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1. Introduction 

Elections Saskatchewan (referred to in legislation as The Office of the Chief Electoral Officer) 
is the province’s independent, impartial, election management body. Under a legal mandate 
established by the Legislative Assembly of Saskatchewan, Elections Saskatchewan plans, 
organizes, conducts, and reports on provincial electoral events. 

Under The Election Act, 1996 (the Election Act), Elections Saskatchewan administers 
provincial electoral events and oversees registered political parties’ administration of their 
electoral finances. 

This guide describes how the business manager of a candidate is to account for electoral 
income and expenses. It also explains how to prepare the candidate’s audited election 
expenses return that must be submitted to Elections Saskatchewan after an electoral event. It 
has been prepared to help the business managers of candidates fulfill their financial 
administration and reporting responsibilities under the Election Act. 

Business managers can complete the Candidate’s Return of Election Expenses manually or by 
using the Electoral Management System (ELMS) developed by Elections Saskatchewan. If you 
would like to use ELMS to complete the return, please contact Elections Saskatchewan by 
email at info.elections.sk.ca or by phone at 1-877-958-8683 to set up a user account. 

This guide has no legislative authority. For specific statutory responsibilities, please refer to 
the Election Act. In case of a discrepancy between the Election Act and this guide, the 
Election Act will apply. 

Copies of the Election Act and this guide are available on Elections Saskatchewan’s website at 
www.elections.sk.ca/candidates-political-parties/forms-and-guides/.  

Business managers may want to review the following guides, which are also available on 
Elections Saskatchewan’s website: 

 A Guide for the Candidate to The Election Act, 1996; 

 A Guide for the Business Manager to the Electoral Management System (ELMS); 

 A Guide for the Auditor of a Candidate; and 

 A Guide for the Independent Candidate’s Business Manager to The Political 
Contributions Tax Credit Act, 2001. 

  

http://www.elections.sk.ca/candidates-political-parties/forms-and-guides/
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2. Background 

Section 43 of The Election Act, 1996 (the Election Act) establishes the requirement for a 
candidate to appoint a business manager prior to filing nomination papers.  Section 236 of the 
Election Act outlines the business manager’s responsibilities.  

The obligation to account for campaign finances begins as soon as the potential candidate is 
registered.  

 

 For nominations outside the election period, candidates must appoint a business 
manager before the party leader submits Form E-516, Notice of Selection of a 
Candidate by a Registered Political Party.  

 For election period nominations, candidates must appoint a business manager before 
submitting their Form E-405, Nomination Paper package. See Elections Saskatchewan’s 
A Guide for the Candidate to The Election Act, 1996. 

2.1 What Does a Business Manager Do? 

While the business manager may have other responsibilities, he or she is primarily responsible 
for keeping the financial records for the candidate’s campaign and for ensuring those records 
are complete and accurate. The business manager’s financial responsibilities are closely 
related to the auditor’s, so they need to work together to establish an effective accounting 
system. 

The business manager’s financial responsibilities include: 

 opening and maintaining the candidate’s campaign account at a financial institution; 

 accepting and recording all income received for the candidate’s campaign; 

 authorizing and paying expenses; 

 keeping proper records of all campaign bills, invoices, vouchers, and receipts; 

 keep copies of all advertising for proof of authorization (note this can be in the form of 
a picture, proof, design mock up, leftover leaflet, photo of a lawn sign, etc); and 

 preparing financial statements, reports, and other documents required under the 
Election Act. The most important of these documents is Form E-412, Candidate’s 
Return of Election Expenses, which must be prepared, audited by the candidate’s 
auditor, and then submitted to Elections Saskatchewan within three months after 
election day (also called polling day). 

 
 
  

http://www.elections.sk.ca/candidates-political-parties/forms-and-guides/guide_e400_web.pdf
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The business manager is also responsible for: 

 requesting a recount if the returning officer declares a tie vote in the election because 
the candidate is tied with one more or more of the other candidates for the most votes 
(the candidate is the only other person who may request the recount); and 

 working with Elections Saskatchewan to complete the election expense review and 
reimbursement process. 

 
If a business manager’s appointment ends for any reason, the candidate must immediately 
appoint another and inform the Chief Electoral Officer. The responsibilities of the new 
business manager begin as soon as he or she is appointed. 

2.2 Eligibility Criteria for Business Managers 

A business manager must be eligible to vote under sections 16 and 17 of the Election Act, and 
may not be an election officer (see below) or a candidate. However, a business manager may 
serve as the business manager of more than one candidate. 

   Election Officer 
 

In this guide, the term “election officer” includes: 

 the Chief Electoral Officer; 

 the Assistant Chief Electoral Officer; 

 returning officers, including supervisory deputy returning officers and deputy returning 
officers; 

 election clerks; 

 poll clerks;  

 enumerators; 

 automation coordinators; 

 revising agents; and 

 registration officers. 
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3. Banking 

Before conducting any financial transactions for the campaign, the business manager must 
establish a campaign account (e.g., “Campaign for Christopher Candidate”) at a financial 
institution (chartered bank, trust or loan corporation, or credit union) that returns cancelled 
cheques or electronic images of them. 

 Access to the account should be restricted to the business manager, who is responsible 
for control of all income and expenses. 

 All contributions, transfers, and other income received for the campaign must be 
deposited into the account. 

 Detailed records of all revenue sources must be maintained, including deposit slips 
confirming the amount and date of the corresponding deposits. 

