
Page | 1 

Tax Preparation 
Best Practices



Page | 2 

Tax Preparation Best Practices

Please use this handbook so that you can continue to deliver the most value and greatest experience 
for the clients with additional value-add services through Optimize. Review the tables and outlined 
descriptions in order to get the most out of our Tax Preparation service and fully understand the Tax 
Preparation Process.

Topic Best Practice

Understand the Tax 

Preparation Process

Thoroughly review and understand the Tax Preparation Forms, the Tax 

Preparation Pipeline, Knowledge base FAQs and the timelines to properly 

complete a Tax Return so that you can best manage client expectations 

Completing Tax Preparation 

Forms with Clients and 

Ensuring all Optimize Related 

Tax Inputs Have Been Included

Host an in-depth meeting with clients to fully complete the applicable Tax 

Preparation Forms and gather any necessary slips and receipts. A review 

should be initiated afterwards to ensure the completeness of the prep 

forms and ensure data is accurately transferred over

Properly Submitting Tax 

Preparation Requests

Follow our recommended five step process for submitting Tax 

Preparation forms efficiently and effectively 

Staying on Top of Outstanding 

Tax Preparation Requests

Stay on top of your outstanding Tax returns by continuously monitoring 

the Tax Prep pipeline while promptly actioning all tax related emails to 

any of your outstanding Tax Prep requests

Delivering Completed Tax 

Returns

Thoroughly review all applicable numbers and fields within each 

completed tax return directly with clients prior to submitting with the CRA

Important General Items & 

Timelines 
Know our important general guidelines and timelines to be aware of 
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Understand the Tax Preparation Process 

Thoroughly review and understand the Tax Preparation Forms, the Tax Preparation Pipeline, 
Knowledge base FAQs and the timelines to properly complete a Tax Return so that you can best 
manage client expectations and service levels 

Important: Please be aware that the ability to submit Tax Preparation request forms through the Optimize 
Portal will be available from March 18th to May 31st each calendar year. As a reminder, tax returns are 
typically completed within 7 business days; however, turnaround time may be longer during peak season.  

Review the pipeline stages below to best understand what action is required by you and your team when 
submitting tax returns. 

Pipeline Stage Overview

New

Requests have been successfully submitted through the service form in the Optimize 
Portal and action has been taken by our tax team to start preparing the returns to be 
worked on. Once our tax team has begun working on the tax returns, the ticket will be 
moved into Work In Progress.    

Work In Progress
Returns are being worked on by the tax team. No modifications and/or additional slips 
can be added at this point. Once the return is completed, it will be moved into In Review.

In Review 
Returns are being worked on by the tax team. No modifications and/or additional slips 
can be added at this point. Once the return is completed, it will be moved into Ready To 
Deliver.

Missing Information*

If a ticket lands in this stage, additional details are required to complete the return. You 
will receive an email with the missing information required in order to complete the 
request. Once you’ve obtained the missing information, add the information to the form 
within the email and submit the amendment. Once received by the team, the ticket will 
be moved into Amendment Required.

Amendment Required
Tickets in this stage will be worked on by our tax team to incorporate any newly received 
information. Once completed, it will be moved into Ready To Deliver.

Ready To Deliver*

Tickets in this stage have been completed by our tax team and the PDFs have been 
attached with the return being ready to be delivered to the client. You will receive an 
email which will prompt you to take action by selecting that you have either sent the 
return to the client or require changes to be made. Download the PDF to review it 
thoroughly prior to sending it to the client for review. Please ensure that all applicable 
slips and attachments provided to the tax team have been included in the tax return. 
Once reviewed and submitted through the email, the ticket will move into Sent To Client.

TAX PREP PROCESS
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Sent To Client*

This stage allows you to keep track of any returns that you have provided to the client 
and reviewed with them. It’s important that you follow up with clients in this stage 
regularly so that their returns can be filed in a timely manner. You will receive an email 
which will prompt you to either confirm the return is approved to be filed or a change 
is required. Once the client has approved the return and they have provided you with a 
signed authorization (first page of the return), you must confirm through the email and 
the ticket will be automatically moved into Ready To Be Filed. 

