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TAX STATEMENTS PRODUCTION INSTRUCTION

Purpose

The purpose of this document is to act as a resource for municipalities on a number of
processes and reporting requirements in relation to the Tax Statements Production
Process. In addition to the document, templates have been developed to assist in
submitting information. Instructions include how to add a new by-law, change by-law
rates, mass update a by-law, submit arrears and credits and pre-authorized payment.

Tax Production Templates are formatted Excel Spreadsheets. All tax data for the
preparation of tax statements will be required to be submitted using these templates.

This document will continue to evolve to provide updated information and direction as
processes and reporting requirements change. New sections will be created and
distributed as required.

This document will answer many questions related to the tax statements production
process. If this document does not provide the information you require, please contact
Municipal and Northern Relations at:

Email:

Telephone: (204) 945-2572
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SECTION 1. “ADD NEW BY-LAW”

1.1.

When should | use this template?

The “Add New By-law” template should be submitted when:

1.2.

1.3.

adding a new by-law after 3™ reading

replacing an expired by-law or by-law with generic YEAR END (i.e. year 9999)
updating the description of an existing by-law as it appears on the tax statement
Note: enter all existing information regarding the by-law and the NEW description
that will be shown in the tax statement

replace an existing by-law

Note: if the by-law charges multiple types of levies (mill rate and per parcel, etc.)
be sure to give each a unique bylaw number, such as 20-17A, 20-17B, 20-17C
etc.

Which documents do | need to submit?

The “Add New By-law” template;

A signed copy of the new by-law after 3™ reading;

A “Mass Update By-law” Template

Note: This template is required for any new by-law that charges different
amounts per roll numbers (e.g. frontage levies, different per parcel rates). Please
refer to Section 3 “Mass Update By-law” template.

How to use this template?

This template only requires one line for each new by-law. The template provides the
basic information used to add the by-law on MMO. The headings from the template are
below, along with an explanation of what to enter in each column.

1
2
3
4
3
&
¥
a8
g

A B C D E
Muni# By-law# StartYear End Year By-law Code Des
101 22-15 2023 2030 General Borrowing
101 22-16P 2023 2027 Special Service Levy
101 22-16M 2023 2027 4

General Borrowing

Local Improvement
Local Improvement - Applied to exempt properties
Land Only

Land Only - Applied to exempt properties

Each row must have the following information:
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MUMI # — the number assigned to identify the municipality.

BY-LAW # — the new by-law number. This will show in both MMO and the Tax
Statements.

START YEAR - the Year the municipality starts collecting levies as per the by-law.
END YEAR - the year that the by-law expires.

Notes: a) By-laws are removed from the system the year after the “End Year”.
Example: For 2021, all by-laws that had an end year of 2020 will no longer
show in MMO.

b) If a by-law is to continue following the END YEAR, an ADD NEW BY-LAW
template will have to be submitted.

c) An existing by-law can be manually deleted by MUNICIPAL AND
NORTHERN RELATIONS. The Municipality must email a request to:
mrmaas@gov.mb.ca

BY-LAW CODE - this internal categorization that will tell the system how to process
the by-law. Select a by-law code from the drop down menu.
BY-LAW CODE APPLICATION

General Borrowing “General Borrowing” will apply to all rolls within the municipality
using the land and building assessment and includes taxable
and grant-in-lieu properties

Special Service Levy (SSL), Levy charged for services as prescribed the Municipal By-law

excluding exempt properties with all taxable and grant-in-lieu properties and excluding
exempt properties

Special Service Levy (SSL), Levy charged for services as prescribed the Municipal By-law

including exempt properties with all taxable and grant-in-lieu properties and including
exempt properties

Local Improvement (L_IMP) , Levy charged for a capital improvement as prescribed in the

excluding exempt properties Municipal By-law with all taxable and grant-in-lieu properties
and excluding exempt properties

Local Improvement (L_IMP) , Levy charged for a capital improvement as prescribed in the

including exempt properties Municipal By-law with all taxable and grant-in-lieu properties
and including exempt properties

Land Only, excluding exempt All taxable and grant-in-lieu properties, only applying to the land

properties assessment excluding exempt properties

Land Only, including exempt All taxable and grant-in-lieu properties, only applying to the land

properties assessment including exempt properties

Notes: BY-LAW CODE When creating a template, please select the same CODE as
indicated on the Signed Copy of By-Laws after 3" Reading.
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* All General Borrowing will not appear on the Municipal Annual Bylaw Maintenance
page of MMO because they apply to all properties in the municipality.