 All expenses must be paid from the account. 
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4. Administering Campaign Income 

Political contributions are the primary source of a candidate’s campaign income.  

4.1 What Are Political Contributions? 

Political contributions include donations of money and donations in kind. 

Donations of money include: 

 gifts of money, including unsolicited money from drop-ins, mail-ins, and other sources; 

 loans; 

 advances; 

 deposits; 

 monetary equivalents issued by the contributor (e.g., a cheque); and 

 transfers of money between a party and its constituency associations or candidates 
when used to finance campaign expenses. 

 
Donations in kind include: 

 the commercial value of services provided by a contributor; 

 the services of a contributor’s employee (paid for by the contributor); 

 the commercial value of goods provided by a contributor; and 

 discounts on goods or services provided by any person. 

 

    Transfers Between a Party and Constituency Associations or Candidates 
 

Transferring money between a party and its constituency associations or candidates is a 
common and acceptable method of financing political activities.  

During an election campaign, transfers of money to finance a candidate’s campaign must be 
recorded as a contribution to the candidate. 

   Income from Meetings and Fundraising Events 
 

The income from meetings and fundraising events held by or on behalf of the candidate must 
be recorded as contributions; this includes: 

 income from any tickets sold for dinners, rallies, public meetings, lotteries, 
conferences, and conventions;  

 contributions collected at the meeting or event; and  

 all proceeds from the sale of pins, buttons, flags, hats, and other items. 

 
The expenses incurred for the fundraising event or sale of goods must be deducted from the 
gross income with the resulting net proceeds reported as the contribution to the candidate. 
Should a fundraising event end up in a deficit, the amount recorded for net proceeds will be 
zero. 
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  Volunteer Labour 
 

If a person donates services for which they are not ordinarily compensated, the services are 
considered to be volunteer labour.  

If a person donates services for which they would otherwise be compensated, the campaign 
must record an expense equal to the commercial value of the services with an amount paid of 
$0.00. A contribution equivalent to the commercial value of the services must also be 
recorded. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

  

4.2 Accepting Political Contributions 

Only the candidate’s business manager may accept contributions. 

   Contributions Through an Agent 
 

The business manager may accept contributions made through an agent as long as the agent 
discloses the name of the original contributor. 

   Anonymous Contributions 
 

If a contributor’s identity cannot be determined, the contribution is considered anonymous. 
The business manager may not accept an anonymous contribution of more than $250; he or 
she must report and forward it to Elections Saskatchewan. The contribution will then be 
forfeited to the Minister of Finance. 

    

Example 2 
 
A donor, who is also a website designer, designs a website for the candidate. 
The donor would normally charge a client $500.00 for this service. The 
campaign must record an election expense of $500.00 with an amount paid of 
$0.00. A donation in kind of $500.00 must be recorded in the appropriate 

contribution section. 

Example 1 
 
A donor, who is also a website designer, answers the phone in the campaign 
office and goes door-to-door campaigning for the candidate.  Because the donor 
is not normally compensated for this type of service, the labour would be 
considered to be volunteer labour and no entry on the candidate election 

return is required.  
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  Contributions from Non-Canadians 

 
The business manager may not accept a contribution from non-Canadians no matter where 
their place of residence. (He or she may accept contributions from Canadian citizens living 
outside of Canada. See Classification of Contributors on page 8.) 

 

4.3 Recording Political Contributions 

Under the Election Act, the business manager must record all contributions. In addition, in 
the candidate’s election expenses return, the business manager must disclose the names of 
all contributors whose aggregate contributions to the campaign total more than $250. 

Elections Saskatchewan recommends the business manager record the following information 
for every contribution received: 

 name of the contributor; 

 class of contributor (see Classification of Contributors on page 8); 

 date received; and 

 amount contributed (the dollar value of the money received, the commercial value of 
the goods or discount provided, and the salary or wages the contributor paid for any 
services provided). 

 
Contributions from the following contributors must be recorded on specific statements: 

 corporations when the corporation acts as an agent (see page 9); 

 trust funds (see page 9); 

 constituency associations (see page 9); and 

 provincially or federally registered political parties (see page 10). 

 
The following forms are not mandatory, but they may be used to assist with recordkeeping: 

 Record of Contributions Fundraising – to record contributions collected at fundraising 
events (see page 14); 

 Record of Contributions Meeting – to record contributions collected at meetings (see 
page 15). 
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   Classification of Contributors 
 

The following table describes how the Election Act classifies contributors. 

Class Description 

Individual A person who normally resides in Saskatchewan. This includes: 

 a person serving in the armed forces, diplomatic corps, or 
similar employment outside Saskatchewan; 

 a person attending full-time study outside the province; 
and 

 a deceased person’s estate. 

Corporation A business entity that meets any of the following criteria: 

 a corporation that is incorporated under The Business 
Corporations Act (Saskatchewan) (the Business 
Corporations Act) and maintains its registered office in 
Saskatchewan; 

 a corporation that regularly executes contracts in the 
province through its officers, employees, or agents; 

 a corporation that conducts business in and outside the 
province and is registered under section 262 of the 
Business Corporations Act; or  

 a corporation that is taxable in Saskatchewan under The 
Corporations Capital Tax Act (Saskatchewan). 

Trade Union A trade union under the Trade Unions Act; a formal body, 
temporary or permanent, formed to regulate relations between 
workers and management. 

Unincorporated organization 
or association 

A business or not-for-profit organization that does not possess a 
legal identity separate from its owner(s). 

