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ce document en français,
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numéro sans frais suivant :
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Reporting Guide

This guide is designed to assist you as you complete the 2008 Survey of the Couriers and Local Messengers
Industry. If you need more information, please call the Statistics Canada Help Line at the number below.

Help Line: 1-888-881-3666

Your answers are confidential.

Statistics Canada is prohibited by law from releasing any information from this survey which would identify a
person, business, or organization, without their prior consent. The confidentiality provisions of the Statistics Act are
not affected by either the Access to Information Act or any other legislation. Therefore, for example, the Canada
Revenue Agency cannot access identifiable survey data from Statistics Canada.

These survey data will only be used for statistical purposes and will be published in an aggregate form only.
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General information

Survey purpose
Statistics Canada conducts this survey to obtain
detailed and accurate data on this industry, which is
recognised as being an important contributor to the
Canadian economy. Your responses are critically
important to produce reliable statistics used by
businesses, non-profit organizations and all levels
of government to make informed decisions in many
areas.

The information from this survey can be used by
your business to benchmark your performance
against an industry standard, to plan marketing
strategies or to prepare business plans for
investors. Governments use the data to develop
national and regional economic policies and to
develop programs to promote domestic and
international competitiveness. The data are also
used by trade associations, business analysts and
investors to study the economic performance and
characteristics of your industry.

Data-sharing agreements
To reduce respondent burden, Statistics Canada
has entered into data sharing agreements with
provincial and territorial statistical agencies and
other government organizations, who must keep the
data confidential and use them only for statistical
purposes. Statistics Canada will only share data
from this survey with those organizations that have
demonstrated a requirement to use the data.

Section 11 of the Statistics Act provides for the
sharing of information with provincial and territorial
statistical agencies that meet certain conditions.
These agencies must have the legislative authority
to collect the same information, on a mandatory
basis, and the legislation must provide substantially
the same provisions for confidentiality and penalties
for disclosure of confidential information as the
Statistics Act. Because these agencies have the
legal authority to compel businesses to provide the
same information, consent is not requested and
businesses may not object to the sharing of the
data.

For this survey, there are Section 11 agreements
with the provincial and territorial statistical agencies
of Newfoundland and Labrador, Nova Scotia, New
Brunswick, Quebec, Ontario, Manitoba,
Saskatchewan, Alberta, British Columbia, and the
Yukon.

The shared data will be limited to business
establishments located within the jurisdiction of the
respective province or territory.

Section 12 of the Statistics Act provides for the
sharing of information with federal, provincial or
territorial government organizations. Under Section
12, you may refuse to share your information with
any of these organizations by writing a letter of

objection to the Chief Statistician and returning it
with the completed questionnaire. Please specify
the organizations with which you do not want to
share your data.

For this survey, there are Section 12 agreements
with the statistical agencies of Prince Edward
Island, the Northwest Territories and Nunavut.

For agreements with provincial and territorial
government organizations, the shared data will be
limited to business establishments located within
the jurisdiction of the respective province or territory.

Data linkage

To enhance the data from this survey, Statistics
Canada may combine it with information from other
surveys or from administrative sources.

Please note that Statistics Canada does not share
any individual survey information with the Canada
Revenue Agency.

For more information about these data-sharing
agreements, please contact Statistics Canada at
1-888-881-3666 or visit our website at
www.statcan.gc.ca.

Reporting period information

Lines 1 through 3

The reporting period for the Survey of the Couriers
and Local Messengers Industry is your business
unit’s 12-month fiscal period ending between April
1, 2008 and March 31, 2009. Please check the
appropriate boxes to indicate any fiscal year or
operational changes in the subsequent questions.

On line 2, selecting “Temporarily inactive” could be
used to indicate labour actions (strikes/lockouts) or
scheduled retooling that result in a temporary
suspension of operations with planned resumption
in the short term.

Main business activity
Below is a description of each main activity.

Courier services (includes national or international
delivery service by air and/or surface transport)
This industry comprises establishments primarily
engaged in providing air, surface or combined
courier delivery services.

Include:

courier service;

courier operation of Post Office.

Exclude:

owner operators.
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Local messengers and local delivery services

This Canadian industry comprises establishments
primarily engaged in providing messenger and
delivery services of small parcels within a single
urban area. Establishments engaged in the delivery
of letters and documents, such as legal documents,
often by bicycle or on foot; and the delivery of small
parcels, such as take-out restaurant meals,
alcoholic beverages and groceries, on a fee basis,
usually by small truck or van, are included.

Include:

bicycle messenger and delivery service;

food delivery, for restaurants;

liquor delivery services (dial-a-bottle);

local delivery service, small parcels;

owner operators.

B - Revenue
Please include all revenue within or outside Canada
recorded in your accounts for sales to other
businesses and for transfers to other units of your
business.
Exclude GST/HST, PST and TVQ.

