& SURGEONS OF ALBERTA

Policy Number
Effective Jan. 1, 2024 Review Period Every 3 years
Date
Date of Last | Jan. 22, 2024 Policy Owner Corporate Services
Review

1.0 Purpose

This policy outlines conditions, guidelines, and procedures under which Committee
members and Councillors of the College of Physicians & Surgeons of Alberta (CPSA)
may claim and be reimbursed for expenses they incur while conducting business on
behalf of CPSA.

2.0 Scope
This specific policy relates to expenses incurred by Councillors and Committee

members of CPSA.

For the purposes of this policy, the following definitions apply:

Term Definition

Committee The physicians, Albertans and other experts that make up

Member the various committees that guide Council and CPSA
programs. This refers to voting and non-voting members.

Cost effective Related to the practice of incurring expenses that are

reasonable and of good value as compared to their cost. This
includes consideration of time, weather, distance, and
safety. It does not necessarily mean the lowest possible

cost.
Council or Includes meetings (both in-person or held via teleconference
Committee or video conference), retreats, work-related social
Business gatherings, decision-writing, or events.
Councillor Physicians, public members and representatives from

Alberta’s medical schools, student observers and PARA
representatives that make up the Council that governs
CPSA. This refers to voting and non-voting members.

Event A business-related occurrence that takes place within the
course of performing duties and responsibilities as a
Councillor or Committee member.

Honorarium An ex-gratia payment made to a person for their service in a
volunteer capacity, or for services for which fees are not
traditionally or legally required. It does not represent a full
compensation for time and effort expended and is made on a
special or non-routine basis to an individual who is not an
employee of the CPSA, to recognize or to acknowledge the
contribution of gratuitous services to the CPSA.
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Term Definition

Invited Guest A person who is not a Committee Member or Councillor but
is invited by a CPSA administrator or executive leader to
attend a meeting, either as an independent party or as a
representative of an association.

Meeting An event at which CPSA business, or discussions that
advance CPSA'’s interests, are shared or discussed with
partners or peers.

A meeting is typically supported by an agenda (even if
informal) along with intended outcomes and actions.

Planning Refers to time spent by a Chair formally convening with a
CPSA administrator or executive leader to collectively plan or
review the agenda, timeline, discussion items, etc. for an
upcoming meeting they are chairing. This time is eligible for
honorarium pay.

Preparation Refers to time spent by a Councillor or Committee member
reviewing materials in preparation for an upcoming meeting.
This time is generally not eligible for honorarium pay.

Workday For the calculation of “workday,” travel time to and from the
event (including time spent waiting for transportation) as
well as time spent at the event.

3.0 Expectations

3.1 Individuals will be reimbursed for expenses when there is a valid business
reason and expenses are incurred within the terms of this policy.

3.2 CPSA is responsible for the proper and timely reimbursement of
reasonable and eligible expenses incurred by Councillors and Committee
members while engaging in business on behalf of CPSA.

3.3 Councillors and Committee members are responsible for using discretion
and good judgment in incurring and submitting cost effective expenses
that are reasonable and eligible, as per the terms outlined in this policy.

3.4 CPSA reserves the right to deny reimbursement of any expenses
considered unreasonable, unless approved in advance or outlined as a
reimbursable cost herein.

3.5 Councillors and Committee members must disclose conflicts of interest to
CPSA in advance of any services being rendered.

4.0 Eligibility
4.1 Expenses must be submitted to CPSA’s Accounting department within 90

days of incurring the expense.




4.2

4.3

4.4
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All amounts throughout are before taxes and gratuities. Gratuities should
not exceed 18 per cent unless a minimum gratuity was charged due to
group sizes, in which case the charged gratuity will be reimbursed.

Any expenses reimbursed by a third party are not eligible for
reimbursement by CPSA.

Honoraria and reimbursement rates are outlined in the attached Appendix
L.

5.0 Honoraria

5.1

5.2

5.3

5.4

5.5

Honorarium is based on an hourly rate for time spent conducting eligible
Council and Committee Business, to a maximum rate per day.

