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1.

Introduction
The audit of election expense and annual fiscal period returns as required by The Election
Act, 1996 (the Election Act) serves an important role in enhancing public confidence in the
financing of the electoral process. Elections Saskatchewan is committed to supporting the
external audit process and enhancing the overall quality of electoral finance reporting.
This guide has been prepared to complement the CPA Canada Handbook - Assurance by
providing additional guidance to auditors appointed by registered political parties in
Saskatchewan under the Election Act. The financial reporting requirements of the Election
Act are specific to the electoral process and this guide is intended to help auditors
understand these issues and ensure compliance with the Election Act reporting requirements
during the audit process. Parties must submit a fiscal period return (Form E-521, Registered
Political Party’s Fiscal Period Return) to Elections Saskatchewan every year. They must
submit an election expenses return (Form E-524, Registered Political Party’s Return of
Election Expenses) to Elections Saskatchewan after an electoral event.
This guide has no legislative authority. For specific statutory responsibilities, please refer to
the Election Act. In case of a discrepancy between the Election Act and this guide, the
Election Act will apply. This guide is limited in purpose and as such does not include all
standards of the CPA Canada Handbook. Users are cautioned that this guide should be used in
conjunction with the CPA Canada Handbook.
Auditors are encouraged to contact Elections Saskatchewan when in doubt or when requiring
clarification as many times as necessary to ensure that their responsibilities are met.
Copies of the Election Act and this guide are available on Elections Saskatchewan’s website at
www.elections.sk.ca/candidates-political-parties/forms-and-guides/.
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2.

Background
Section 224 of the Election Act establishes the registration requirements for political parties
in Saskatchewan. Once registered, a political party may solicit and receive contributions,
incur expenses, and field candidates for election to the Legislative Assembly of
Saskatchewan.
Every party must appoint an auditor. The appointment and consent of the auditor must be in
writing, signed by the party leader, and included in the party’s application for registration.
As the party must report audited financial information annually and after each election, the
auditor’s position must be filled at all times. If the auditor’s appointment ends for any
reason, the party has 30 days to appoint another auditor and inform Elections Saskatchewan.

2.1

The Auditor’s Responsibilities
Under the Election Act, the auditor’s responsibilities include:
 working with the party leader and chief official agent to set up the party’s financial
management and accounting system(s);
 auditing the party’s financial records, documents, books, accounts, and vouchers;
 auditing the financial statement that must accompany the party’s application for
registration;
 auditing the party’s fiscal period return annually and the party’s election expenses
return after an electoral event; and
 preparing the written reports that must accompany party’s returns when the chief
official agent submits them to Elections Saskatchewan.
The auditor must apply generally accepted accounting principles in conducting an
examination or in making a report pursuant to the Election Act.
The auditor is entitled—at reasonable times—to have access to all the party’s financial
records, documents, books, accounts, and vouchers and to ask the party’s leader and chief
official agent for all explanations and information he or she considers necessary to audit the
party’s returns and finances.
Elections Saskatchewan recommends that auditors appointed under the Election Act become
familiar with the following publications (available at www.elections.sk.ca ):
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The Election Act, 1996;
A Guide for the Chief Official Agent to The Election Act, 1996;
A Guide for the Party Leader to The Election Act, 1996; and
A Guide for the Chief Official Agent to The Political Contributions Tax Credit Act,
2001.
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2.2 Eligibility Criteria for Auditors
Under the Election Act, the auditor may be an individual or a firm. The auditor or at least one
member of the auditor’s firm must be a member in good standing of the Institute of
Chartered Professional Accountants of Saskatchewan.
However, the following individuals may not serve as the auditor or participate in the
examination or preparation of the auditor’s report:
 an election officer (see below);
 a candidate;
 the business manager of a candidate;
 the chief official agent of a registered political party; and/or
 a partner (business, married, or common-law partner), employee, or student of these
individuals.
Election Officer
In this guide, the term “election officer” includes:
 the Chief Electoral Officer;
 the Assistant Chief Electoral Officer;
 returning officers, including supervisory and deputy returning officers;
 election clerks;
 poll clerks;
 enumerators;
 revising agents; and
 registration officers.

2.3

Timing of Reporting
Section 250 of the Election Act requires that the chief official agent of a registered political
party files an annual fiscal period return and a corresponding auditor’s report by April 30th of
the year following the year to which the return relates.
Section 251 of the Election Act requires that the chief official agent of a registered political
party files an election expense return and a corresponding auditor’s report within 6 months
after polling day for the election which the return relates to.
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2.4

Audit Risks
The requirements for preparing reports in accordance with the Election Act are complex and
gives rise to unique risks. Planning for audits in accordance with the Election Act should
consider risks that arise as a result of the following set out by the Election Act:
 election expense limits;
 eligible elections expenses;
 advertising expense limits;
 provisions for reimbursement of election expenses; and
 provisions for reporting of, and limits to accepting, contributions.

