
A) Salaried Employees New Borrowers
Salaried employees typically work for an arms length employer, they may be truly salaried in that they make a defined monthly income or they may be hourly employees with a guarantee of part time or full time hours.  Employees who earn a portion of their income from commission are treated as salaried employees for income and employment verification purposes.  Where the commission is greater than 30% of their annual income a 2 year average of commission must be used. To determine the 2 year average, either call the employer or obtain the borrowers T1 General Tax returns for the most recent 2 years. Employees who also own, or part wholly own the company with spouse, are treated as Business Owners.

1) If the Member has a MortgageCo. account with current payroll deposits which have been deposited regularly into the account for at least one year and the payroll source matches the stated employer,  both income and employment may be verified by way of the direct deposit provided the grossed up amount matches the income stated by the member. 

Grossing Up Auto Payroll Deposit with MortgageCo. to determine income:

· Borrowers with payroll deposit less than $30,000/annum, are eligible to have their entire payroll deposit grossed-up by 25%

· Borrowers with payroll deposit equal to $30,000/annum or more, are eligible to have their entire payroll deposit grossed-up by 35% (CPP can also be added back by the amount that is deducted from the payroll deposit. The Member must provide the paystub to verify the CPP amount deducted).
OR
2) Where there is no direct deposit or income is less than stated/required once gross up is applied, two of the following three documents/sources (NOA/T-1 General, paystub, or letter of employment) are to be obtained to verify income. 

a. Canada Revenue Agency (CRA) Notice of Assessment or tax return (T-1 General).

· When verification is by way of T-1 General, the complete T-1 General (4 pages) must be provided.

· When verification is by way of NOA, the complete CRA Notice of Assessment (which can be up to four pages) must be provided.  Refer to CRA – Notice of Assessment Checklist document to assess NOA for fraudulent elements.

· CRA has sent out all current NOAs by July1st.

b. Manually verified Current Pay Stub; the current pay stub must show ALL of the following:

· Name of the company

· Name of the employee

· Pay period

· Income for the pay period

· Year to date income

c. Manually verified Current Income and Employment Letter; If using an income and employment letter, ensure it was issued within the last three months compared to the date of the application.  The letter must be on company letterhead and include ALL of the following:

· Signature of the employer

· Length of employment

· Current income of employee 

If the applicant has been at their job less than two years, enter the previous employment in RMR.  Verification for previous employment is not required unless there are discrepancies between stated employer and credit report. Discrepancies must be explained by the Member and if satisfactory, no further verification is required.  Document explanation in RMR.  If explanation is not satisfactory, manual verification of previous employer must be obtained. [image: image1.png]
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