
HST Checklist
	· 
	Assign Responsibility
	· Establish a taskforce or assign individuals to prepare your business. 

· Review all current processes that involve sales tax and lead the change management process.

	· 
	Identify Changes
	· Consider all aspects of your business that are affected by sales tax:

· Accounts payable

· Accounts receivable

· Purchasing

· Sales 

· Payroll

	· 
	Communication/Training
	· Provide internal communications and training about important dates and changes that will impact daily activities:

· Finance

· Purchasing

· Sales

· IT

· Payroll & Benefits

	· 
	Transition
	· Determine how the HST will be phased in to your business, depending on the type of industry. 

· Ensure proper taxes are being collected during the transition period.

	· 
	Technology
	· Accounting systems and point of sale systems will need to be updated.

· Must also be able to track and report PST during transition phase. 

· Ensure your POS systems are updated for any POS rebates.

	· 
	Documentation
	· Update printed material that needs to be changed to reflect the new HST, such as:

· Contracts

· Standard forms

· Brochures

· Flyers

· Advertisements

· Signage

	· 
	Update Record Keeping
	· Ensure payments made after May 1 are taxed appropriately and update record keeping on items such as:

· Input tax credit claims

· Rebates

· Refunds

	· 
	Business Planning
	· Review your overall business plan to identify changes that should be made as a result of HST, including:

· Budgeting

· Cash Flow Planning

· Pricing
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