2.5

Materiality
Materiality for each audit engagement is left to the auditors’ professional judgement. In
determining the appropriate level of materiality for the engagement, the auditor should
consider the sensitive and public nature of the return, and the impact of non-compliance on
users of the return.

2.6

Electoral Management System (ELMS)
Beginning in fall of 2018, Elections Saskatchewan requires that all candidates and registered
political parties use our secure web-based application, Electoral Management System (ELMS),
to complete their respective election expense returns.
ELMS allows users to:
 electronically prepare their election expense returns;
 submit the prepared return to auditors for their review;
 allow auditors to propose changes and for chief official agents to accept or reject those
changes; and
 allow chief official agents to print a final copy of the returns and some supporting
documentation for submission to Elections Saskatchewan.
Auditors will be provided their own ELMS user accounts to aid in the audit process. Sections 6
& 7 of this guide provide details on how to use ELMS as an auditor.
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3.

Contributions & Donations
Registered political parties must disclose income, including contributions and donations, on
their annual fiscal period returns only. The Election Act does not require any contributions to
be disclosed on election expense returns.

3.1

Defining Political Contributions
Political contributions include donations of money, donations in kind, and party membership
fees and dues.
Donations of money include:
 gifts of money, including unsolicited money from drop-ins, mail-ins, and other sources;
 loans;
 advances;
 deposits;
 monetary equivalents issued by the contributor (e.g., a cheque); and
 transfers of money between a party and its constituency associations or candidates
when used to finance election expenses.
Donations in kind include:
 the commercial value of services provided by a contributor;
 the services of a contributor’s employee (paid for by the contributor);
 the commercial value of goods provided by a contributor; and
 discounts on goods or services provided by any person.
Transfers Between a Party and Constituency Associations or Candidates
Transferring money between a party and its constituency associations or candidates is a
common and acceptable method of financing political activities.
A party may transfer money to or from its constituency associations as a contribution received
or expense incurred in the fiscal period. The chief official agent must track the details of
these transfers as if the party received those contributions and paid for those expenses.
During an election, transfers of money to finance endorsed candidates must be attributed to
the candidates as contributions and recorded in the fiscal period return as expenses.
If a constituency association or candidate cannot provide the details associated with the
contributions or expenses, the chief official agent must not accept the contribution or record
the expense in the party accounts.
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Income from Meetings and Fundraising Events
The income from meetings and fundraising events must be recorded as contributions,
including:
 income from any tickets sold for dinners, rallies, public meetings, conferences, and
conventions;
 the commercial value of any goods and/or services donated for use as door prizes,
silent auction items, etc;
 contributions collected at the meeting or event; and
 all proceeds from the sale of pins, buttons, flags, hats, and other items.
The expenses incurred for the meeting or fundraising event must be deducted from the gross
income with the resulting net proceeds reported as the contribution to the party.

3.2

Accepting Political Contributions
Only the party’s chief official agent may accept contributions.
Contributions Through an Agent
Contributions may be made through an agent as long as the agent discloses the name of the
original contributor.
Anonymous Contributions
If a contributor’s identity cannot be determined, the contribution is considered anonymous.
Parties may not accept an anonymous contribution of more than $250; the chief official agent
must report and forward it to Elections Saskatchewan. The contribution is then forfeited to
the Minister of Finance.
Contributions from Non-Canadians
Parties may not accept contributions from a contributor who resides outside of Canada unless
the contributor is a Canadian citizen. See Classification of Contributors in Section 3.3.
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3.3

Recording Political Contributions
Under the Election Act, the chief official agent must record all contributions, and in the
party’s fiscal period return, the chief official agent must disclose the names of all
contributors whose aggregate contributions total more than $250 in the fiscal period.

Classification of Contributors
The following table describes how the Election Act classifies contributors.
Class

Description

Individual

A person including:

a person serving in the armed forces, diplomatic corps, or similar
employment outside Saskatchewan;

a person attending full-time study outside the province; and

a deceased person’s estate.

Corporation

A business entity that meets any of the following criteria:

a corporation that is incorporated under The Business Corporations
Act (Saskatchewan) (the Business Corporations Act) and maintains
its registered office in Saskatchewan;

a corporation that regularly executes contracts in the province
through its officers, employees, or agents;

a corporation that conducts business in and outside the province
and is registered under section 262 of the Business Corporations
Act; or

a corporation that is taxable in Saskatchewan under The
Corporations Capital Tax Act (Saskatchewan).

Trade Union

A trade union under the Trade Unions Act; a formal body, temporary or
permanent, formed to regulate relations between workers and
management.

Unincorporated
organization or
association

A business or not-for-profit organization that does not possess a legal
identity separate from its owner(s).

Other person or group
of persons

Any contributor who is not an individual, corporation, trade union, or
unincorporated organization or association.