Other person or group of 
persons 

Any contributor who is not an individual, corporation, trade union, 
or unincorporated organization or association. 
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   Monetary Contributions 
 

All monetary contributions must be recorded as they are received and deposited into the 
candidate’s bank, trust company, or credit union account. If a contribution is received in a 
currency other than Canadian dollars, the contribution must be recorded in the Canadian 
equivalent based on the party’s policy on exchange rates. 

The business manager must prepare and sign a Statement of Contribution Corporation, Trust 
Fund or Constituency Association for every contribution from: 

 a corporation acting as an agent; 

 a trust fund; and 

 a constituency association. 

 
The statement must identify the total amount of the contribution and the name of the person 
who authorized the contribution. For contributions from trust funds, constituency 
associations, and corporations acting as agents, the statement must identify the name of each 
person who contributed more than $250 to the funds contributed and the amount each 
contributed.  
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For every contribution from a provincially or federally registered political party, the business 
manager must prepare and sign a Statement of Contribution Registered Party. The statement 
must identify the name of each person who contributed more than $250 to the funds 
contributed and the amount each contributed.  
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   Donations in Kind 
 

All donations in kind (excluding volunteer labour) must be recorded at their commercial 
value. Commercial value considerations can apply to goods and services donated in their 
entirety or provided to a candidate’s campaign at less than their commercial value. 
Commercial value is the lowest amount that commercial suppliers of the goods or services 
would charge for them at the time they are donated. (The commercial value of a donation in 
kind is an election expense as well as a contribution; it must be reported in the candidate’s 
election expenses return as a contribution and an expense.) 

The commercial value of goods and services valued at more than $25 must be established by 
independent means, e.g., by a commercial supplier in a written estimate. 

When The Business Manager Must Obtain 

Goods or services are donated 
by a contributor who is a 
commercial supplier of them 

 a vendor or supplier statement from the contributor. 

The statement must identify the vendor or supplier, state the 
date of donation, describe the goods or services provided, and 
confirm the lowest amount the vendor or supplier would charge 
for the goods or services on that date. 

Services are donated by a 
contributor who is not a 
commercial supplier of them 

 a signed and dated service agreement; 
 a signed and dated donor’s statement (see page 12); and 
 a commercial supplier’s written statement or estimate of 

the commercial value of the services. 

The service agreement or donor’s statement must describe the 
services contributed, state the date(s) they were contributed, 
and specify the amount paid. 

Goods are donated by a 
contributor who is not a 
commercial supplier of them 

 a signed and dated donor’s statement; and  
 a commercial supplier’s written statement or estimate of 

the commercial value of the goods. 

The donor’s statement must describe the goods contributed, 
state the date(s) they were contributed, and specify the amount 
paid. 

A trade union or business 
(incorporated or 
unincorporated) pays an 
individual directly to perform a 
service for a party 

 a written statement from the trade union or business (see 
page 13); and  

 the cancelled cheque or pay stub that displays the name 
of the payee (volunteer) and the payer. 

 

A trade union pays a person 
through an employer to 
perform a service for a party 

 a written statement from the trade union; 
 verification of an authorized leave of absence from the 

person’s employer (see page 13); and  
 a cancelled cheque or dated receipt from the donor to the 

employer. 
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A written statement from a trade 
union or business must:  

 be on official letterhead and 
dated; 

 identify the name of the 
person paid and the amount 
paid; and 

 be signed by the donor or the 

donor’s representative. 

A verification of authorized 
leave of absence must: 

 be on company 
letterhead; 

 specify the dates of 
the leave; and 

 be signed by the 
company or a company 

representative. 
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   Fundraising Event Contributions 
 

A Record of Contributions Fundraising may be used to record contributions collected at a 
fundraising event and to determine if the event was profitable. 

The expenses incurred for the fundraising event must be deducted from the gross income with 
the resulting net proceeds reported as the contribution to the campaign. Should a fundraising 
event end up in a deficit, the amount recorded for net proceeds will be zero. 

 

Note: The Election Act, 1996 prohibits candidates from providing alcohol to voters. 
Fundraisers, such as Wine and Cheeses or scotch tastings, are violations of the 
Election Act. 
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   Meeting Contributions 
 

A Record of Contributions - Meeting may be used to record the name of each contributor at a 
meeting and the amount contributed. 
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4.4 Issuing Income Tax Receipts 

Only the party’s chief official agent or the business manager for an independent candidate 
may issue income tax receipts for contributions. 

For information about issuing income tax receipts for contributions, see A Guide for the Chief 
Official Agent to the Political Contributions Tax Credit Act, 2001 and The Political 
Contributions Tax Credit Act, 2001. 

  

http://www.elections.sk.ca/candidates-political-parties/forms-and-guides/guide_p600_web.pdf
http://www.elections.sk.ca/candidates-political-parties/forms-and-guides/guide_p600_web.pdf


 
    

 

  A Guide for the Business Manager to The Election Act, 1996  

    

 

 17 

5. Administering Campaign Expenses 

Under the Election Act, the expenses a candidate incurs during an election campaign are 
personal, candidate campaign, or election expenses. 

The candidate may be eligible for reimbursement of a portion of his or her eligible election 
expenses. See Chapter 7. 

5.1 Personal Expenses 

Personal expenses are any expenses the candidate incurs other than candidate campaign 
expenses (See Section 5.2). 