DESCRIPTION ON TAX STATEMETNS - this wording will appear along with the
by-law number on the tax statements so ratepayers are able to see the title of the by-
law.

Example: Fire Protection
2376-15  FIRE PROTECTION 2020 174,160 1.009 | 175.73

*

1.4. How to submit the template?

e rename your files using the format:

Add New By-law 02-21 — XXX.xIsx (02-21=by-law #, XXX = Muni #)
New By-law 02-21 — XXX.pdf (A signed copy of the new by-law after 3" reading)
Mass Update By-law 02-21 — XXX.xIsx

e submit on MMO under Submit/View Municipal Reports: Municipal Report

Submit/View Municipal Report
Municipal Report
Provincial Reports

e You will then attach the required documents for your municipality under report
name:

2021 Tax TAK: BYLAW MAINTENANCE - ADD, CHAMGE OR UPDATE

Notes: You will need to submit

> the “Add New By-law” file,
> a signed copy of your by-law after 3™ reading,
» and possibly a “Mass Update By-law” file (see Section 3).
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SECTION 2. “BY-LAW RATE CHANGES”

2.1. When should | use this template?
A municipality should submit this template when:

e updating one or up to five (5) different rates on an existing by-law, when most
properties are charged the same rate.

Note: to add or delete only a few rolls from an existing by-law, or to update levy
amounts for a roll, you will have to make the changes through the Municipal
Annual Bylaw Maintenance screen on MMO, NOT through these templates.

IMPORTANT: Please refer to Section 3 — “Mass Update By-law” template when:

» applying charges to rolls pertaining to a new by-law or
» updating 6 or more rates to an existing by-law

2.2. Which documents do | need to submit?
o the “By-law Rate Change” Template
2.3. How to use this template?

The template has the following columns:

Muni# By-law# 0Old Rate Amount New Rate Amount
rlE!Et 11/2016 129 132
IIr15! i} 10/2016 69 J0

Each row must have the following information:

MUNI # — the number assigned to identify the municipality.

BY-LAW # — which by-law will be affected by this specific rate change.

OLD RATE AMOUNT - the rate that was being levied in the previous year.
NEW RATE AMOUNT - the new rate that will take effect in the current tax year.
2.4. How to submit the template?

e Rename your files using the format:

By-law Rate Changes — 2021 — XXX.xIsx (XXX = Muni #)
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e Submit on MMO under Submit/View Municipal Reports: Municipal Report

Submit/View Municipal Report
Municipal Report
Provincial Reports

e You will then attach the “By-law Rate Changes” file for your municipality under
report name:

2021 Tax TAK: BYLAW MAINTENANCE - ADD, CHAMGE OR UPDATE
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SECTION 3. “MASS UPDATE BY-LAW”
3.1.  When should | use this template?

As outlined in Section 1. “Add New By-law”, submit this template when:

e submitting a new by-law and implementing new rates to properties.

e any by-law that only affects PART of the municipality.

e any by-law that affects the whole municipality BUT charges different amounts per
roll number (e.g. frontage levies, different per parcel rates).
Note: “Mass Update By-law”’ templates is meant for large amounts of data.
To add or delete rolls from an existing by-law, or to update levy amounts for a
few properties, you will have to make the changes through the Municipal
Annual Bylaw Maintenance screen on MMO, NOT through the “Mass Update
By-law” template.

IMPORTANT: When updating up to five (5) rates, please refer to Section 2.
3.2. Which documents do | need to submit?

e the “Mass Update By-law” Template
3.3. How to use this template?

The template has the following columns:

By-law # Muni# Roll Type (RfP) Roll # Rate Amount (>=0)

Each row must have the following information:

BY-LAW # — identification of by-law affected.
(Ensure this matches the # on your “Add New Bylaw” template.)

MUNI # — the number assigned to identify the municipality.

ROLL TYPE (R / P) — whether the roll is designated as Real or Personal. This is
important to differentiate because there are repetitive roll numbers in both Real and
Personal properties.

ROLL # — the roll number to which the rate will be applied.

