
While we wait – audio instructions

1. Select the Audio section of the 
GoToWebinar control panel

2. Select Computer audio or Phone 
call

3. To submit a question or comment, 
type it in the Questions panel
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Forms overview

May 9, 2019



Employer Education Sessions

Employee Enrolment

Contributions

Data Reporting

Publications / Resources
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Agenda

 Where to find the forms
 Frequently used forms and best practices
 Upcoming changes to forms
 Prior year adjustment process
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Where to find the forms



Where to find the forms
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Where to find the forms
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Frequently used forms and best practices



Enrolment form
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Ensure date format is correct in all date fields
Date example: 12-JUN-2019

Ensure member has signed the form

Ensure date format is correct in all date fields
Date example: 12-JUN-2019



Leave forms
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Ensure date format is correct in all date fields
Date example – 12-JUN-2019

Ensure the correct box is checked:
• Check first box when member starts leave
• Check second box if member wants to make a purchase



Change of Employment form
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Current Design: Member’s design prior to the employment change being reported.
Ex: if the member is moving from DBprime to DBplus, select the “DBprime” box. 
This is the Design currently on file at the CAAT Pension Plan.



Retirement Smart Form
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Ensure “Okay to Submit” line at the top 
of the form is green when the form is 
complete.



Termination Smart Form
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Ensure “Okay to Submit” line at the top 
of the form is green when the form is 
complete.



Output

14





Upcoming changes to forms



Upcoming changes to forms

 Forms currently on the ACE tool will be updated to remove references for 
OTRFT
 Service Purchase Application – Transfer-in from a former employer’s pension plan
 Service Purchase Application – Other Than Regular Full-Time Prior to Enrolment
 Request to purchase service
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Prior year adjustment process



Prior year adjustments
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 Overview of process when an employer needs to correct member’s 
data with the Plan in a prior year

 Process must be followed once the employer’s DCT data has been 
posted to our system
 Once data is posted, we cannot make adjustments via contribution 

reconciliation



Process to report a prior year adjustment
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1. Contact your employer PA and advise of the adjustment
 Provide the correct earnings, contributions, service and pension adjustment 

that should be reported for the member

2. Employer PA will validate the revised figures

3. Employer PA will advise of the amount to remit to the Plan or take as 
a credit. This amount will include any interest charges that may 
apply.



Process to report a prior year adjustment
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4. Employer sends any funds owing to the Plan via EFT or on their next 
monthly remittance. If the employer is receiving a credit they would take 
a credit on their next remittance.

 Use remittance form 014-C to report your adjustments via EFT or 
monthly remittance



Prior year adjustments
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Remittance form – 014-C– remit contributions
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Remittance form – 014-C– take a credit on contributions
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