Ready To Be Filed
Returns in this stage will typically be filed within 2-3 business days (may be longer during 
peak season) and moved to Completed once eFiled.  

Rejected
If we are unable to process the tax return due to substantial missing information or a 
duplicate entry, tickets will be moved into this stage.

Completed
If a ticket is in this stage, it means that a return has been filed. No further action is 
required. 

* An email will be sent to your entire team when a Tax Return ticket lands in this stage and action is required

Completing Tax Preparation Forms with Clients and Ensuring all Optimize Related Tax 
Inputs Have Been Included

Host an in-depth meeting with clients to fully complete the applicable Tax Preparation Forms and gather any 

necessary slips and receipts. A review should be initiated afterwards to ensure the completeness of the prep forms 

and ensure data is accurately transferred over

As a best practice, it is important to meet with the clients prior to submitting a Tax Preparation request in order 
to review the specific details surrounding their unique situations and to review and complete all Tax Preparations 
forms that are applicable to that client. 

The format of these meetings should follow a very uniform structure. The initial meeting with the client should 
be at a minimum 1 hour long at which point you will take the client through all of the details surrounding each 
of the preparation forms which are applicable to their tax circumstance. It is important to schedule a follow up 
meeting once the tax return has been completed and is ready Ready To Be Filed. This will be the opportunity to 
verify that all of the information outlined in the return is true and accurate. There will be a detailed guide outlined 
in the Delivering a Tax Return best practice which will take you through each step to review with the client. By 
guiding them through the process, you very much continue to provide the clients with the highest degree of service 
possible.
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Ensure Optimize Tax Related Inputs are Included in Prep forms and Slips Attached

It is imperative that prior to submitting any Tax Preparation Requests you ensure that all of the Optimize related 
tax inputs have been correctly added to each individual’s Prep form and that the slips have been provided in their 
sub-folder. This includes the following:

• Optimize RRSP Contributions Slips for contributions made to our custodian
• Tax Slips for Non-Registered Accounts held at our custodian
• Management Fees (Carrying Charges) for Non-Registered Accounts held at our custodian
• Optimize Fund Tax Slips

It’s important to emphasize that RRSP Slips, Non-Registered Tax Slips and the Investment Income Summary 
(Management Fee Report) can be downloaded from MyPortfolio+. Clients will have Optimize Fund tax slips mailed 
directly to them as well as uploaded to the CRA. Please ensure the Optimize fund slips are provided by the clients 
for all submission requests. 

Properly Submitting Tax Preparation Requests 

Follow our recommended five step process for submitting Tax Preparation forms efficiently and effectively

It is important to note that the following five steps must be followed when compiling the documents and 
information to be submitted for Tax Preparation through the Optimize Portal. Failure to do so will result in 
incomplete and deficient tax returns which in turn will result in delayed filings.   

1. Only enter Tax Preparation requests once the client has provided you with all of their
expected tax slips 

While taxpayers generally receive the majority of their tax slips from the various institutions by the end of February, 
it is very common for additional slips (such as T3s) to trickle in during the month of March. It is also common for tax 
slips such as T4s from employers to be amended during this period and so, no requests can be submitted before 
the 18th of March in order to minimize amendments. As a general best practice, once a Tax Preparation ticket 
has been entered into the system, additional tax slips cannot be attached to the ticket since our team has already 
begun working on the return.  

Important:  Only T-slips and RRSP contribution slips should be provided. Medical expense receipts and Donation 
receipts should not be provided as the summary value from the Personal Information Prep Form will be captured.  
However, taxpayers should keep the receipts on file in the event of a CRA review.
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2. Download and include all tax slips in each subfolder for each taxpayer

a) Tax Slips at our Custodian:
• Optimize RRSP Contributions Slips for contributions made to our custodian
• Tax Slips for Non-Registered Accounts held at our custodian
• Management Fees (Carrying Charges) for Non-Registered Accounts held at our custodian
• Optimize Fund Tax Slips

b) Tax Slips from outside of our custodian, such as:
• T4s
• T5008s
• Tax Slips from investments held outside of our custodian

In order to ensure that all of our Custodian tax slips are included in the tax prep package for each client, download 
them directly from MyPortfolioPlus+. You can do so by selecting the check mark that is outlined in the image below 
which will merge the tax slips in one file. In order to compile these slips for clients, navigate to COMPASS and select 
Client Reporting.  From there, search the client name and select the appropriate client. Once on the Client Profile, 
click on the Documents dropdown and select Tax Slips. 