Examples (not an exhaustive list) of personal expenses: 

 any costs incurred for travel, meals, and accommodation outside the constituency; 

 family, elder, and/or spousal care costs; 

 tickets to community events, fundraisers, sporting events (ie tickets to Saskatchewan 
Rush, Habitat for Humanity Gala, etc) 

 
The candidate must record personal expenses and report them to the business manager. The 
business manager must report these expenses in the candidate’s election expenses return, 
but may not include them in the calculation of election expenses.  

For all personal expenses, the following documentation must accompany the candidate’s 
election expenses return when it is submitted to Elections Saskatchewan: 

 proof of purchase (bills, invoices, etc.); 

 proof of payment (receipts, cancelled cheques, etc.); and  

 a detailed statement of particulars, certified true and correct by the candidate. 
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5.2 Candidate Campaign Expenses 

Candidate campaign expenses are expenses the candidate incurs during the campaign period 
for campaign-related travel, meals, and accommodations within the constituency.  

Candidate campaign expenses must be reported in the candidate’s election expenses return, 
but may be excluded from the calculation of election expenses if including them means the 
candidate will exceed election expense limitations. 

For all candidate campaign expenses, proof of purchase (bills, invoices, etc.) and proof of 
payment (receipts, cancelled cheques, etc.) must accompany the candidate’s election 
expenses return when it is submitted to Elections Saskatchewan. 
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5.3 Election Expenses 

The Election Act defines “election expenses” as “the cost of goods and services used during 
an election for the purpose of promoting or opposing, directly or indirectly, a registered 
political party or the election of a candidate, regardless of whether those costs are incurred 
before, during or after the election….” It defines “during an election” as “the period 
commencing the day a writ is issued for an election and ending on polling day for the 
election.” 

   What Are Election Expenses? 
 

Election expenses include all money spent or liabilities incurred to promote or oppose a 
particular party or candidate and the commercial value of all goods and services—except 
volunteer labour (see page 6)—donated in their entirety or provided to a candidate at less 
than their commercial value (i.e., at a discount). 

Election expenses can be incurred before, during, or after an election period (campaign 
period) for goods or services used during that period. For example, money spent before an 
election period on goods and/or services used during the election period is an election 
expense, and whether they are paid for before, during, or after the election period, the value 
of goods or services used during an election period is an election expense. 

Items such as bank charges and delivery of copiers/computers are not considered election 
expenses if they are incurred outside of the election period. 

Examples (not an exhaustive list) of election expenses: 

 advertising and publicity, including production costs and ad placement; 

 promotional material, including pamphlets, posters, and signs; 

 postage or distribution costs of election materials; 

 telephone installation costs; 

 salaries, wages, or fees paid to campaign officials, including remittances for Canada 
Pension Plan and Employment Insurance; 

 salaries, wages, or fees paid to the candidate, including remittances for Canada 
Pension Plan and Employment Insurance; 

 any costs incurred by campaign officials for campaign-related travel, meals, and 
accommodation within the constituency;  

 rental of office and meeting spaces, including utilities, office equipment, and supplies; 

 lumber and other structural support materials; 

 interest accrued on loans or lines of credit taken to acquire goods and services used 
during the election period; and 

 all costs related to surveys and research conducted during an election. 
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   Election Expense Limits 
 

Candidates are limited to an amount they may spend during an election campaign. 

For northern constituencies (Athabasca and Cumberland), the limit is whichever of these is 
greater: 

 the base amount established in the Election Act for northern constituencies, adjusted 
annually for inflation according to the Consumer Price Index; or 

 the number of voters on the constituency voters list multiplied by an annually adjusted 
amount. 

 
For southern constituencies (all constituencies except Athabasca and Cumberland), the limit 
is whichever of these is greater: 

 the base amount established in the Election Act for southern constituencies, adjusted 
annually for inflation according to the Consumer Price Index; or 

 the number of voters on the constituency voters list multiplied by an annually adjusted 
amount.  

 
Election expense limits are published in The Saskatchewan Gazette and on Elections 
Saskatchewan’s website at www.elections.sk.ca/candidates-political-parties/electoral-
finance/expenditures-and-election-expense-limits/.  

   Transfers Between a Party and Constituency Associations or Candidates 
 

When money is transferred from a party or constituency association to a candidate, the 
business manager must record a contribution in the candidate’s election expenses return, and 
the party must record the transfer in the fiscal period return in which it was transferred. 

 

   Donations in Kind 
 

The commercial values of goods and services donated to the election campaign are election 
expenses as well as contributions. See Donations in Kind on pages 11, 12, and 13. 

   Volunteer Labour 
 

Volunteer labour may not be claimed as an election expense. See Volunteer Labour on page 6. 

Chief Electoral Officer Directives 

The Chief Electoral Officer (CEO) provides directives for clarification on treatment on certain 
expenses including the purchase of capital goods and the use of personal communications 
devices for campaign purposes.  The following directives can be found on Elections 
Saskatchewan’s website:  

 CEODIR-2016-002 Cell Phone Treatment 

 CEODIR-2016-003 Computer and Computer Equipment Treatment 

 CEODIR-2016-004 Capital Asset Treatment 

Expenses for Public Meetings and Rallies 

http://www.elections.sk.ca/candidates-political-parties/electoral-finance/expenditures-and-election-expense-limits/
http://www.elections.sk.ca/candidates-political-parties/electoral-finance/expenditures-and-election-expense-limits/
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Expenses incurred for public meetings and rallies held for election purposes may be claimed 
as election expenses as long as no tickets or fees are sold or collected for admission to or 
participation in the meeting or rally and the primary purpose of the meeting or rally is not 
fundraising.  

Donations may be collected at the meeting or rally. 