7

A Guide for the Auditor of a Registered Political Party in Saskatchewan (v3.1)

Monetary Contributions
All monetary contributions (including sales of memberships) must be recorded as they are
received and deposited intact into the party’s bank, trust company, or credit union account.
If a contribution is received in a currency other than Canadian dollars, the contribution should
be recorded as the Canadian equivalent based on the party’s policy on exchange rates.
The chief official agent must prepare and sign a Statement of Contribution Corporation, Trust
Fund or Constituency Association for every contribution from:
 a corporation acting as an agent;
 a trust fund; and
 a constituency association.
The statement must identify the total amount of the contribution and the name of the person
who authorized the contribution. For contributions from trust funds, constituency
associations, and corporations acting as agents, the statement must identify the name of each
person who contributed more than $250 to the funds contributed and the amount each
contributed.
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For every contribution from a federally registered political party, the chief official agent
must prepare and sign a Statement of Contribution Registered Party. The statement must
identify the name of each person who contributed more than $250 to the funds contributed
and the amount each contributed.
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Donations in Kind
All donations in kind (excluding volunteer labour – see below) must be recorded at their
commercial value. Commercial value considerations can apply to goods and services donated
in their entirety or provided to a party at less than their commercial value. Commercial value
is the lowest amount the contributor and other suppliers of the goods or services would
charge for them at the time they are donated. (During an election, the commercial value of a
donation in kind is an election expense as well as a contribution. It must be reported in the
fiscal period return as a contribution and in the election expenses return as an expense.)
The commercial value of goods and services valued at more than $25 must be established by
independent means, e.g., by a commercial supplier in a written estimate.
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When
Goods or services are donated
by a contributor who is a
commercial supplier of the
goods or services being donated

The Chief Official Agent Must Obtain


a vendor or supplier statement from the contributor.

The statement must identify the vendor or supplier, state the
date of donation, describe the goods or services provided, and
confirm the lowest amount the vendor or supplier would charge
for the goods or services on that date.

Services are donated by a
contributor who is not a
commercial supplier of them

a signed and dated service agreement;
a signed and dated donor’s statement (see page 11); and
a commercial supplier’s written statement or estimate of
the commercial value of the services.
The service agreement or donor’s statement must describe the
services contributed, state the date(s) they were contributed,
and specify the amount paid.

Goods are donated by a
contributor who is not a
commercial supplier of them

a signed and dated donor’s statement; and
a commercial supplier’s written statement or estimate of
the commercial value of the goods.
The donor’s statement must describe the goods contributed,
state the date(s) they were contributed, and specify the amount
paid.

A trade union or business
(incorporated or
unincorporated) pays an
individual directly to perform a
service for a party
A trade union pays a person
through an employer to
perform a service for a party















a written statement from the trade union or business (see
page 12); and
the cancelled cheque or pay stub that displays the name
of the payee (volunteer) and the payer.
a written statement from the trade union;
verification of an authorized leave of absence from the
person’s employer (see page 12); and
a cancelled cheque or dated receipt from the donor to the
employer.
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A written statement from a trade
union or business must:

be on official letterhead and
dated;

identify the name of the
person paid and the amount
paid; and

be signed by the donor or the
donor’s representative.

A verification of authorized
leave of absence must:

be on company
letterhead;

specify the dates of
the leave; and

be signed by the
company or a company
representative.
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Volunteer Labour
If a person donates services for which they are not ordinarily compensated, the services are
considered to be volunteer labour. If a person donates services for which they would
otherwise be compensated, the campaign must record an expense equal to the commercial
value of the services with an amount paid of $0.00. A contribution equivalent to the
commercial value of the services must also be recorded.

Example 1
A donor, who is also a website designer, answers the phone in the campaign
office and goes door-to-door campaigning for a political party. Because the
donor is not normally compensated for this type of service, the labour would be
considered to be volunteer labour and no entry on the party’s election return is
required.

Example 2
A donor, who is also a website designer, designs and hosts a website for a
party. Because the donor is normally compensated for this type of service, the
commercial value of the services must be recorded as an election return with
an amount paid of $0.00. A contribution equivalent to the commercial value of
the services must also be recorded.

Fundraising Events, Collections at Meetings & Sales of Promotional Items
The proceeds from fundraising events must be recorded on Part I (c) of the return net of any
expenses for the event.
Collections made at events or meetings (over and above ticket price or admission) must also
be recorded on Part I (c). Note that these funds should be supported by some form of
documentation and individual contributions greater than $250 must be separately disclosed on
the return with the identity of the donor included in the disclosure.
Likewise, net proceeds from the sale of promotional items such as pins, hats, buttons etc.
should be recorded on Part I (c).
The total proceeds from Part I (c) must be carried forward to Schedule 5 of Part I (b) and
included in the total contributions reported on the return.
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Other Revenue & Cash on Hand
Income derived from sources other than contributions must also be disclosed on the return.
All other sources of income and expense reimbursement must be recorded on Part I (d).
Amounts should be supported by the party’s financial records for the year.
The party must also disclose the balance of money, securities or equivalents on hand at the
end of the fiscal year on Part I (e) of the return. Amounts disclosed here should be supported
by the party’s financial records and bank or investment account statements.
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4.