Important: While Optimize does pull tax slips from CRA Connect, and in the majority of cases those slips are 
correct. It is a best practice to ensure the original copies of all client tax slips are included with the tax preparation 
request.

3. Ensure Medical Expenses, Donations, etc., are reported on the respective taxpayer’s Prep
Form

Medical Expenses, Donations and Carrying Charges should be inputted on each taxpayer’s Personal 

Information Prep Form rather than grouped together on one. This will eliminate any potential for duplication 

and our tax team will ensure they are reported appropriately to optimize the tax returns. If a non-registered 

investment account outside of Optimize is held and contributed to jointly, please have the client attribute 50% of 

the management fees to each Prep Form (their portion) so that carrying charges are not duplicated.

Tip: A great resource and search tool for taxpayers to confirm whether a medical expense is eligible can be found 

here on the CRA’s website. Client’s should review eligible expenses prior to inputting their total expenses on the 

prep forms.

https://www.canada.ca/en/revenue-agency/services/tax/individuals/topics/about-your-tax-return/tax-return/completing-a-tax-return/deductions-credits-expenses/lines-33099-33199-eligible-medical-expenses-you-claim-on-your-tax-return.html
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4. Review Tax Prep Forms in their entirety and ensure there is one completed ‘Personal
Information Prep Form’ for each taxpayer

Please be aware that although there are five Comprehensive Tax Prep Forms along with an Appendix, only the 

forms applicable to the taxpayer’s situation should be filled out and submitted. As an important note, a Personal 

Information Prep Form must be completed for each individual taxpayer. Sections in the Prep Forms not applicable 

to the client’s situation should be left blank.

5. Requests should be entered on a household basis with all tax prep forms and tax slips in a
zipped folder

All Tax Preparation requests should be entered as a Household by using the email of the Primary Contact from 

the Household to submit the Tax Preparation forms under. Please ensure that when you are submitting each Tax 

Preparation Package you are attaching a zipped folder which includes prep forms and tax slips for each individual 

in that household that we are preparing taxes for. When creating the zipped folder, ensure that each individual’s 

tax prep forms and tax slips are separated into individual sub-folders within the main zipped folder. When 

submitting the Tax Preparation packages in the Optimize Portal the following naming convention should be used 

on the request:

a) Personal Information Prep Form: Please complete one of these Prep Forms for each taxpayer that a tax
return is being prepared for.

b) Commissioned Employee Expense Prep Form: To be completed for each taxpayer who is an employee,
who has received commissions or who has incurred expenses during the year as a direct result of their
employment.

c) Business or Professional Income Prep Form: To be completed if a taxpayer’s income is generated by a
small business/sole proprietorship, or as a result of being paid commissions (but not as an employee).
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d) Home Office Expense Prep Form: To be completed if a taxpayer has home office expenses that are to be

deducted from their employment income and have a signed T2200 from their employer.

Important: Taxpayers who don’t have a signed T2200 from their employer are still eligible for a simplified
home office deduction if they worked from home and meet the criteria. Please refer to the ‘Personal
Information Prep Form’ for this deduction.

e) Real Estate Rental Prep Form: To be completed if an individual owns one or more rental income
properties which are to be claimed on their personal tax return. Please note that one Prep Form needs to
be completed for each rental property owned.

f) Appendix: This form is used to capture any additional refundable tax credits which may be applicable to
your client based on their province of residence.

Once the five steps have been followed and all applicable forms have been completed, at this point you will submit 
the Tax Preparation request through the Optimize Portal. It is at this point that you will see the request within the 
New stage in the Tax Preparation Pipeline.