   Expenses for Fundraising Events 
 

The expenses incurred for raising funds may not be claimed as election expenses. They must 
be deducted from the gross income with the resulting net proceeds reported as the 
contribution to the candidate. See Income from Meetings and Fundraising Events on page 5. 

5.4 Billing and Payment of Election Expenses 

Creditors must submit their bill, invoice, charge, or claim to the candidate or business 
manager within 60 days after the day fixed for the return to the writ. 

If a creditor dies in the 60-day period, the creditor’s legal representative has two months 
from the day of appointment as the legal representative to submit the bill, invoice, charge, 
or claim for payment. 

If billing is delayed beyond the 60-day and two-month periods set out above, the account is 
barred and must not be paid. 

The business manager must pay all bills, invoices, charges, and claims (unless they are 
barred) within 90 days after election day. Any bill, invoice, charge, and claim not paid within 
that 90-day period is a disputed claim and must not be paid until Elections Saskatchewan or a 
Court of Queen’s Bench judge orders payment. The creditor, business manager, or candidate 
may apply for an order to pay. 
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 5.5  Joint Agreements 

 
Candidates from the same party may enter into a written agreement or arrangement with 
each other and their party for the purpose of jointly incurring and paying for the candidates’ 
election expenses.  
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Joint agreements must: 

 indicate who will administer the agreement (the only role the chief official agent of the 
party may have is administrator of the agreement); 

 specify the proportion of expenses each candidate will pay; 

 specify whether the candidate’s portion of election expenses will be paid to the 
supplier or the administrator; and 

 be signed by the administrator and all participating candidates. 

 
The administrator of the agreement must keep the original agreement and give a copy of it to 
the business managers of the candidates participating in the agreement. 

If The Business Manager Must Obtain or Keep 

The business manager 
pays the candidate’s 
portion of election 
expenses directly to the 
supplier or vendor 

 a copy of the agreement; 
 original bills and invoices; and 
 original receipts and cancelled cheques proving payment to the 

supplier or vendor. 

The business manager 
pays the candidate’s 
portion of election 
expenses to the 
administrator of the 
agreement 

 a copy of the agreement; 
 copies of the bills and invoices; 

 copies of the receipts or cancelled cheques proving payment to 
the suppler or vendor; and 

 the original receipts and cancelled cheques proving payment to 
the administrator. 

 
When the administrator submits the party’s (or candidate’s) election expenses return, he or 
she must submit the original joint agreement and any original bills, invoices, receipts, and 
cancelled cheques kept as part of the agreement. 
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6. Preparing the Candidate’s Election 
Expenses Return 

Under the Election Act, the business manager must prepare Form E-412, Candidate’s Return 
of Election Expenses and must submit it to Elections Saskatchewan within three months after 
election day. 

Business managers can complete the Candidate’s Return of Election Expenses manually or by 
using the Electoral Management System (ELMS) developed by Elections Saskatchewan. If you 
would like to use ELMS to complete the return, please contact Elections Saskatchewan by 
email at info.elections.sk.ca or by phone at 1-877-958-8683 to set up a user account. 

The return must be audited by the candidate’s auditor. The auditor’s report and, for all 
expenses over $25, the documents or records that substantiate the expenses must be 
submitted with the return: 

 all proofs of purchase or agreement from vendors and suppliers (original bills, invoices, 
bills, work orders, purchase orders, leases, vouchers, estimates, and statements, etc.); 

 all original documentation regarding the appointment of legal representatives (for 
example, when a creditor dies);  

 all joint agreements (see Joint Agreements on pages 22 and 23);  

 all proof of advertising (See Section 2.1); 

 all expense claims and travel claims; and 

 all proofs of payment (original receipts and cancelled cheques). 

 
Copies of Form E-412 and candidate’s returns from previous elections are available on 
Elections Saskatchewan’s website.  A sample copy of a completed return along with the 
required documentation can also be found on Elections Saskatchewan’s website.  
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6.1 Cover Page 

 

  On the cover page of the return, record: 
 
-the candidate’s name; 
-the name of the candidate’s political 
 party; 
-the date of the election; and 
-the constituency 
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6.2 Notice of Return 

On page 2 of the return, record: 

 the candidate’s name; 

 the business manager’s name, address, and phone number(s); 

 the date of the election; and 

 the constituency. 

 
Sign and date the return. 

 

Once you have completed page 2 of the return, skip to page 6. You need to calculate your 
contributions and expenses before you complete the summaries on pages 4 and 5 or respond 
to the statements regarding designation of reimbursement (on page 3). 
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6.3 Contributions (Part I) 

   Detail of Contributions 
 

In the schedule provided for each class of contributor, record the number of contributors and 
the total value of the contributions received during the election campaign. See Chapter 4 for 
information about contributions and the classes of contributors. 

  

 
 

 

There are five of these 

schedules to complete. 

The return separates 
contributions into 
contributions in excess 
of $250, contributions of 
$250 or less but more 
than $25, and 
contributions of $25 or 
less. 
 
For contributions in 
excess of $250, list or 
attach a list of the 
contributors’ names and 
the total amount each 
contributed. 
 
For each contribution 
from a trust fund, 
constituency association, 
registered party, or 
corporation (if acting as 
an agent), include the 
statement that supports 
the contribution. See 
pages 9 and 10 of this 

guide. 
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   Proceeds from Other Sources – Summary 
 

On page 12 of the return, record the total contributions the candidate received from 
fundraising events, meetings, the sale of promotional items, and other unsolicited sources. 
Transfer the total(s) to schedule 5. 