Expense Administration
Under the Election Act, a registered political party’s expenditures are either fiscal period
(annual) expenses or election expenses.

4.1

Annual Fiscal Period Expenses
Any operating expenses that are incurred by a party that are not election expenses must be
reported on Part II of the fiscal period return. Section 220 (f) of the Election Act defines
“election expense” as “the cost of goods and services used during an election for the purpose
of promoting or opposing, directly or indirectly, a registered political party … regardless of
whether those costs are incurred before, during or after the election …”.
This distinction is very important for two reasons. First, while election expenses may be
reimbursable to a party, fiscal period expenses are not, possibly resulting in an incentive to
record operating expenses as election expenses. Alternatively, election expenses are also
subject to spending limits, whereas fiscal period expenses (with the exception of advertising
expenses as noted below) are not. This could potentially give rise to an incentive to record
election expenses as fiscal period expenses.
Operating Expenses
Operating expenses are all expenses incurred in the day-to-day operations of the party’s
permanent office. These are not election expenses, and they may not be included in the
election expenses for any election that takes place during the fiscal period. These also
include advertising expenses as described below. All operating expenses must be recorded on
Part II (a) of the fiscal period return and supported by the party’s financial records.
Advertising Expenses
Advertising expenses are those incurred for advertising the party during the fiscal period,
excluding those incurred during an election which would be considered election expenses and
reported on an election expense return. Section 243(4) of the Election Act limits the amount
a party may spend on advertising and publicity for the party during the calendar year above
election expense limits. This limit includes any amounts that constituency associations,
members of the Legislative Assembly, and candidates may spend on advertising for the party
not during an election. The annually adjusted limit is posted on Elections Saskatchewan’s
website here.
Advertising expenses must be recorded in detail on Part II (b) of the fiscal period return. The
total of advertising expenses must be included in total operating expenses reported on Part I
(a) of the return.
Other Expenses
Expenses that cannot be categorized as operating or advertising expenditures (or election
expenses) are other expenditures. These include, but are not limited to:
 transfers to provincial constituencies and candidates;
 transfers to federal electoral districts; and
 transfers to federal political parties.
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4.2

Election Expenses
The Election Act defines “election expenses” as “the cost of goods and services used during
an election for the purpose of promoting or opposing, directly or indirectly, a registered
political party or the election of a candidate, regardless of whether those costs are incurred
before, during or after the election….” It defines “during an election” as “the period
commencing the day a writ is issued for an election and ending on polling day for the
election.” Parties are subject to annually adjusted spending limits on election expenses
established by the Election Act (these limits are posted on Elections Saskatchewan’s website
here). As such, the audit of the party election expense return plays a vital part in ensuring
parties comply with the Election Act.
Election expenses include all money spent or liabilities incurred to promote or oppose a
particular party or candidate during an election and the commercial value of goods and
services—except volunteer labour—donated in their entirety or provided to a party at less
than their commercial value (i.e., at a discount).
Election expenses can be incurred before, during, or after an election period for goods or
services used during that period. For example, money spent before an election period on
goods and/or services used during the election period is an election expense, and whether
they are paid for before, during, or after the election period, the value of goods or services
used during an election period is an election expense.
The Election Act specifically excludes certain items from being classified as election
expenses:
•
•
•
•
•
•
•
•
•

expenses incurred by a candidate in seeking a nomination;
candidate’s election deposit;
goods or services used after 8:00 pm on polling day for social functions,
gatherings, meetings, or communications with voters and campaign workers;
funds transferred from a registered political party to its constituency
associations or candidates (see further details below);
operating expenses of the party as described above;
expenses related to recounts or additions;
costs of campaigns or conventions related to leadership of the party;
the commercial value of time for a broadcaster where it is provided free of
charge to all parties endorsing candidates in the election; and
the costs of fundraising activities, these must be netted against the proceeds
collected for the event as described in section 3.1 above.
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Transfers Between a Party and Constituency Associations or Candidates
Registered political parties are not required to report transfers or gifts to candidates during
an election in their election expenses return. However, when transferred money is used to
finance election expenses, the election expenses are attributable to the candidate. The
candidate must record a contribution and an expense and the party must record the transfer
in the fiscal period in which it occurred.
Donations in Kind
The commercial values of donated goods and services are election expenses as well as
contributions. See Donations in Kind in section 3.3.
Volunteer Labour
Volunteer labour may not be claimed as an election expense. See Volunteer Labour in section
3.3.
Expenses for Public Meetings and Rallies
Expenses incurred for public meetings and rallies held for election purposes may be claimed
as election expenses. However, no tickets or fees may be sold or collected for admission to or
participation in the meeting or rally, and the primary purpose of the meeting or rally may not
be fundraising.
Donations may be collected at the meeting or rally.
Advertising Expenses
Section 215 of the Election Act requires that all advertising must include a statement that it
is “authorized by the chief official agent” for the party. The supporting documentation
provided with the return must contain evidence of this authorization for all advertising
undertaken during the election.
Goods Purchased in a Previous Election
The definition of an “election expense” (see above), indicates that the cost of any good or
service used during an election must be reported as an election expense. As such, any item
that was purchased for use during a previous election and used during the election to which
the current return applies, must be recorded on the return at its initial cost. It must be
reported regardless of whether it was included on a previous election expense return and
regardless of whether or not the goods were also used in the previous election. An indication
should be made on the return that the goods in question were purchased during a previous
election. Note that any item claimed on a previous return is not eligible for reimbursement.
Goods Purchased but not Used During the Election
The definition of an “election expense” (see above), indicates that the cost of any good or
service used during an election must be reported as an election expense. As such, any item
that was purchased but not used during the election should not be recorded on the election
expense return.
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Joint Agreements
Candidates from the same party may enter into a written agreement or arrangement with
each other and their party for the purpose of jointly incurring and paying for the candidates’
election expenses.
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Joint agreements must:
 indicate who will administer the agreement (the only role the chief official agent of the
party may have is administrator of the agreement);
 specify the proportion of expenses each candidate will pay;
 specify whether the candidate’s portion of election expenses will be paid to the
supplier or the administrator; and
 be signed by the administrator and all participating candidates.
The administrator of the agreement must keep the original agreement and give a copy of it to
the business managers of the candidates participating in the agreement.
If