RATE AMOUNT (>=0) — the current rate that should be levied on that property.
Example: if your rate was $50 previously and currently is $25, you would enter 25 in the
Rate Amount (>=0) column. This value can be any number greater than zero (0).
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3.4. How to submit the template?

e Rename your files using the format:

Mass Update By-law 03-21 — XXX.xIsx (03-21 = by-law #, XXX = Muni #)

e Submit on MMO under Submit/View Municipal Reports: Municipal Report

Submit/View Municipal Report
Municipal Report
Provincial Reports

e You will then attach the “Mass Update By-law” file for your municipality under
report name:

2021 Tax TAX: BYLAW MAINTENANCE - ADD, CHANGE OR UPDATE
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Tax Data Preparation

BY-LAW MAINTENANCE

¢ Municipalities add/delete rolls and/or update levies in MMO/Municipal Annual
Bylaw Maintenance.

manitoba.ca > Municipal Relations > Manitoba Municipalitiez Online

Municipal Annual Bylaw Maintenance

e Municipalities submit “Add New By-law” and “Mass Update By-law” templates on
MMO/Municipal Reports/TAX: BYLAW MAINTENANCE — ADD, CHANGE OR
UPDATE.

Tax TAX: BYLAW MAINTENANCE - ADD, CHANGE OR UPDATE

SUBMITTED ALL REQUIRED DOCUMENTS

¢ Municipalities submit ALL required documents on MMO
e Required Documents

Financial Plan Tax TAX. FINANCIAL PLAN

Tax Levy Bylaws Ta TAX. TAX LEVY BYLAWS
Arrears and Credits  Tax TAX: ARREARS & CREDITS

Property Tax Request Form
Tax TAX: REQUEST TO PRODUCE TAX STATEMENTS

O O O O

Note: The process to prepare the Tax Statements cannot continue if any items are
missing or incomplete.

Tax Data Processing

FINANCIAL PLAN & TAX LEVY BYLAW REVIEWED

¢ Once the Financial Plan and Tax Levy By-law are submitted by the municipality,
Municipal and Northern Relations will be notified.
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ARREARS AND CREDITS CONFIRMED

e Municipalities fill out the “Arrears and Credits” Template (available in MMO), and
submit on MMO/Municipal Reports/TAX: ARREARS & CREDITS.
Tax TAX: ARREARS & CREDITS

e Arrears and Credits Verification will be presented on MMO.

Prepare Tax Statements 12
Arrears and Credits Verification - "MEW™

Note: If there is an issue, the Municipality will be notified by email.

REQUEST TO PRINT TAXES PROCESSED

¢ Municipalities download a fillable Property Tax Request Form from MMO.
Prepare Tax Statements 9

FProperty Tax Request Form

e Please fill out the form electronically, and submit via MMO/Municipal Report/TAX:
REQUEST TO PRODUCE TAX STATEMENTS.
Tax TAX: REQUEST TO PRODUCE TAX STATEMENTS

Note: Please DO NOT submit a BLANK form.

Tax Run
TAX STATEMENTS READY TO BE REVIEWED BY MUNICIPALITY

e When the Draft Tax Statements have been uploaded in MMO, the municipality
must review for accuracy.

Prepare Tax Statements 9

Tax Files Download
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TAX STATEMENTS APPROVED BY MUNICIPALITY

¢ Municipalities have to click the “Proceed Print” button if there are no issues with
the Draft Tax Statements.

SENT TO PRINT

¢ Once Municipal and Northern Relations receives a confirmation of the Tax
Statements Approval, the Tax Statements will be sent to the Printer.
e Printing process takes 4 to 6 business days to complete.

Municipal and Northern Relations has
created a new section on MMO to
enable municipalities to view their tax
process at a glance.
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5.1. When should | use this template?
e when submitting the Property Tax Request Form
e to show the arrears and credits on your tax statements

Note: ONLY the roll numbers with arrears and credits need to be submitted.

ARREARS * 3,963.11
BALANCE OWING  e— 7,60%.27

* ARREARS HAVE BEEN CALCULATED AS OF MAY 02, 2019 AND WILL BE SURJECT TO FURTHER PENALTIES
Important Messages: DUE DATE : Oct 31, 2019

Manitoba Education Property Tax Credit Advance; If this s not your principal residence, you may not be ebgible for the Manitoba Education Property
ax Credit Advance. For digibility please contact your Municipality or Manitoba Tax Assistance Office at Toll Free 1-800-782-0771, Winnipeg 204-948-2115 or
il: TAQBgow. mb.ca. Maniteba Farmland School Tax Rebabe : Applications and more information i wailable at your kbeal MASC and MAFRI offices
nd weanw.masc mb.ca. For additional information email: Eir@masc mb.ca or telephone 204-726-7068.