Committee Members and Councillors are eligible for honoraria for the
following services:

e For attendance at Meetings and hearings, where Councillor or
Committee Member is on the membership of the Committee
holding the Meeting, as shown on the minutes and per the
membership listing for said Committee. Councillors and Committee
Members who choose, at their personal discretion, to sit in on
Meetings for Committees that they are not a member of are not
eligible for honoraria.

e For Chairs, time spent in Planning Meetings with CPSA
administrators and executive leaders ahead of Meetings they are
chairing.

e For Chairs or appointed Committee Member, time spent writing
decisions and in discussions with legal counsel for hearing tribunals,
complaint review committee or Council appeals.

e For scheduled training offered by CPSA (excludes self-guided
extracurricular education completed on personal time).

Preparation time for Meetings is not typically eligible for reimbursement
but may be reimbursed by exception where preparation time is
substantial, if approved in advance by the Council Chair or Registrar.

Any individual receiving normal pay from their employer to attend a CPSA
Meeting should not be accepting an honorarium. If a Councillor or
Committee member must use their vacation time or needs to take time off
without pay to attend Meetings, they are eligible for an honorarium.

Invited Guest, such as presenters or vendors, are not eligible for
honoraria, and may instead be compensated for their time if specified
within their contractual agreement or if approved in advance by the
Registrar.
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5.7

5.8

5.9

5.10

5.11
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Honoraria will be paid for travel time if a Councillor/Committee Member
must travel to conduct Councillor and Committee Business, as follows:

e 70 to 550 km (round trip), an additional 2 day
e 950 km (round trip), an additional 1 day
e Over 950 km (round trip), an additional 1%2 day

No per diem is paid for attendance of Councillors or Committee Members
at CPSA-related social functions, but expenses related to attendance may
be claimed.

Honorarium payments will be issued in the Councillor/Committee Member’s
name.

If a scheduled Meeting is cancelled, honoraria payments will be honoured
provided the cancellation was beyond the member’s control and ability to
mitigate financial loss.

Where the actual Meeting time is less than the scheduled Meeting time,
the scheduled Meeting time is used in calculating honoraria payments.

CPSA withholds income tax and Canada Pension Plan (CPP) contributions
from honoraria for remittance to the Canada Revenue Agency (CRA). Per
the Indian Act, there are instances where Indigenous persons are exempt
from taxation. Where CPSA is not required to withhold income tax and
CPP, Indigenous Councillors and Committee Members may elect to have
CPP withheld from their remittances by completing CRA form CPT124. See
Appendix III for more information.

6.0 Meals

6.1

6.2

Meals are only reimbursable when Council and Committee Business
requires the individual to leave home prior to 7 a.m. (eligible for
breakfast), attend the Event for more than five (5) consecutive hours
(eligible for lunch), and/or arrive home after 7 p.m. (eligible for dinner)
because of their obligations.

If meals are otherwise provided by the Event or Meeting, then meal costs
incurred separately will not be reimbursed, except in instances where food
allergies, cultural/religious, and personal health reasons prevent the
consumption of meals provided at Events, etc.

7.0 Travel

7.1

Airplane travel

i. Airfare will be reimbursed for tickets that allow a person to change
the date of travel with minor additional charges. Expenses relating
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to mobility restrictions or health-related requisites will also be
reimbursed. Subsequent fees (such as for cancellations, seat
selection, checked baggage (limit of one (1)) and schedule
changes) may also be submitted for reimbursement.

ii. Business class fares are not eligible for reimbursement within North
America.

iii.  No reimbursement will be made for flights purchased using
personal points.

7.2  Personal Vehicle travel

i. Mileage at the prescribed rate is paid for private vehicle travel in
lieu of vehicle operating expenses such as fuel and maintenance
expenses.

ii.  Mileage claims for the use of personal vehicles when travelling from
home to the local airport in lieu of taking a taxi will be reimbursed.

iii.  Accident claims (including deductibles), repairs and traffic violations
are not reimbursable.

7.3  Parking

i.  The regular hourly or daily parking rate will be covered. Valet
parking is not reimbursed.

7.4  Rental Vehicles

i.  Vehicle rental expense claims may be submitted. Vehicle rental fees
will be reimbursed if renting the vehicle is cost effective as
compared to other modes of readily available transport.

ii. Gas expenses can be claimed for rental vehicles.

iii. Mileage cannot be claimed when submitting vehicle rental
expenses.