The Administrator Must Keep or Obtain

The administrator is to
pay the candidate’s
portion of election
expenses directly to the
supplier or vendor




The candidate’s business
manager is required to
pay some portion of the
candidate’s election
expenses directly to the
supplier or vendor






original bills and invoices;
original receipts and cancelled cheques proving payment to the
supplier or vendor; and
copies of business manager’s receipts or cancelled cheques
proving payment to the administrator.
copies of the business manager’s bills and invoices; and
copies of the business manager’s receipts or cancelled cheques
proving payment to the supplier or vendor.

Acceptable Documentation
All election expenses must be supported by both a supplier document establishing the value
of goods & services AND proof of payment of the expense.
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5.

Using the Electoral Management System
(ELMS)

5.1 What is ELMS?
ELMS is Elections Saskatchewan’s web-based Electoral Management System. It allows party
officials to:
 enter and track the party’s expenses;
 share the expense return with the auditor electronically to facilitate the audit process;
 generate and print the Registered Political Party Election Expense Return; and
 print supporting forms.


5.2 Features and Functions
ELMS has been designed with many security features and application functionality in mind.
Examples include:
 ELMS is a secure, web-based application that you can access any time of day, from any
computer using a web browser.
 ELMS allows you to record expenses online with automated calculations and totalling.
 ELMS provides the flexibility to capture information in the system when it is convenient
for you and allows you to save your progress and return to work on it at a later time.
 ELMS provides you with the ability to complete and print off the Registered Political
Party Election Return and some of the required supporting forms.
 ELMS contains built-in tips and reminders to assist you while you are completing the
return online.
 ELMS contains functionality that allows for auditor access to review return, accept or
modify transactions for COA consideration and finalization of the review of the election
expense return.

5.3 ELMS Roles
ELMS allows for two types of party officials to have access to prepare the return. The Party
Admin role can enter and edit transactions up to the point the return is submitted to the
auditor. The Chief Official Agent (COA) may enter and edit transactions and is the only party
role which can submit the return to the auditor electronically; accept or override auditor’s
suggested changes; and lock the return for finalization.
The Auditor role allows the auditor to accept or suggest changes to the transactions on the
return entered by the party officials and to mark the return as audited in the ELMS system.
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5.4 Process Overview
In addition to allowing COA’s to complete Election Expense Returns online, ELMS allows
auditors to review and suggest changes to the return. The flowchart below illustrates how the
return proceeds through the entry and audit processes. Note that the auditor review and COA
review stages may be repeated as many times as necessary until all transactions are agreed to
by both parties.

6 Getting Started in ELMS
6.3 Computer Requirements
To access ELMS, you will require:
 A web browser 1 and internet access;
 Adobe Reader (version 6.0 and higher); and
 An email account.

6.4 ELMS Access
Elections Saskatchewan will create an ELMS account for each auditor and the users will be
contacted by email to set up their passwords.

1

Recommended browsers are: Chrome, Internet Explorer and Firefox.
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6.5 Logging in to ELMS
ELMS is a web-based application you can access from any computer with Internet access, using
your email address. To log in to the ELMS application, open your internet browser and type the
following URL in the address bar: http://elmsrpp.elections.sk.ca

6.6 ELMS Password Policy
You will need to establish a password for your user account in ELMS. For security reasons,
passwords must conform to the following requirements:
Password Policy
1) Passwords must be at least 7 characters long
2) Passwords must contain all four of the following elements:
a. At least one uppercase letter;
b. At least one lowercase letter;
c. At least one number; and
d. At least one special character (e.g., !, #, *)

6.7 First Time Access
Once your user account has been set up by Elections Saskatchewan, you will receive an email
message that an account has been set up for you. It includes a link to the application login page.
1. Open the email and click the Set your Password Here link appearing in the message.