If a donor contributes more than $250 
during the fiscal period, some of it at 
fundraising events and meetings, 
deduct the contributions made at 
fundraising events and meetings from 
the amount(s) here before 
transferring the total to schedule 5. 
Add those contributions to the donor’s 
contributions in schedule 1, 2, 3, or 4, 

as applicable. 
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6.4 Expenses (Part II) 

  

Personal Expenses 
 
Record the candidate’s personal 
expenses. 
 
The documents that substantiate 
the expenses must be submitted 
with the return: 
-Itemized bills and invoices; 
-receipts and cancelled cheques; 
-a Statement of Personal 
Expenses Paid by a Candidate 
 
 
 
Candidate Campaign Expenses 
 
Record all campaign-related 
travel, meal, accommodation 
expenses the candidate has 
incurred during the campaign 
period. 
 
The receipts and cancelled 
cheques that substantiate the 
expenses must be submitted with 
the return. For Private Vehicle 
km used, a detailed Travel Claim 

Form must be submitted. 
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The detailed Travel Claim 
form must include the 
date the travel occurred, 
the starting point and the 
destination as well as the 

total kilometers travelled. 
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Election Expenses 

When entering election expenses, the Amount Paid and Commercial Value recorded should be 
the amounts applicable to the election period only. There may be invoices for expenses that 
include goods and services that were consumed before, during and after the election period. 
In these situations, enter the total amount of the invoice in the Total Invoice Amount field 
and the amount applicable to the election period in the Amount Paid and Commercial Value 
columns.  Entering the cheque number used to pay the invoice helps with the audit review 
process that occurs after the audited return is submitted.  

   Hire of Premises 
 

Record all expenses incurred for offices and meeting spaces used for the campaign. 

The leases and agreements that substantiate the expenses must be submitted with the return. 
They must describe the premises, the location of the premises, the purpose of the premises, 
and the length of time they were leased/rented. They must also provide the name and 
address of the proprietor. 

 
  

To be included as an election expense, the value associated with the cost of premises, 
donated or otherwise, is limited to the period of the election, which begins the day the 

writ of election is issued and ends election day. 
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   Advertising 
 

Record all expenses incurred for the production and placement of broadcast and print 
advertisements for the campaign. 

The documents that substantiate the expenses must be submitted with the return. 

 Every advertisement promoting the candidate must be supported by an authorization 
statement. See section 215 of the Election Act. 

 Advertising through broadcast media must be supported by a schedule of date(s) and 
time(s) airing as well as a script or an electronic copy of the advertisement. 

 Every print media advertisement must be supported by a tear sheet or electronic 
equivalent of the advertisement, indicating the date(s) of placement. 
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   Services 
 

Record the expenses incurred for services during the campaign. This includes expenses for 
utilities, insurance, equipment rentals, and salaries.  

The supplier documents that substantiate these expenses must be submitted with the return. 
Each supplier document must describe the service provided, the date(s) it was provided, and 
the amount paid.  

For every service donated by a contributor who is not a commercial supplier of the service, 
the following documents must be submitted with the return: 

 a signed and dated service agreement that identifies the service provided, the date(s) 
it was provided, and the amount paid; 

 a signed and dated donor’s statement; and 

 a commercial supplier’s written statement or estimate. See Donations in Kind on 
pages 11, 12, and 13. 
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Goods Supplied 

Record the value of goods supplied for and used during the election period, which starts the 
day the writ of election is issued and ends election day. Goods are tangible items such as 
wood stakes, signs, pamphlets, computer, food, and office supplies.  

The supplier documents that substantiate these expenses must be submitted with the return. 
Each supplier document must include a detailed description of the goods supplied and the 
date(s) the goods were supplied. Should an election worker be reimbursed for multiple items 
on one cheque, an expense claim form must be completed. 

For all goods donated by a contributor who is not a commercial supplier of the goods, the 
following documents must be submitted with the return: 

 a signed and dated agreement; 

 a signed and dated donor’s statement; and 

 a commercial supplier’s written statement or estimate. See Donations in Kind on 
pages 11, 12, and 13. 

 

See CEO Directive 2016-004 for details on the treatment of capital goods (minimum value of 
$250 per item) purchased or supplied specifically for the election. 

The costs incurred for repairing or restoring used goods are election expenses when they are 
substantiated by the proper supplier documentation.  
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If you authorize an individual to purchase goods or pay for services on behalf of the campaign and then 
subsequently reimburse the individual from campaign funds, the individual should complete an Expense 
Claim form.  Information on the form should include the individual’s name and a listing of purchases 
for which reimbursement is being requested.  The individual should sign the form and original receipts 
should be attached before reimbursement is made.   
 
Each purchase should be classified under the correct category of expense (i.e. goods or services). 
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   Travel and Hire of Vehicle 
 

Record the expenses incurred for mileage, vehicle maintenance, and hired vehicles. 

The documents that substantiate these expenses must be submitted with the return. 

 The rates used to calculate mileage expenses should be reasonable and similar to the 
current reimbursement rates established by the Saskatchewan Public Service 
Commission; see www.cs.gov.sk.ca/601-A. 

 Vehicle maintenance, gasoline, oil, and insurance expenses must be substantiated by 
signed expense claims. 

 Mileage expenses must be substantiated by detailed signed travel claims. Summaries of 
mileage driven are not accepted. 

 Expenses for commercially hired vehicles must be substantiated by dated and signed 
lease agreements that specify the time period and the related charges. 

