
Your Payroll 
Playbook 
How to run your business’ payroll so you 
have more freedom to grow
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Nothing crushes the high of finding an amazing new team member for your 
business than thinking about payroll. Whether it's your first or your fiftieth 
employee, your responsibilities as an employer are the same. 

Why Payroll Matters

Introduction

From day one (that’s right, no learning curves or 
time to get up to speed allowed), you must:

 

• Open and maintain a payroll program account
 
• Get completed federal Form TD1, personal Tax      
   Credit’s Return and, if applicable, a provincial 
   or territorial
 
• Form TDI from all your employees 
 
• Deduct CPP contributions, EI premiums, and in  
   come tax from all employee paychecks 
 
• Remit these deductions along with your share of   
CPP contributions and EI premiums to the CRA 
 
• Report all employee incomes and deductions on   
   the appropriate T4 or T4A slip 
 
• Prepare a Record of Employment (ROE) when an   
   employee stops working and has an interruption 
   of earnings.
 
• AND keep paper and electronic records for at least  
    six years in case the CRA has any questions 
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We know. It’s a lot. And even though it 
might seem like a pain in the ass, payroll 
is incredibly important. It affects 
everything from cash flow to 
productivity, and, ultimately, your 
business’ success. 

You’re serious about your business. 
You’re serious about growth and 
achieving all those big, hairy, 
audacious goals you’ve got. 

If that’s the case, then you also 
need to be serious about payroll. 

Through this Payroll Playbook, 
we’ll help you find the systems 
and tools you need to make 
payroll as painless and 
profitable as possible (say 
that ten times fast.) By 
the end of it, you’ll have a 
better understanding of 
what next steps you need 
to take to keep working 
towards your goals. 

Let’s get into it. 

In short, the CRA expects you 
to run your business and be a 
payroll expert 
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The CRA doesn’t mess around. Even tiny errors in your payroll can lead to some costly 
consequences that’ll eat into your bottom line and limit your ability to grow. 

The consequences of getting your payroll wrong 

Mistakes will cost you 

• A 10% penalty on any amount of CPP, EI, and income tax you fail to deduct from your 
   employees’ paychecks 

• A 10% penalty for failed or late remit payments 

• An additional 20% penalty for failed or late remit payments if it happens more than once a  
   calendar year 

• Interest applied by the CRA and compounded daily for any penalties or fines you fail to pay 

• And summary convictions with fines of up to $25,000 or even imprisonment for failure to    
   comply with deducting, remitting, and reporting requirements* 

We’re talking: 
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* This is a rare scenario

It can only really happen if there is 
some intentional and gross 
negligence on your part.

We know you’re not that kind of 
business owner, so don’t stress too 
much about suddenly owing 
25 grand! 

Plus, none of these penalties or any 
accrued interest from payroll mis-
takes are tax deductible: they come 
straight out of your after tax profits! 

Right, scaremongering over. You 
know payroll is important. So what 
sort of systems can you get in place 
to make running your payroll easy, 
efficient, and accurate? 
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03
Not all systems are created 
equal. The payroll method 
that’s right for you will 
depend on several factors, 
like your business size and 
overall goals. 

Choosing which 
payroll method is right for you 

Find Your Fit 
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To help you decide, 
we’re breaking 

down four different 
options and the 

types of business 
they work best for.
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Manual01 Best for: businesses with only one employee 
Bad for: businesses with complex needs and who are   
       looking to grow 

A Payroll Deductions Online Calculator or PDOC (like this one offered by 
the Canadian government) can help you calculate one payroll’s net cheque, 
withholding tax and employer payments.

 

However, it comes with several limitations like: 

• Not calculating year-to-date amounts, total payrolls, or when 
   CPP/EI limits are reached
• Not preparing year-end reports such as T4s

We recommend manual payroll only for businesses with just one employee and 
no intention or ambition for growth. 

And, let’s be 
honest: that’s just 

not you. You need a 
better option. 
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https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/payroll-deductions-online-calculator.html


Dedicated 
payroll services 02

Best for: businesses with 350-10,000 employees who don’t mind huge upfront costs 
Bad for: businesses who are looking for a more cost effective solution

Stand-alone, full service payroll providers 
like Ceridian or ADP can help make 
payroll more easy and accurate. Ceridian 
in particular has useful features like 
automatic notifications about changing 
legislation and report generation. 

Unfortunately, as your business grows 
so will the price tag attached to these 

services. A company with 350 employees is 
looking at upfront costs of about $60k (or 
more), and this number will increase as your 
payroll needs do. 

You’re trying to invest every dollar possible 
into growing your business. Well this payroll 
method certainly gets the job done, there 
are more cost effective solutions out there. 
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Accounting 
software 

03

Best for: remote working, small businesses that are   
         looking for easy systems to implement
Bad for: businesses who want to plan ahead and grow   
        beyond mom and pop status

We highly recommend QBO Payroll for handling 
calculations, direct depositing cheques, 
emailing paystubs, generating great reports, and 
automatically preparing T4s. 

We also recommend 
Payment Evolution to help 

electronically pay your 
vendors. It’s the most 

affordable payroll calculator 
while still having great 

features like direct deposit, 
emailed pay stubs, and 

annual reporting. 

Having the right tools is one thing, 
but you want to focus on what you 
do best: growing your business. 
You don’t have hours a week to 
spend in QuickBooksOnline. Plus, 
you want to translate that raw 
financial data into key 
decision-making. 

You need a partner to lighten your 
load and help you put a plan in 
action so you can keep moving 
forward and up. 
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https://quickbooks.intuit.com/uk/payroll/
https://paymentevolution.com


Hiring an outsourced 
team to handle it for you 04
Best for: growing businesses looking to achieve all their big,   
         hairy, audacious goals and a partner to help them do it
Bad for: businesses who are content with where they are

What if payroll could be lifted completely off your shoulders? What if you 
could find a partner who wants you to win as badly as you do, and has the 
systems and expertise to make it happen? Allow us to introduce ourselves. 

We’re TitaniumHQ

When you outsource your payroll to us, we handle everything from: 

• Onboarding your employees
• Getting them set up on a time tracker
• Sending their hours to you for approval 
• Direct depositing their payroll 
• Submitting your withholding taxes
• Filing your T4s 
• And lifting the burden of payroll off you completely 

It’s not just about getting the job done efficiently and accurately, because that’s the 
bare minimum. We also help you find the right tools and processes that save you as 
much time and money as possible. On average, we help save our business owners up 
to four hours a week.
 

AKA the Goose to your Maverick.

That’s over 

200
hours
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Ready to be 
unstoppable? 
Think of all the profit-focused, growth-oriented 
magic you could get done with that extra time. 
Now, don’t just think about it. Do it.

Our Systems and Processes Review is the best 
place to start. First, we’ll meet to get a better 
picture of where you’re at and where you want 
to be. Then, we’ll start putting together a 
no-nonsense plan to make it happen. 

Book your systems review today. 

https://titaniumhq.ca/contact/