2. After clicking on the link, the Reset password screen will appear. Type in your email
address in the Email field, enter your password in the Password field and then re-enter that
same password in the Confirm password field and click Reset.
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3. A screen will appear to confirm your password has been reset. When this screen appears,
click on the click here to log in link provided in the email message. This link will take you to
the ELMS Log in screen.

4. On the ELMS Log in screen, type in your email and password in the fields provided and click
the Log In button.
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6.8 Forgot Password


If you forget your password once you have established your account, you can request a password
reset through the application by following the steps outlined below.


1. To reset your password, click on the Forgot your password? link.

2. Next, type in your email address in the Email field and click the Email Link button.
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3. You will see the following confirmation screen.

4. You will receive an email message providing a link to reset your password. Open the email
and click the Reset your Password Here link appearing in the message.

5. The Reset password screen appears. This is the same screen that you see when you log in to
ELMS for the first time. Type in your email address in the Email field, enter your password in
the Password field and then re-enter that same new password in the Confirm password field
and click Reset.
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6. A screen will appear to confirm your password has been reset. Click on click here to log in
which will take you to the ELMS Login screen.

7. On the ELMS Log in screen, type in your email and password in the fields provided and click
the Log In button.

6.9 Navigating in the System
The screens in ELMS consist of tabs that allow you to easily move from one screen to another, as
well as between data entry fields. You can navigate within ELMS using your computer’s mouse
and keyboard.


Using your mouse to navigate:
o
Move your mouse to a location on screen, or to a field and click your mouse.
o



For a data entry field (i.e., fields requiring information to be typed into them), move
your mouse to the field and click the mouse. You can then begin typing in the field.


Using your keyboard to navigate:

o

Click the Tab key on your keyboard to move between data entry fields (i.e., fields
requiring information to be typed into them).

o

Once your cursor is in the field, you can begin typing in the field.
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o

Tabbing does not navigate between screens or allow you to select tabs located on
screens.

6.10 Updating Contact Details
Elections Saskatchewan will create the party and the associated users of the party using the
information in the party register. Registered political parties have an obligation to notify Elections
Saskatchewan of any changes to key roles including the Party Leader, the Chief Official Agent and the
party auditor within 30 days.

Updating User Profile
Each user has access to their user profile and can make any necessary corrections to their contact
information.

From ELMS Home Page, click on the Edit Profile button located in the top right
corner of the screen.

An Edit pop-up window will appear where you can edit or update your user information in
any of the following 3 tabs:
1. Main – To record name, email and phone numbers and password
2. Residential Address – To revise residential address information
3. Mailing Address - To record information on an alternate address.
The Mailing Address tab only appears if you checked the Mailing Address checkbox on the
Residential Address tab.

Select either the Main or Residential Address tab.

28

A Guide for the Auditor of a Registered Political Party in Saskatchewan (v3.1)

The Main tab will automatically appear in a pop-up window. Use this tab to update your
email address and phone numbers or to reset your password.

Note: Please notify Elections Saskatchewan if a user exists in the system but has changed their
name.
If you click on “change your password” it takes you to the screen as explained in section
3.6. If you are making other changes, save those changes first prior to changing your
password. If you don’t, all information you entered will be lost.
If you want to update any address information, click the Residential Address tab.

1. Update the user’s residential address information, as required.
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2. If the user’s mailing address is different than their primary address, remember to click
the Mailing Address checkbox.

3. The Mailing address tab is only available if the user clicks the Mailing Address
checkbox on the Residential Address tab. This is used when a user’s mailing address is
different than their residential address.

If applicable, update the mailing address fields on the Mailing Address tab (shown
below).

4. When all updates are complete, click Save User.
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6.11 Logging Off
You can log off of the ELMS application by clicking the Log off button on the top right-hand
corner of the screen.






6.12 Online Help
The system has online help available to assist you while you are using ELMS to track expenses
and generate the Party Election Return.
1. Turning Online Help On/Off
When you are in the Election Return, the online Help button is located in the top right corner of
your screen.






By default, the ELMS Help function is “ON”, enabling you to access the Online Help features
built into the system. We recommend you leave this on.
To turn online help off, click on the word Help on the button.

You will not see any additional help information if help is turned off.
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To turn online help back on, click on the Help button.

6.13 How to Access Online Help
•

When you see the question mark

•

To access the online help, hover directly over the

icon, online help is available for additional information.
icon and a pop-up screen will appear with

additional information. For example, if you move your mouse to the
Expenses, the following online help will appear:
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7. Party’s Election Return Audit Process
Under the Election Act, the chief official agent must prepare Form E-524, Party’s Return of
Election Expenses and submit it to Elections Saskatchewan within 180 days of polling day 2.
This section describes the election return audit process in ELMS.