 

Expenses may be claimed with signed expense claims OR signed travel claims based on a mileage 
rate—but not both. 

 

http://www.cs.gov.sk.ca/601-A
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   Undisputed Claims Unpaid 
 

Record all claims or accounts where the 60-day or two-month period for billing or the 90-day 
period for payment has expired. 

A claim is undisputed if it was received but was misplaced or accidentally left unpaid in the 
90-day payment period or if the supplier did not send it in the 60-day or two-month billing 
period for some extenuating reason. See Billing and Payment of Election Expenses on page 21. 

Until they are paid, unpaid claims and accounts will not be included in the reimbursement of 
election expenses calculation.  
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   Disputed Claims Unpaid 
 

Record all claims or accounts where the 90-day period for payment has expired because 
payment was denied or refused for some reason. See Billing and Payment of Election Expenses 
on page 21. 

Until they are paid, disputed claims or accounts will not be included in the reimbursement of 
election expenses calculation. 

 

 



 
    

 

  A Guide for the Business Manager to The Election Act, 1996  

    

 

 39 

6.5 Summaries 

   Summary of Contributions (page 5 of the return) 
 

Add the totals from each schedule to get the total number of contributors and the total value 
of the contributions the candidate received during the campaign period. 

In these columns, record 
the totals from the 
schedules in Detail of 

Contributions. 

Transfer this total to 

page 4 of the return. 
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   Summary of Contributions and Expenses (page 4 of the return) 
 

Add the totals from all expense categories (hire of premises, advertising, services, goods 
supplied, etc.) and record the total expenses incurred for the election campaign. 
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6.6 Designation of Reimbursement 

Identify to whom any reimbursement of election expense should be paid. See Chapter 7 for 
more details on reimbursement and eligibility. 
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6.7 Business Manager’s Declaration 

This declaration must be submitted with the return. Complete and sign the declaration in the 
presence of a person authorized to administer oaths in Saskatchewan (a notary public or 
commissioner of oaths). Ensure the notary public or commissioner of oaths records the 
location and date and signs the declaration. Note – the candidate cannot be the commissioner 
of oaths for the business manager. 

 

If the return is 
submitted 
without this 
declaration, it 
will be returned 
to you. 
 
You will need to 
complete the 
declaration and 
resubmit the 

return. 
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6.8 Candidate’s Declaration  

This declaration must be submitted with the candidate’s return. The candidate must 
complete and sign the declaration in the presence of a person authorized to administer oaths 
in Saskatchewan (a notary public or commissioner of oaths). Ensure the notary public or 
commissioner of oaths records the location and date and signs the declaration. Note – the 
business manager cannot be the commissioner of oaths for the candidate. 

 

If the return is 
submitted 
without this 
declaration, it 
will be returned 
to you. 
 
The candidate 
will need to 
complete the 
declaration and 
you will need to 
resubmit the 

return. 
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6.9 Auditor’s Report 

When it is complete, the candidate’s election expenses return must be audited by a member 
in good standing of a Saskatchewan association of professional accountants. When the return 
is submitted to Elections Saskatchewan, the auditor’s report must accompany it. 

 

 

 

  

The auditor must be given 
the records, documents, 
books, accounts, vouchers, 
etc. and explanations 
required to audit the return 
and prepare this report. 
 
The auditor’s fees for the 
election expenses return are 
reimbursable, but must not 
be included on the election 
expenses return as an 
election expense. 
 
When you receive a bill or 
invoice marked “paid” from 
the auditor, submit it and 
the cancelled cheque to 
Elections Saskatchewan 
within six months after the 
election. When Elections 
Saskatchewan receives these 
proofs of payment, the 
candidate will be entitled to 
a reimbursement up to the 
maximum prescribed in the 
Election Act, adjusted 
annually for inflation 
according to the Consumer 
Price Index. See 
Reimbursement of the 

Auditor’s fee on page 50. 
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7. Reimbursement of Election Expenses 

If a candidate qualifies to be reimbursed for a portion of his or her election expenses, the 
maximum amount that will be reimbursed is the lesser of these: 

 

 60 percent of the candidate’s eligible election expenses, excluding all disputed or 
unpaid expenses; or 

 the maximum allowed under the Election Act. 

 
However, circumstances affect the amount of the reimbursement (if any) and who receives it. 
See pages 48 and 49. 

7.1 When Is a Candidate Eligible for Reimbursement? 

A candidate may be eligible for reimbursement for a portion of his or her election expenses if: 

 

 he or she received 15 percent or more of all valid votes cast in the constituency; 

 the business manager prepared candidate’s election expenses return (page 3 of the 
return must indicate who is to receive any reimbursement the candidate qualifies to 
receive); 

 the candidate’s auditor audited the return and prepared the auditor’s report; 

 Elections Saskatchewan received the return on or before the three-month deadline; and 

 the return is complete, accurate, and accompanied by the auditor’s report and 
documents or records substantiating all expenses. 
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7.2 What Election Expenses Are Not Eligible? 