Stay on top of your outstanding Tax returns by continuously monitoring the Tax Prep pipeline while 
promptly actioning all tax related emails to any of your outstanding Tax Prep requests

As a best practice for staying on top of outstanding tax returns, you will use the Tax Preparation Pipeline to view the 
status and stage that a request is currently in. In order to action or move any of the requests along the pipeline, you 
will receive an email when a ticket lands in the following three stages: Missing Information, Ready to Deliver and 
Sent to Client. Once a ticket has arrived in one of these stages the email you receive will have a description of what 
is required to complete the stage. You will be prompted to add information and/or attachments or confirm that the 
information is correct and ready to be moved along. 

Important: All emails that are received by your team in association to Tax Preparation requests must be actioned 
according to the prompts in the email. Any emails which are not actioned by your team will not be executed and will 
create unnecessary delays. Any notes manually added to tickets will not be reviewed. All notes are required to be 
outlined on the form through the email communication. 

Provided below are detailed explanations of the three stages used for staying on top of outstanding tax returns, 
which are as follows: Missing Information Stage, Ready to Deliver Stage and Sent to Client Stage. 

STAYING ON TOP OF TAX PREPARATION REQUESTS
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Missing Information 

Once the tax team has begun working on the return, there may be information that is missing which is required 
to complete the tax return. If that’s the case, your team will receive an email with the missing information that is 
required. The service ticket will be moved into Missing Information and once you’ve collected the appropriate 
details, you will be prompted to add the information to the form within the email which you had received related 
to the missing information. Once that information has been added to the form, your ticket will automatically move 
to Amendment Required. From there, our tax team will work on completing the return for you to review in the 
Ready to Deliver stage. 

Sent to Client 

In this stage, your team will receive an email which prompts you to let us know one of two things. Either the 
tax return is sufficient and the client and yourself have fully reviewed all of the details and it is ready to be Filed 
or there is an amendment that is required and you require this to be added to the return. If an amendment is 
required, the email will provide a link whereby you can request the necessary amendment prior to the return being 
filed. 

When you have reviewed the return with the client and it has been deemed as true and accurate, at this point 
you can select through the form within the email that the return is ready to be filed. At this point, the ticket will be 
moved into Ready to be Filed.

This is the final stage to make an amendment. If an amendment is required, you will be prompted to provide the 
necessary information and the ticket will be moved to Amendment Required and subsequently Ready to Deliver. 

Ready to Deliver 

In this stage, the email that your team will receive will provide you with two options where you will either indicate 
that the return has been sent to the client to review or that an amendment is required. If an amendment is 
required, the email will provide a link whereby you can request the necessary amendment prior to the return being 
filed. Before you deliver a tax return, it’s important that you review the return to ensure that nothing seems out 
of place. Sometimes, tax slips which are issued from Employers such as T4s, do not match the slips on the client’s 
online CRA Tax Profile; which is used when preparing returns. As such, it’s important that you review the Slip 
Summary along with Federal Tax Summary against T-slips that the client has provided. This high-level overview 
also enables you to spot any duplicates incorrectly captured by the client’s CRA profile which can happen from time 
to time (such as duplicate T3s for the same issuer) as well as ensure any RRSP contributions have been captured. 
Once a return has been reviewed and has been sent to the client, you will respond via the email letting us know 
that the return has been delivered. At which point, it will arrive in the Sent to Client stage.
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Ensure All Tax Related Inputs are Included on Tax Returns

It is imperative that prior to sending completed Tax Returns to clients you ensure that all of the Optimize related 
tax inputs have been correctly added to each individual’s return and that the slips have been appropriately 
reflected. This includes the following:

• Optimize RRSP Contributions made to our custodian
• Tax Slips for Non-Registered Accounts held at our custodian
• Management Fees (Carrying Charges) for Non-Registered Accounts held at our custodian
• Foreign Property Report
• Optimize Fund Tax Slips

It is also imperative that prior to sending completed Tax Returns to clients you ensure that all of the related tax 
inputs from outside of our custodian have been correctly added to each individual’s return and that the slips have 
been appropriately reflected. This includes the following:

• T4s
• T5008s
• Investment Related Slips from outside of our custodian

Important: The two attachments outlined above will be included for each return within the attachments for review. 
The Slip Summary provides an overview of all the T-slips captured on the return and the Federal Summary 
provides an overview of income and deductions for each taxpayer. It indicates the respective balance owing or 
refund as well as the combined balance owing or refund in the instance when completing a couple’s return. 