7.1 COA Submitting the Return to Auditor for Review
When the Return of Election Expenses is ready for the auditor to review, the COA will print the
“draft” election expense return along with all of the supporting forms. All copies of invoices,
cancelled cheques, proof of advertising and other documentation required by the auditor should
be included with the return when it is sent to the auditor.
In ELMS, the COA must electronically submit the return to the auditor so that the auditor can
review the transactions. Once the COA submits the return to the auditor in ELMS, the COA will
not be able to make any changes until the auditor releases the return back to the COA. Whenever
the COA submits the return to the auditor in ELMS, they must contact the auditor by phone or
email to advise them that the return is ready for their review as there is currently no automated
workflow in ELMS.

After a return has been submitted to the auditor, the COA will no longer be able
to delete any transactions already entered. Amounts may be changed to zero
dollars, but the transaction will remain in the application to preserve the
integrity of the audit process. These zero-dollar amounts will not appear on
the printed Return of Election Expenses.

2

The Elections Act 1996, Section 251(1)
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7.2 Auditor Review
Once the COA has sent the return to the auditor in ELMS, the auditor can start the review process.
When the auditor logs into ELMS they will be able to see all returns that are assigned to them and
are in the audit review stage.
The status column indicates which user currently has control of the return. The returns that have
the status Auditor Review are available to the auditor to start/continue their review of the return.
The returns with the status of COA Review are visible to the auditor, but the auditor cannot make
changes.
When the return is in the Audit Review stage, the auditor can open and print the election return in
PDF format. A draft watermark will appear on the printed copy until the audit has been complete
and the COA “Locks” the return.
To start the review process for a return, the auditor will click on the Election Return button.

7.2.1 Transaction Review
Once a return has been submitted to the auditor, the auditor must review each transaction and
indicate whether they agree with the transaction as recorded or if there are changes required.
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To begin the review process, the auditor will click on the Party Expense tab to view the
transaction details.

The expense categories are displayed in the same format and layout as is visible to the COA.
Transactions entered by the COA are displayed with a white background with a Review button
that allows the auditor to review the transaction:

To review a transaction, the auditor will click on the Review button and the Audit Change Review
screen appears.
The Audit Change Review screen displays the information entered by the party in the COA
column. The first time a transaction is reviewed, there will be no information in the Auditor
column. An Override column with the information entered by the COA will also be available to
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the auditor. Any notes that the COA has entered about the specific transaction will also appear
in the Expense Notes panel.
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If the auditor agrees with the transaction information as entered by the COA, the auditor will
click the green Accept button. Once the auditor has accepted a transaction, the transaction will
appear at the bottom of the listing of transactions with a green background.
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If the auditor disagrees with any of the information entered by the COA, the auditor should enter
the recommended change(s) in the Override column and click the Override button to record the
change. The auditor can also add any notes to capture the reason for the override to assist the
COA in understanding the rationale.
When a transaction is overridden by the auditor, the transaction will appear at the top of the
transaction list with a red background to signify that the transaction requires further review by the
COA or auditor.
In the transaction below, the auditor is overriding the total invoice amount and has provided an
explanation for the COA in the Expense Notes section. The explanation in the notes will assist the
COA in their review/acceptance of the change once the auditor sends (in ELMS) the return back to
the COA for their acceptance.

Once the auditor clicks on the red Override button, the overridden transaction is displayed in
the transaction list with a red background. The transaction detail entered by the auditor replaces
the original information entered by the COA and the transaction is moved to the top of the
expense list, so it is easier to see which items are still under review.
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If a transaction was previously overridden by the auditor in error, the auditor must open the Audit
Change Review screen for that transaction and click the Accept button in the COA column. This
will convert the transaction back to what the COA had originally recorded and the transaction
background colour will change to green.
An auditor cannot delete a transaction. If the auditor does not agree that the transaction should
be recorded on the return, the auditor should enter $0.00 in the Invoice Paid, Amount Paid and
Commercial Value fields in the Override column. The auditor may wish to record a note in the
Expense Notes panel for the COA to explain the reason and then click the Override button.
If the COA agrees the transaction should be zeroed out, the COA should accept the auditor’s
override. The transaction will remain in ELMS as a zero-dollar transaction but it will not be printed
on the final copy of the return.
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In addition to accepting or overriding an existing transaction, ELMS will allow an auditor to add a
new transaction if an expense was missed by the COA. The auditor will click on the button to add
a new expense in the appropriate category. In the example below, the auditor is adding a new
Hire of Premises Expense transaction. The data entry screen will appear for the auditor to enter
the transaction particulars.
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Once the auditor has completed the data entry and saved the transaction, the transaction will
appear in the list with a red background to signify to the COA that it is an outstanding transaction
that requires review.

ELMS will not allow an auditor to create a vendor. If the auditor determines that a transaction
is missing, and the vendor does not exist in the drop-down list, the auditor should contact the
COA and advise them to create the expense and vendor once the return has returned to the
COA in ELMS.

Once the auditor has reviewed every transaction, the auditor will release the return back to the
COA. The COA will then review and accept or reject the suggested changes made by the auditor.
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7.2.2 Send to COA for Review
If the auditor has overridden or added any transactions, there will be outstanding transactions
that need to be reviewed/accepted by the COA. To do this, the auditor clicks the Send to
COA for Review button.