Sales of goods and services

1. Same-day delivery services

2. Next-day / overnight delivery services

3. Other delivery services - two days or more

4. Total delivery services

5. Assessorial charges (e.g., customs brokerage,
third-party billing, call tag services)

6. Sales of all other goods and services (e.g.,
cargo services, pick-up service charges, trace
charges)

Please specify major items:

Include:

sales of goods and services not specified at lines
1 through 6.

Exclude:

revenue from rental and leasing, royalties,
franchise and licensing fees, interest and
subsidies/grants.

7. Total sales of goods and services produced

8. All other operating revenue

Include:

operating revenue related to current operations
not reported elsewhere.

May include:

subsidies and government grants allocated to
the current operations of the reporting period.

Exclude :

interest and dividend income. Please report this
amount in this section, at question 10.

9. Total operating revenue

10. Investment revenue (e.g., dividend and interest
income)

Investment income is defined as the portion of a
company’s income derived from its investments,
including dividends and interest on stocks and
bonds.

Include interest from:

foreign sources;

bonds and debentures;

mortgage loans;

G.I.C. interest;

loan interest;

securities interest and deposits with bank
interest.

11. Total revenue

C - Expenses
Please include all expenses within or outside
Canada recorded by this business unit.
Exclude GST/HST, PST and TVQ.

Labour remuneration

1. Salaries and wages paid to employees for
whom you issued a T4 – Statement of
Remuneration Paid

Include vacation pay, bonuses and commissions.

Please report all salaries and wages (including
taxable allowances and employment commissions
as defined on the T4 – Statement of Remuneration
Paid) before deductions for this reporting period.

Include:

vacation pay;

bonuses (including profit sharing);

employment commissions;

taxable allowances (e.g., room and board,
vehicle allowances, gifts such as airline tickets
for holidays);

severance pay.
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Exclude:

all payments and expenses associated with
casual labour and outside contract workers;
please report these amounts in this section, at
question 4.

2. Employer portion of employee benefits paid
for all employees for whom you issued a T4 –
Statement of Remuneration Paid

Include contributions to:

health plans;

insurance plans;

employment insurance;

pension plans;

workers’ compensation;

contributions to any other employee benefits
such as child care and supplementary
unemployment benefit (SUB) plans;

contributions to provincial and territorial health
and education payroll taxes.

3. Total labour remuneration

4. Payments to employment agencies or
personnel suppliers (e.g., pay for temporary
workers paid through an agency and charges
for personnel search services)

Report any cost/expense for temporary workers paid
through an agency. Also include charges for
personnel search services.

5. Payments made to independents and owner
operators (e.g., local pick-up and delivery)

Materials, components and supply expenses

6. Office supply expenses

Include:

office stationery and supplies, paper and other
supplies for photocopiers, printers and fax
machines, diskettes, writing instruments and
other office supplies.

 Also if not capitalized, include computers,
printers, photocopiers, computer software and
office furniture, etc. If capitalized, report this
amount in this section, at question 25.

Exclude:

postage and courier (please report this amount
in this section, at question 20);

telephone, Internet and other telecommunication
expenses (please report this amount in this
section, at question 12).

7. Cost of operating, repair and maintenance
supplies

Include:

supplies for the operation, repair and
maintenance of your equipment, vehicles and
buildings.

Exclude:

the cost of service for the repairs (please report
this amount in this section, at question 15);

owner operator expenses (please report this
amount in this section, at question 5).

8. All other material, component and supply
expenses

9. Total purchases of materials, components
and supplies

10. Light, heat, water and power expenses

Include:

diesel, fuel wood, natural gas, oil and propane;

sewage.

Exclude:

energy expenses covered in your rental and
leasing contracts;

fuel for vehicles.

11. Vehicle and aircraft fuel expenses (e.g.,
gasoline, diesel fuel, propane, natural gas,
aircraft jet fuel)

This item includes expenses for vehicle fuels
purchased by your business unit (e.g., gasoline,
diesel fuel, propane and natural gas).

Exclude:

fuel purchased for power/heat generation (see
question 10).

12. Telephone and other telecommunication
expenses

Include:

telephone, fax, cellular phone, or pager services
for transmission of voice, data or image;

Internet access charges;

purchased cable and satellite transmission of
television, radio and music programs;

wired telecommunication services;

wireless telecommunication services;

satellite telecommunication services;

online access services;

online information provision services.
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Management fees paid to Head Office

13. Payment for services provided by your head
office

Include:

any management or service fees paid to head
office.

Service expenses

Services purchased from external business only
(inclusive of third parties)

Please exclude purchased services that have been
reported at question 13 above.

14. Rental and leasing (include rental of premises,
equipment, motor vehicles, etc.)

Include:

lease rental expenses, real estate rental
expenses, condominium fees and equipment
rental expenses;

motor vehicle rental and leasing expenses;

computer and peripheral expenses;

studio lighting and scaffolding, and other
machinery and equipment expenses;

fuel and other utility costs covered in your rental
and leasing contracts.