7.5 Other modes of travel are eligible for reimbursement if the selected
method of transportation is the more cost effective alternative.

8.0 Accommodations
8.1 Preferred accommodation (i.e., CPSA preferred rate hotels) will be
reimbursed.

8.2 When reasonable, expenses for up to one night prior and/or subsequent to
attendance of an out-of-town Meeting or conference may be reimbursed.

a. One night of accommodation will be reimbursed for the night before
Meeting or other CPSA business if the person attending would
otherwise have to leave their home before 7 a.m., based on a
reasonable expectation of travel times to arrive at their destination.
This rule applies to multi-day Events, such that one night may be
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covered for each day of the Event as long as the requirement is
met each day.

b. One night of accommodation will be covered the night after Meeting
or other CPSA business if the person attending would otherwise
have a Workday that exceeds 12 hours.

8.3 Expenses incurred for personal reasons, including entertainment, dry
cleaning or spas, are not eligible for reimbursement.

8.0 Professional Development

8.1 Costs eligible for reimbursement include registration fee, meals, travel,
accommodation. The fiscal year in which the expense is recorded will be
based on the date of the course/Event.

9.0 Reimbursement
9.1 CPSA reimburses expense claims via electronic funds transfer (EFT).

Document History

Review Date Revision/Change

January 1, 2024 Policy creation.

January 11, 2024 Minor updates

January 22, 2024 Updates to tax considerations.
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Appendix I: 2024 Honoraria Rates and Expense
Reimbursement

Description Amount

Chairt? $143/hour, to a maximum of $1,020/day

Council Member? $143/hour, to a maximum of $1,020/day

Committee Member? $118/hour to a maximum of $920/day

Decision Writing? $143/ hour

Mileage $0.68/km for the first 5,000 km
$0.62/km subsequent

Overnight Expenses? $350

Professional Development
(for Councillors)

$4,500 per three-year term

The daily honorarium rate applies where Council or Committee Business reaches
six (6) hours or more in a day. See Section 5.6 for terms relating to time paid for
travel.

2Decision writing for hearing tribunals, complaint review committee or Council
appeals.

30vernight expenses include accommodation, meal(s) and reasonable incidentals
per night before any taxes, unless prior approval is obtained from the Council Chair
or Registrar to exceed the maximum.
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Appendix II: Councillor & Committee Member Expense
Processes

A.

Vi.

Vii.

Submission/claims process

Claims must be submitted within 90 days of service, unless otherwise
approved by the Council Chair or Registrar.

Councillor and Committee member expense claims must be submitted on
the Statement of Services Rendered form. Descriptions of all items must
provide full information identifying when the expenditure was incurred and
the description of the item.

All required receipts and credit card slips (where applicable) must be
submitted with the expense claim. Scanned or faxed receipts are
acceptable. Any lost receipts require a declaration to be made by the
claiming party, which is to be included with their submission.

Honorarium claims for Meeting will be prepared by the CPSA administrator
based on Meeting attendance.

Honorarium claims for decision writing and meetings with legal counsel are
to be submitted on the applicable claim form to the CPSA administrator.

Honorariums for Committee Members and Councillors are paid to the
individual. Honorariums for Student Observers and PARA Representatives
may be paid to either the individual or to the association that they
represent, depending on the agreement with the specific association.

The Canada Revenue Agency permits individuals meeting the definition of
Indian under the Indian Act whose income is exempt from income tax
under the Income Tax Act to contribute to CPP. Completion of the CRA
Form CPT124 - Application to Cover the Employment of an Indian in
Canada under the Canada Pension Plan whose Income is Exempt under the
Income Tax Act is required for this to take effect. See Appendix III for
additional information.

Source Deductions

Source deductions (CPP and income tax) will be withheld at source on
honoraria paid to all Councillors and Committee Members as required by
Canada Revenue Agency. In February of the following year, T4s will be
issued.
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Appendix III: Indigenous Member Tax Considerations

CPSA withholds the required income tax and Canada Pension Plan (CPP)
contributions from honoraria for remittance to the Canada Revenue Agency (CRA).

