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HST Filing Checklist for Ontario Small Businesses

A free, practical guide from BKInk Bookkeeping

This guide is general bookkeeping information for Ontario small businesses, not tax or legal advice. Your specific obligations
depend on your circumstances; when in doubt, check with the CRA or a professional. BKInk can help you with any of the steps
below.

1. Introduction

If filing HST makes you nervous, you're not alone. For many Ontario small business owners, HST is one of the
most confusing and easy-to-get-wrong parts of running a business, and the penalties for mistakes are real.

The good news: HST filing is far less stressful when you stay organized throughout the year and follow a clear
process at filing time. That's exactly what this checklist gives you.

What is HST? HST (Harmonized Sales Tax) is the combined federal and provincial sales tax. In Ontario, the
HST rate is 13%. If your business sells most goods or services, you generally charge 13% HST on your sales,
collect it from your customers, and then remit it to the Canada Revenue Agency (CRA), minus the HST you paid
on your own eligible business expenses.

Do you need to charge HST? Generally, once your business earns more than $30,000 in revenue over four
consecutive calendar quarters, you're required to register for and charge HST. Below that, you're considered
a "small supplier" and registration is optional (though some businesses register voluntarily to claim input tax
credits).

The basic idea of an HST return:

HST you collected on sales — HST you paid on eligible expenses (input tax credits) = what
you owe the CRA (or what they owe you).

Use the checklists below to gather what you need, file accurately, and avoid the most common mistakes.

2. HST Filing Checklist

Before You File: What to Gather
m Confirm your HST registration number (your CRA business number with the RT extension).
m Confirm your reporting period and filing frequency (annual, quarterly, or monthly).
m Note your filing deadline and payment deadline for this period.

m Gather your bookkeeping records for the full reporting period (ideally from QuickBooks Online or your
accounting system).

m Have your bank and credit card statements for the period on hand.

m Make sure all accounts for the period are reconciled and up to date.
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m Confirm whether you use the regular method or the Quick Method of accounting for HST.

Sales Tracking (HST Collected)
m Confirm all sales/invoices for the period are recorded.
m Verify you charged the correct HST rate (13% in Ontario) on taxable sales.

m Identify any zero-rated or exempt sales (e.g., certain goods/services) and confirm they're handled
correctly.

m Account for any sales to other provinces at the correct rate, if applicable.
m Total the HST you collected on sales for the period.

m Reconcile recorded sales against your bank deposits to catch anything missing.

Expense Tracking (for Input Tax Credits)
m Confirm all business expenses for the period are recorded.
m Make sure each claimed expense has a valid receipt or invoice showing the HST paid.
m Confirm receipts show the supplier's HST/GST registration number where required.
m Separate personal expenses from business expenses (personal costs are not claimable).
m Flag expenses that are only partially claimable (e.g., meals and entertainment, mixed-use costs).

m Total the HST you paid on eligible business expenses.

Input Tax Credits (ITCs)
m Confirm you're claiming ITCs only on eligible business purchases.
m Ensure each ITC is backed by proper documentation.
m Apply the correct claimable percentage for partially deductible items.
m Include ITCs on larger purchases or equipment bought during the period.

m Total your input tax credits for the period.

Calculate and File
m Calculate your net tax: HST collected — input tax credits.
m Determine whether you owe a balance or are due a refund.
m File your return through CRA My Business Account / NETFILE (or your chosen method).
m Pay any balance owing by the deadline to avoid penalties and interest.
m Save a copy of the filed return and your confirmation number.

m Record the filing and payment in your bookkeeping system.

3. Common Mistakes

Watch out for these frequent HST filing errors:
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m Filing or paying late — deadlines trigger penalties and interest quickly.

m Missing input tax credits — unclaimed ITCs mean you overpay the CRA.

m Claiming ITCs without valid receipts — undocumented claims can be denied on review.
m Mixing personal and business expenses — only business portions are claimable.

m Charging the wrong rate — using something other than 13% on Ontario taxable sales.

m Forgetting cash or e-transfer sales — all taxable sales must be included.

m Double-claiming the same expense or ITC.

m Not reconciling first — filing from incomplete books leads to inaccurate returns.

m Ignoring the small-supplier threshold — not registering when you cross $30,000.

m Misapplying the Quick Method if you're enrolled in it.

4. Final Review Checklist
Before you hit submit, run through this final pass:
m All sales for the period are recorded and reconciled.
m All expenses for the period are recorded with valid documentation.
m HST collected has been totalled and double-checked.
m Input tax credits have been totalled and double-checked.
m Net tax has been calculated correctly.
m You're filing for the correct reporting period.
m The filing and payment deadlines are confirmed and met.
®m You have your payment method ready for any balance owing.
m A copy of the return and confirmation will be saved.

m The numbers match your bookkeeping records.

5. When to Get Professional Help
Doing it yourself is fine for simple situations, but consider professional bookkeeping support if:
m Your books are behind or not reconciled.
m You're unsure which expenses qualify for input tax credits.
®m You've received a notice or reassessment from the CRA about HST.
®m Your business has grown more complex (more accounts, payroll, multiple revenue streams).
m You're spending hours on HST each period and would rather focus on your business.
® You missed past filings and need to catch up.

® You simply want the peace of mind that it's done right and on time.
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A bookkeeper keeps your HST tracked accurately all year, so filing becomes quick, accurate, and stress-free,
and you never miss a credit or a deadline.
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