DETACH AND RETURN WITH PAYMENT TO @ = 0

ROLL NUMBER ARREARS * | BALANCE OWING | I AMOUNT FAID |
0017325.000 3,063.11 F,605.27

5.2. Which documents do | need to submit?
e the “Arrears and Credits” Template
5.3. How to use this template?

e Arrears and Credits template consists of four columns A) Muni #, B) Roll Type
(Real/Personal/Business), C) Roll #, and D) Outstanding Total Amount. Columns
A, B and C MUST agree with the Assessment roll.

The template has the following columns:

A B C . D
As of date calculated: yyyy/mm/dd
Muni # Roll Type (R/P/B) Roll # Outstanding Total Amount

LA s [ LD D | b

P
B

Each row must have the following information:

AS OF DATE CALCULATED - Please provide the date arrears and credits were
calculated

MUNI # — the number assigned to identify the municipality.

ROLL TYPE (REAL / PERSONAL / BUSINESS) — whether the roll is designated
as Real, Personal or Business. This MUST match the same roll type indicated by
Assessment.
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ROLL # — the roll number to which the rate will be applied. Roll numbers should be in
the following format 654321.000 (up to nine digits long with no more than six digits
before the decimal point and no more than three digits after the decimal point).

Example:
A B C
Muni # Roll Type (Real/Personal/Business) Roll # CORRECT

1

2 101 B
3 101 P
4 R
5 101

IMPORTANT: a) DO NOT contain any kind of prefixes.
b) The file MUST contain ONLY ACTIVE rolls.

OUTSTANDING TOTAL AMOUNT — MUST combined all previous and current
arrears and credits into one total. Positive values indicate Arrears and negative values
indicate Credits.

Example:

A B C D |
1 |Muni# Roll Type (Real/Personal/Business) Roll # ﬁtstandingTotalAmoua
2 fooo B "0 22,75
3 B 50 12570
4 P rSEI'DI.DIEI' 2980.2
5 P '123000.123 -458
& R '123400 420.23
7 R r1234EI'D.EI'10 420.23
) R '123400.500 -29.77
] R

"123400.950 \ 9.77/

5.4. How to submit the template?

e Rename your file using the format:
Arrears and Credits 2021 — XXX.xIsx (XXX = Muni #)

e Submit on MMO under Submit/View Municipal Reports: Municipal Report

Submit/View Municipal Report
Municipal Report
Provincial Reports

e You will then attach the “Arrears and Credits” template under report name:

2021 Tax TAX ARREARS & CREDITS

14|Page



Government of Manitoba

Municipal and Northern Relations M,um,t[}ba h

6.1. When should | use this template?

¢ |f your municipality allows for pre-authorized payment of property tax. This
information will show on the property tax statements.

Example:
= 000 |
BALANCE OWING AMDUNT PAID =000
6,173.37 BALARCE OWING AMOUNT PAID
1,800,206
PLEASE MAKE CHEQUES PAYABLE TO
Municipality X PLEASE HAIEF 'E_HEI;!UES PAYABLE TO
THE TAXES SHOWN HERE ARE BEING Municipality X
PERTY PAID BY PRE-AUTHORIZED DEBIT THIS INFORMATION HAS BEEN SENT TO
OPERTY THE MORTGAGEE
6.2. Which documents do | need to submit?
e the “Pre-Authorized Payment” Template
6.3. How to use this template?
The template has the following columns:
Muni# Roll Type (R/P) Roll# Pay Code (A [pre Authorized debit] or M [paid by Mortgager])
101 R 12345001 A
101 R 1234561 A

Each row must have the following information:

MUNI # — the number assigned to identify the municipality.

ROLL TYPE (R / P) — whether the roll is designated as Real or Personal. This MUST
match the same roll type indicated by Assessment.

ROLL # — the roll number to which the payment option will be applied.

PAY CODE — A: Pre-Authorized Debit or M: Paid by Mortgager

IMPORTANT: The file MUST contain ONLY ACTIVE rolls.
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6.4. How to submit the template?

e Rename your file using the format:

Pre-Authorized Payment 2021 — XXX.xIsx (XXX = Muni #)

e Submit on MMO under Submit/View Municipal Reports: Municipal Report

Submit/View Municipal Report
Municipal Report
Provincial Reports

¢ You will then attach the “Pre-Authorized Payment” template under report name:

2021 Tax TAX: PRE-AUTHORIZED FAYMENTS
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