Important: While Optimize does pull tax slips from CRA Connect, and in the majority of cases those slips are 
correct. It is a best practice to review the tax return to verify amounts to ensure they are correctly reflected.

Both documents will be attached to the ticket when a request is in the Ready to Deliver stage. It is at this point 
that you should thoroughly review the slips to verify all fields are correct. Please review both summary examples 
provided below as a reference for what will be included for review.
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Example of Slip Summary
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Example of Federal Tax Summary
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Delivering Completed Tax Returns

Thoroughly review all applicable numbers and fields within each completed tax return directly with 
clients prior to submitting with the CRA 

Important: Once the request has landed in the Ready to Deliver stage and prior to reviewing it with the client, 
you should take the necessary time to fully review the details of the return to ensure that all of the appropriate 
information has been added as per the information provided by the clients. On top of using the guide provided 
below to review the tax returns with the client, do use the same guide when reviewing the information prior to 
scheduling time with the clients to discuss the return. 

As a best practice, prior to delivering the tax return to the client, you should review the client’s tax return from the 
prior year. This allows you to ensure that any tax credits that the client may have inadvertently missed this year are 
added accordingly if still applicable.

While tax situations can be simple, reviewing a tax return can be difficult and even confusing for some clients.
The guide outlined below is to be used as a checklist when reviewing each tax return package with clients in your 
scheduled review meeting. By going through the return with them, you can ensure that they fully understand:

• The components of their returns, including their various income sources
• What deductions were made to lower their taxable income
• Which tax credits our team took advantage of in order to maximize their return and deliver the best

possible outcome
• Ensure that all tax slips and information provided is accurately reflected on the Tax Return

When you’re ready, call the taxpayer to let them know we’ve completed their tax return, and that you’re looking to 
go through it with them over the phone at a high level.

Next, walk them through the various income streams that make up their taxable income, such as their:
• Employment income
• Investment income
• Rental income
• Self-Employment income
• Various Pension income including Old Age Security and Canada Pension Plan

Then, let them know which deductions were incorporated in order to reduce their taxable income, such as:
• Carrying charges
• RRSP deductions
• Union or Professional dues
• Home Office expenses
• Any optimal split pension deduction amounts

Finally, highlight the tax credits which were claimed in order to further reduce their taxes payable, such as:

• Tuition transferred from their child or children

• The climate incentive tax credit
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Important General Items & Timelines 

Know our important general guidelines and timelines to be aware of

• April 1st is the recommended final date for prep form submissions.

• April 26th is the last day to approve Tax Returns to be filed from the email provided to your team.

• Any amendments which are required after a tax return has already been filed will only be actioned after May

1st.

• Be aware that Optimize only completes Canadian T1 tax returns (excluding Quebec). We do not complete

returns for Corporations, Trusts, Estates or HST returns.

• Taxpayers with foreign property declared over $100,000 and returns filed after the tax deadline may be subject

to a T1135 Foreign Income Verification Statement penalty of up to $2,500 imposed by the CRA even if they are

receiving a refund.

• A best practice is to complete spouse returns together rather than separately. This ensures all deductions are

being captured and minimizes the risk of a reassessment due to duplication (i.e. if both spouses claim the

climate action incentive on their returns). It also enables child tuition credits to be transferred to the spouse

which creates the greatest net benefit to the family.

• If we are not completing a spouse’s return, ensure their Net Income is reported on the taxpayer’s Prep Form.

• If it is the first time we are completing a return for a taxpayer, there may be delays in completing the return due

to CRA processing timelines. A request is sent electronically to access the taxpayer’s CRA profile and authorize

Optimize as a Representative to file the return on their behalf. Only once we receive access will our tax team

begin working on the tax return.

• For taxpayers with pension income, ensure that schedule T1032 has been completed to determine whether

there is an optimal amount of pension to split (if any).

IMPORTANT GENERAL ITEMS & TIMELINES

Once you have reviewed the return with the taxpayer, email them the T1 PDFs for further review and complete the 

field in the email from the tax team to have the ticket automatically moved into the stage Sent To Client.