Per the Indian Act, there are instances where Indigenous persons who identify as
status Indian as defined by the Indian Act are exempt from taxation on honoraria
that is earned on a reserve. For the purposes of CPSA’s honorarium payments, the
term “status Indian” is used by CPSA to mirror its use by the CRA because it has a
legal meaning in the Indian Act.

Attendance at meetings happens in three different scenarios:
i Meeting held in Edmonton is attended virtually by Indigenous members
who are physically on reserve
ii. Meeting held and attended in-person on reserve
iii. Meeting held and attended in-person in Edmonton (off reserve)

Honoraria for status Indian members are exempt from taxation in the following
circumstances:

A. Where a member ordinarily lives/resides on-reserve:

a. If more than 50% of meetings in a calendar year are attended on
reserve (either virtually or in-person), all honoraria for the calendar
year is tax exempt.

b. If less than 50% of meetings in a calendar year are attended on
reserve, income exempt will be prorated based on the percentage of
time on reserve for the calendar year.

B. Where a member does NOT ordinarily live/reside on-reserve:

a. When at least 90% of meetings in a calendar year are attended
either virtually or in-person while the member is on reserve, all annual
income, including honoraria earned off reserve, is tax exempt for the
calendar year.

b. When less than 90% of meetings in a calendar year are attended
while the member is on reserve, income exempt will be prorated based
on the percentage of time on reserve for the calendar year.

Since it is unknown at the beginning of the calendar year how many meetings will
be attended on versus off reserve, CPSA is electing to be conservative in its
application of this guidance by withholding income tax and CPP for all in-person
meetings in Edmonton until the fourth quarter of the year, when a final
determination can be made regarding an individual’s attendance. At that time,
should it be determined that income tax and CPP withholding were not required,




» Ccpsa

refunds of previously withheld income tax and CPP will be made to members, as
needed.

Indigenous Councillors and Committee Members for whom CPSA is not required to
withhold income tax and CPP may choose to particulate in CPP and have their CPP
withheld from their remittances by completing CRA form CPT124.

T4’s will be issued during February of the following year.

More information on tax exemptions on employment income under the Indian Act

can be found at:
- Information on the tax exemption under section 87 of the Indian Act -

Canada.ca
- Indian Act Exemption for Employment Income Guidelines - Canada.ca

10



O Ccpsa

COLLEGE OF PHYSICIANS
& SURGEONS OF ALBERTA

HOTEL CORPORATE RATES
January 1 - December 31, 2024

Effective January 1, 2024, the College of Physicians & Surgeons of Alberta has
negotiated corporate rates at the following hotels. These corporate rates are
available to all Councilors, committee members, visitors, and staff associated with
CPSA.

To obtain CPSA corporate rate, identify that you are booking a room under College
of Physicians & Surgeons of Alberta’s rate when you are making your reservation.

Corporate Reservations

Rates Per Night

Edmonton
1. Fairmont $259.00 Central Reservations:1-866-540-4468
Hotel Fairmont MacDonald Direct: 780-424-5181
MacDonald $289.00
Fairmont View Online: https://businesstravel.accor.com/
$289.00 Deluxe Client Code: SCP2644798
$319.00 Deluxe  Access Code: CO788CA578
View
$409.00
Fairmont Gold
?:bﬂsar gpy  See Marriott Toll free: 1-800-236-2427
Marri website or phone Direct: 780-423-9999
arriott L
for pricing
Website:

https://www.marriott.com/event-reservations/reservation-
link.mi?id=1666018786928&key=CORP&app=resvlink
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Edmonton

Hotel MacDonald
Negotiated Rate Booker Link: h
Company Code: SCP2644798
Client Code: CO788CA578
Cancellation Policy: Reservations can be cancelled up to 24
hours prior to arrival

The Courtyard by Marriott
e Complimentary In-room High-Speed Internet and 24-Hour business
centre
e 24-Hour Refreshment and Snack Market
e Full service Breakfast, Lunch and Dinner with views of Edmonton’s
e River Valley Parking $35.00/night
Cancellation Policy: Phone 780-423-9999 or 1-800-236-2427 by
11:59pm on the night prior to arrival.
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Statement of Services Rendered - Expenses

Service Performed By: (Please Print)
*Name: Facility #:
Complaint #:

Payment Method:

Electronic Funds Transfer (EFT) ] Cheque ]
Payment Made To: Mailing Address:
[] self Address:

[ ] Professional
Corporation
Name City:
GST# Postal Code:
(if applicable)
[ ] Other
Name

GST#
(if applicable)

Nature of Services Rendered:

*Committee Name (one form per meeting):
*Date(s) of Services Rendered: Location:

Claim for Expenses (receipts required):

(Accounting Use Only)

Sub-account
Air Fare/ Bus $ 5760
Car (Return) km $ 5760
Taxis $ 5760
Parking $ 5760
Meals $ 5520
Accommodation $ 5210
Sundry/Other (Specify) $ 5720
TOTAL EXPENSE CLAIM: )| $

*Signature of Claimant: X

*Indicates mandatory field and must be complete to ensure prompt processing.
Please return your completed form to:
College of Physicians & Surgeons of Alberta by fax: 780-420-0651
or by email: accounting@cpsa.ab.ca
The individually identifiable information on this form is collected by CPSA under the authority of the Health Professions Act. It is used

only for the purpose of payment of expenses and/or an honorarium and will not be disclosed to anyone other than the claimant or their
legal representative. This financial form will be retained in compliance with federal government regulations and then securely disposed.
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Electronic Funds Transfer
Direct Bank Deposit Authorization

We hereby authorize the College of Physicians and Surgeons to make direct deposits to the
account specified below. This authorization is to remain in effect until cancelled by advance
notice in writing. Please notify us immediately if you close or amend your banking

arrangements.

For those contractors/vendors who are paid compensation or an honorarium and reimbursed
for expenses this authorization for direct deposit applies to the following:

Honorarium/Compensation payment only

Expense reimbursement only

Accounting Use Only

Vendor ID

Both honorarium/compensation and expense reimbursement

Company/Supplier Name

Effective Date

Bank Name

Bank Address

Bank Transit Number

Bank Number

Account Number

Remittance Advice to be sent to:

Contact Name

E-Mail Address

Fax Number

Phone Number

Authorized Signature

Date

Please attach a copy of a VOID cheque if the money is to be deposited into a chequing

account.

The individually identifiable and financial information on this form is collected by the CPSA under the authority of the Health Professions Act. It is used
only for the purpose of payment of company/supplier invoices and will not be disclosed to anyone other than the claimant or their legal representative.

This financial form will be retained in compliance with federal government regulations and then securely disposed.

2700 - 10020100 St NW Edmonton, AB T5J ON3 Main line: 780-423-4764

cpsa.ca
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2024 Canada Revenue Agency Tax Forms

The Canada Revenue Agency (CRA) collects personal tax information via the forms
listed below. Forms are specified as being either required or optional (where neither
circumstance applies, forms are not required). Please only complete the forms that
relate to you, and submit completed forms to CPSA’s Accounting Department by

email (accounting@cpsa.ab.ca) or fax to 780-420-0651.

Form

TD1 2024
Personal Tax
Credits Return

Required/Optional

Required for all new Councillors
and Committee Members and for
those with changes to previously

Link

https://www.canada.ca/content/da
m/cra-arc/formspubs/pbg/td1/td1-

fill-24e.pdf

(Federal) submitted forms.
TD1AB 2024 .

Required for all new Councillors https://www.canada.ca/content/da
Alberta Personal .
Tax Credits and Committee Members and for m/cra-

those with changes to previously  arc/formspubs/pbg/tdlab/tdlab-
Return submitted forms. fill-24e odf
(Provincial) I-23€.pdl

CPT30 Election to
Stop Contribution
to the Canada
Pension Plan, or
Revocation of a
Prior Election

Optional for all new members
that identify as “status Indian”
per CRA or for those with
changes to previously submitted
forms.

https://www.canada.ca/content/d

am/cra-
arc/formspubs/pbg/cpt30/cpt30-
fill-23e.pdf

CPT124
Application to
Cover the
Employment of an
Indian in Canada
under the Canada
Pension Plan
whose Income is
Exempt under the
Income Tax Act

Optional for all new members
that identify as “status Indian”
per CRA or for those with
changes to previously submitted
forms.

https://www.canada.ca/conten

t/dam/cra-
arc/formspubs/pbg/cpt124/cpt

124-fill-22e.pdf