When the auditor clicks the Send to COA for Review button, a confirmation screen will pop up
asking the auditor to confirm that they want to submit the return to the COA. If the auditor wants
to proceed, the auditor will click the Submit to COA button. If the auditor does not want to
proceed, the auditor will click Cancel and the return will remain in the Audit Review status.

If, when the auditor clicks the Submit to COA button, there are transactions that have not yet been
reviewed by the auditor (i.e. transactions with a white background) or if there are any transactions
that had been last modified by the COA and not yet reviewed by the auditor (i.e. transactions with a
red background), a warning message will appear.
In order to assist the auditor with locating transactions last modified by the COA, the transaction
number(s) of the transactions requiring review will appear in the warning message.
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The auditor can choose to proceed with the submission or cancel and return to the return. If the auditor
is waiting for documentation or other information about the transaction(s) in question, the auditor may
decide to release the return to the COA for their review so as not to delay the process.
If the auditor simply missed reviewing the transaction(s) in question, the auditor should cancel the
submission and complete their review before releasing the return back to the COA.
Once the auditor submits the return to the COA, the return status will change from Audit Review to COA
Review. While the return is in COA Review Status, the auditor can view the return but will not be able to
make any changes until the COA releases the return and the status changes back to Audit Review.
Whenever the auditor submits the return back to the COA, the auditor must contact the COA by phone
or email to advise the COA that they have transferred the return to the COA, as there is currently no
automated workflow in ELMS.
The back and forth between the COA and the auditor will continue until both the COA and auditor
accept all the transactions.
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7.2.3 Audit Completed
When the auditor and the COA agree on all transactions, the auditor can complete the audit in
ELMS by clicking on the green Audit Completed button.

If all transactions have been approved by both the COA and the auditor, the auditor can
complete the audit in ELMS. After clicking the Audit Completed button, a confirmation
message will appear:

In order for the audit to be successfully completed in ELMS, all transactions must be approved
by the auditor (i.e. must appear with a green background). If there are outstanding transactions
– either new transactions with a white background or outstanding transactions with a red
background – the auditor will receive the following error message from ELMS. It will include a
list of the outstanding transactions.
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The auditor must either accept all transactions and then click on the Audit Complete button
again or leave the transactions(s) outstanding and click the Send to COA for Review button.
Once the audit has been successfully completed in ELMS, no further changes can be made by
the auditor or the COA. The auditor will still have access to view the final return in pdf format.
When the auditor sets the return to audit complete they should contact the COA to advise
them that they have completed the audit. The COA will then generate a final copy of the return
without the “DRAFT” watermark and obtain any necessary signatures and a copy of the
Auditor’s Report.
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8.

Preparing the Auditor’s Reports
The auditor is entitled—at reasonable times—to have access to all the party’s financial records,
documents, books, accounts, and vouchers and to ask the party’s leader and chief official
agent for any explanation or information he or she considers necessary to audit the party’s
returns and finances and prepare his or her reports.
Each report must answer three questions:
 Does the return fairly represent the financial transactions in the party’s accounting
records?
 Did the chief official agent give him or her all requested information and explanations?
 Did the chief official agent keep proper accounting records?

8.1

Auditor’s Checklist
The auditor must:
 meet Elections Saskatchewan’s eligibility criteria for auditors (see page 3);
 comply with his or her professional association’s independence rules and inform the
chief official agent of all relationships that might affect or influence the independence of
his or her work;
 review the party’s return and financial records, documents, books, accounts, and
vouchers according to generally accepted accounting and auditing principles;
 review all schedules and other forms in the reporting package, checking for accuracy and
completeness and checking all additions and cross-references;
 review the party’s internal controls, ensuring these controls include keeping the required
documentation (e.g., evidence of commercial value for donations in kind, supplier
documents for all election expense claims, and adequate detail in all instances where a
supplier’s invoice is disputed);
 ensure commercial value is reported as an election expense and a contribution;
 ensure all expenses that cannot be included as election expenses are excluded;
 inform the chief official agent of any transactions that appear to contravene the Election
Act, request further explanation and correction, and if no such explanation or correction
is forthcoming, note the contravention in his or her report; and
 determine whether the return represents fairly the financial transactions and accounting
records on which it is based.
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8.2

Sample Auditor’s Report – Fiscal Period Return

The auditor must be
given the financial
records, documents,
books, accounts,
vouchers, etc. and
explanations required
to audit the return and
prepare this report.
The auditor’s fee for
preparation of the
fiscal period return is
an operating expense
and must be reported
in the applicable fiscal
period return. This fee
is not reimbursable.
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8.3

Sample Auditor’s Report – Election Expenses Return

The auditor must be given
the financial records,
documents, books, accounts,
vouchers, etc. and
explanations required to
audit the return and prepare
this report.
The auditor’s fee for the
election expenses return is
reimbursable but must not be
included on the election
expenses return as an
election expense. See
Chapter 9.
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