Important: Please ensure that you and your team are verifying all information is accurately reflected on the tax 

returns that are being delivered and that all applicable slips have been included. Any information that is omitted or 

inaccurate must be reviewed and an amendment requested prior to filing. 
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• 	 Review key pieces of information that the CRA could have out-of-date records on such as mailing address and/

or marital status.

•	 For taxpayers claiming Home Office expenses, ensure that the full annual expense amounts are captured on 

the Prep Form. These values will then be prorated based on the Home Office square footage.

• 	 If the taxpayer has a signed T2200 and is claiming Home Office expenses (detailed method), they cannot claim 

the simplified Home Office deduction as well (simplified method based on number of days working from home) 

and so, the simplified method section should be left blank on the Personal Information Prep Form.

• 	 If the taxpayer has a Home Buyers Plan or Lifelong Learning Plan repayment, we will attribute the minimum 

from any declared RRSP contributions. If the taxpayer did not make any RRSP contributions during the tax year, 

the minimum repayment amount will be added to the taxpayer’s income.  

• 	 If one taxpayer has a refund and the spouse has a balance owing, the spouse cannot simply remit the 

difference as payment to the CRA. The CRA views each taxpayer independently and so, the full balance owing 

should be paid to avoid interest and penalties.

• 	 While we always capture slips and pertinent information from the taxpayer’s CRA profile, information such as 

installments paid could be missing or out-of-date. It’s important to validate when reviewing the returns with the 

taxpayer that they did not make any installments throughout the year given the significant impact it could have 

on the return.  

• 	 We will answer “Yes” to providing taxpayer information to Elections Canada if not indicated otherwise on the 

submission.

• 	 Taxpayers should keep on file all receipts and supporting documentation relating to their return for a period 

of 6 years. The CRA routinely audits tax returns and the taxpayer will need to provide the relevant proof of 

medical expenses, donations, carrying charges, etc., to the CRA in the event of a review.

• 	 Tax Requests with spreadsheets attached (i.e. Rental Income and Expenses or Self-Employment Income and 

Expenses spreadsheets) will not be captured as only values indicated on the respective Prep Forms will be 

included in the tax return.
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•	 Taxpayers looking to take advantage of the Disability Tax Credit must have a valid Disability Tax Credit 

Certificate on file with the CRA to claim the deduction. It is very common for these certificates to be issued 

through a specific period (i.e. 2018-2022); at which point they must be applied for again. Steps on applying can 

be found here.

• 	 If the taxpayer has a net tax owing of greater than $3,000 in the current tax year and one of the two prior tax 

years, they will be required to remit installments to the CRA for the following tax year. Once the tax return 

has been filed, the taxpayer will receive a formal notice from the CRA outlining the installment schedule and 

payment amounts. 

• 	 Taxpayers who have Self-Employment Income may be required to register for a GST/HST Account and charge 

GST/HST accordingly. The criteria for a GST/HST Account can be found here. 

• 	 Taxpayers who have a balance owing on their filing can use one of the methods provided here to remit 

payment to the CRA.

• 	 There may be instances where a taxpayer has received an additional unexpected slip or require changes to 

be made to a Tax Return. Please wait for the return to be completed by the tax team and the ticket has been 

moved into Missing Information, Ready To Deliver or Sent to Client. The additional slip can then be added 

to the form within the email sent to your team with a Note outlining the details of the amendment. The ticket 

will be automatically moved to Amendment Required and once the Amendments have been completed, the 

tax team will move the ticket back into Ready to Deliver. 

• 	 Please be aware that any tax returns that have been eFiled which subsequently require an amendment after 

filing will have a $75 amendment charge which will be debited from the corresponding relationship manager’s 

payroll.

https://www.canada.ca/en/revenue-agency/services/tax/individuals/segments/tax-credits-deductions-persons-disabilities/disability-tax-credit/how-apply-dtc.html
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/gst-hst-businesses/when-register-charge.html
https://www.canada.ca/en/revenue-agency/services/payments-cra/individual-payments/make-payment.html