15.  Repair and maintenance services (include
janitorial services, equipment and motor vehicle
repairs and maintenance, etc.)

Include expenses for the repair and maintenance of:

buildings and structures;

vehicles (including vehicle lubricants/fluids/oils);

machinery and equipment;

security equipment;

costs related to materials, parts and external
labour associated with these expenses.

Also include janitorial and cleaning services and
garbage removal.

Professional and business service fees

16. Legal, accounting and auditing fees

17.  All other professional and business service
fees (e.g., consulting, education and training
fees)

Other service expenses

18. Property and business taxes,  licences and
permit expenses

This item comprises the cost of various licences
and permits, and some indirect taxes (taxes levied
on your business unit that are not corporate income
taxes, sales or excise taxes, or insurance premium
taxes).

Include:

property taxes — except those which are covered
in your rental and leasing expenses;

property/land transfer tax;

business taxes;

business and other fees (does not include
business service fees);

vehicle licence fees;

beverage licence fees;

all other licences fees;

capital taxes;

lot levies;

building permits and development charges;

other property/business licences or permits not
specified above.

19. Goods transportation (air or surface line-haul),
warehousing and storage expenses

Exclude:

fuel costs (please report this amount in this
section, at question 11);

payments made to independents and owner
operators (please report this amount in this
section, at question 5).

20. Postage and courier expenses

Include:

local messenger and delivery expenses.

Exclude:

payments made to independents and owner
operators (please report this amount in this
section, at question 5).

21. Financial service fees (e.g., bank charges,
credit and debit card commissions)

Include:

explicit service charges for financial services;

credit and debit card commissions and charges;

collection expenses and transfer fees;

registrar and transfer agent fees;
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security and exchange commission fees;

other financial service fees.

Exclude:

interest expenses; please report these amounts
in this section, at question 29.

22. Insurance premiums (e.g., liability, auto,
building, equipment)

Include:

professional and other liability insurance;

motor vehicle and property insurance;

executive life insurance;

bonding, business interruption insurance and
fire insurance.

23. Advertising and marketing expenses

Include:

planning, creating and placement services of
advertising;

purchase or sale of advertising space or time, on
commission;

other advertising services;

trade fair and exhibition organization services.

24. Travel, meals and entertainment expenses

Include:

passenger transportation, accommodation and
meals while travelling;

other travel allowances as well as meal,
entertainment and hospitality purchases for
clients.

Other operating expenses

25. Amortization of tangible and intangible assets

Include:

direct cost depreciation of tangible assets and
amortization of leasehold improvements;

amortization of intangible assets (e.g.,
amortization of goodwill, deferred charges,
organizational costs, and research and
development costs).

26. Bad debts, donations and inventory
adjustments

Include:

charitable donations;

political donations.

Bad debts

A bad debt is the portion of receivables deemed
uncollectible, typically from accounts receivable or
loans. Bad debt recoveries are to be netted from
bad debt expenses.

Include:

allowance for bad debts.

27. All other operating expenses

Exclude interest expenses (please report this
amount in this section, at question 29). Please
specify major items.

28. Total operating expenses

29. Other expenses (e.g., interest expenses on
capital lease obligations plus all other
miscellaneous interest expenses such as
interest on loans and the interest portion of
mortgage payments)

30. Total expenses

D - Employment
Please report the average number of people
employed during the reporting period.

Include full-time, part-time and temporary
employees and employees absent with pay.

1. Number of employees

Exclude independent contractors and owner
operators.

2. Number of independent contractors and
owner operators

Exclude employment agencies or personnel
suppliers.

E - Fleet and equipment
Number of vehicles in service during the
reference period

Include vehicles owned and/or leased by your
business unit and/or owner operators hired.

1. Bicycles

2. Automobiles (compacts, sedans and station
wagons)

3. Cube/step vans

4. Road tractors

5. Trailers

6. 5 - Tons trucks
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Thank you!

7. Warehouse equipment (e.g., forklifts)

8. Other (e.g., aircraft, flat decks) (please specify):

9. Total number of vehicles and equipment

F - Distribution of delivery revenue by
destination of shipments
Please indicate the percentage breakdown of
revenue from Total delivery services (reported in
Section B, at question  4), earned from shipments
destined for:

1. Canada

2. United States

3. All other countries (please specify major
countries)

G - Distribution of delivery revenue by
origin of shipments
Please indicate the percentage breakdown of
revenue from Total delivery services (reported in
Section B, at question  4), earned from shipments
originating in:

Origin in Canada

1. Newfoundland and Labrador

2. Prince Edward Island

3. Nova Scotia

4. New Brunswick

5. Quebec

6. Ontario

7. Manitoba

8. Saskatchewan

9. Alberta

10. British Columbia

11. Yukon

12. Northwest Territories

13. Nunavut

Origin outside Canada

14. United States

15. All other countries
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