All election expenses (see page 19) except the following are eligible for reimbursement: 

 

 a transfer of money between a party, its constituency associations, or a candidate if 
the party or a constituency association or another candidate is claiming the transfer as 
an election expense; 

 the cost of nominating a candidate; 

 a candidate’s nomination deposit; 

 any amount claimed in a previous election expenses return; 

 any amount spent on conventions and leadership campaigns; 

 any amount spent on advertising that did not comply with the requirement that it be 
tagged with “authorized by the business manager of”; 

 any amounts claimed for expenses that in any way violate any requirements of the 
Election Act; 

 any donation in kind that has a commercial value of $200 or less; 

 any amount spent on alcohol; 

 any amount incurred or paid as an expense for a fundraising function; 

 the cost or commercial value of free broadcast time if the time is available to all 
candidates; 

 any amount not supported by a supplier document stating the expense details and a 
receipt or cancelled cheque as proof of payment;  

 any amount for barred accounts; 

 any amount claimed for the use of a privately owned vehicle (amounts claimed for oil, 
gas, additional insurance, or for distances travelled may be reimbursed; signed invoices 
or vouchers with the details of the distance travelled, locations, and dates must be 
submitted with the candidate’s election expenses return); and 

 all expenses related to election recounts or additions. 
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7.3 The Reimbursement Process 

1. When the candidate’s audited election expenses return is submitted, Elections 
Saskatchewan conducts a preliminary review and calculates the reimbursement. (Unpaid 
expenses—disputed and undisputed claims—are not included when the reimbursement is 
calculated. When those expenses are paid and proof of payment is submitted, Elections 

Saskatchewan may authorize a supplementary reimbursement.) 

2. If the candidate qualifies for a reimbursement, Elections Saskatchewan issues a 
certificate authorizing the Minister of Finance to make an interim payment, usually to 
the candidate’s business manager, for 75 percent of the estimated allowable 
reimbursement. 

3. Within 90 days of receiving the candidate’s election expenses return, Elections 

Saskatchewan completes a detailed examination of it. 

4. Upon completion of the detailed review, the remaining balance of the reimbursable 
election expenses will be paid. However, if the interim payment to the candidate 
exceeded the reimbursement he or she qualifies to receive, the business manager must 

reimburse the Minister of Finance for the overpayment. 
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7.4 How Circumstances Affect Reimbursement 

   For Candidates Endorsed by a Registered Political Party 
 

If Then 

The value of all contributions received 
exceeds election expenses 

The Minister of Finance will pay any reimbursement 
to the party’s chief official agent or to the 
candidate’s business manager (as directed by the 
candidate in his or her election expenses return). 

The value of all contributions received 
does not exceed election expenses, but 
the contributions plus the calculated 
reimbursement exceed election expenses 

The Minister of Finance will pay:  
 an amount equal to the value of the 

contributions and the reimbursement less the 
actual election expenses to the party’s chief 
official agent or the candidate’s business 
manager (as directed by the candidate in his 
or her election expenses return); and  

 an amount equal to the election expenses 
less the value of contributions to the 
candidate’s business manager. 

The value of all contributions and the 
Minister of Finance’s reimbursement 
exceed election expenses 

The candidate’s business manager must pay the 
excess amount to the party’s chief official agent or 
the constituency association (as directed by the 
candidate in his or her election expenses return). 

The candidate dies or withdraws from an 
election, but before death or withdrawal, 
the value of all contributions exceeds 
election expenses  

No reimbursement will be paid. The candidate’s 
business manager must pay the excess amount to the 
party’s chief official agent. 

If the candidate dies or withdraws before appointing 
a business manager, his or her estate must pay the 
excess amount to the party’s chief official agent. 
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   For Independent Candidates 
 

If Then 

The value of all contributions exceeds 
election expenses 

No reimbursement will be paid. 

The value of all contributions received 
does not exceed election expenses, but 
the contributions plus the calculated 
reimbursement exceed election expenses 

The Minister of Finance will pay an amount equal 
to the election expenses less the value of the 
contributions to the candidate’s business 
manager. 

The value of all contributions and the 
Minister of Finance’s reimbursement 
exceed election expenses 

The candidate’s business manager must pay the 
excess amount to the Minister of Finance. 

The candidate dies or withdraws from an 
election, but before death or withdrawal, 
the value of all contributions exceeds 
election expenses 

No reimbursement will be paid. The candidate’s 
business manager must pay the excess amount to 
the Minister of Finance. 

If the candidate dies or withdraws before 
appointing a business manager, his or her estate 
must pay the excess amount to the Minister of 
Finance. 
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8. Reimbursement of the Auditor’s Fee 

The auditor’s fee for the reviewing the candidate’s election expenses return and preparing a 
report is reimbursable (up to the maximum allowable amount)—whether or not the candidate 
qualifies for reimbursement of his or her election expenses. 

The auditor’s invoice and proof of payment must be submitted to Elections Saskatchewan 
within six months after election day. 

8.1 The Reimbursement Process 

1. The auditor issues a bill or an invoice to the business manager. 

2. The business manager pays the bill or invoice. 

3. The auditor accepts payment and sends the business manager a bill or invoice marked 

“paid.” 

4. The business manager submits the bill or invoice marked “paid” and corresponding 
cancelled cheque to Elections Saskatchewan within six months after election day. 

5. Elections Saskatchewan issues a certificate to the Minister of Finance authorizing 
reimbursement of the auditor’s fee up to the maximum prescribed in the Election 
Act, adjusted annually for inflation according to the Consumer Price Index. See 
Elections Saskatchewan’s website (www.elections.sk.ca/candidates-political-
parties/electoral-finance/expenditures-and-election-expense-limits/) for the current 
rates.  

 

 

http://www.elections.sk.ca/candidates-political-parties/electoral-finance/expenditures-and-election-expense-limits/
http://www.elections.sk.ca/candidates-political-parties/electoral-finance/expenditures-and-election-expense-limits/

