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Introduction

Ontario condo corporations are legally required to file condo returns with CAQ, as stated in the Condo
Act. This guide provides step-by-step instructions to help you navigate the online filing process from
start to finish and covers information you need to know before, during and after filing your corporation’s
return. The information that corporations file is used to calculate annual assessment fees that
corporations must pay to CAO. Certain details are also made publicly available on CAO’s Condo

Reaqistry.

Before Filing
Types of Returns

There are four types of returns:

1. Annual return: Filed annually by all corporations between Jan. 1 and March 31
2. Transitional return: Filed only once by corporations created before Jan. 1, 2018

3. Initial return: Filed only once by corporations created on or after Jan 1. 2018, within 90 days of a
corporation’s registration.

4. Turn-over return: Filed by corporations within 90 days of a turn-over meeting being held on or

after Jan. 1, 2018 — a meeting where the developer transfers important documents and control of
the corporation to a new owner-elected board after the developer sells a majority of the units.

* Condo corporations created between this period must file an annual return within 90 days from registration.
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https://www.condoauthorityontario.ca/boards-and-governance/filing-requirements/
https://www.condoauthorityontario.ca/condo-registry-search/
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Gather Required Information

1.

Review CAQO’s Condo Returns Information Checklist to understand what is needed when filing a
condo corporation’s return.

Refer to the condo’s declaration — it includes key information needed about the corporation,
including its:

e Full legal name

e Registration date with the Land Registry Office

e Details on the number and type of units

Check the corporation’s other corporate records for additional information, such as recent
information certificates which provide the names and roles of the board’s current directors.

Check for Accuracy and Completeness

1.

Ensure all information entered in the return is accurate and complete. Knowingly providing false or
misleading information is an offence under the Condo Act.

2. The most recent information about the condo corporation already provided to CAO will

automatically appear in certain fields in the return. You can update or correct most of this
information as needed.
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First Time Filing

Condo corporations filing a condo return with CAO for
the first time will need to file one of the two types of
returns:

After the corporation’s first return is
filed, it must file a return every year

o between Jan. 1 and March 31.
1. Initial return

2. Transitional return

Filing Multiple Condo Returns
Sometimes you may need to file more than one condo return at the same time:

¢ [f you are filing an initial return and a turn-over meeting has already happened, both the initial
return and turn-over return will be filed together. After submitting, you can download both returns
for the condo corporation’s records.

e The CAO'’s online condo returns system will show you which returns are required based on the
information you provide or the date you file.

e |f the corporation has more than one annual return to file, each must be filed separately. You

must pay the invoice for each return before the next one becomes available. Make sure all
invoices are paid within 30 days of the issue date to avoid additional costs.

CAO Condo Returns Guide 6



Ready to File

1. Visit CAO’s website at thecao.ca.

File a Retumn Condoe Calendar Tool Condo Regisiry Director Training Tribunal Condo Forms

Q,  search Site

(© CcAO Portal | FR

C o s Before You Buy Or Rent v Condo Living

ABOUT CAO

Engaging and empowering
Ontario's condominium
communities

v Boards & Governance

2. Click CAO Portal on the top right-hand corner of your screen.

CAO Condo Returns Guide
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Log in to CAO Account

1. Enter your CAO
account credentials
and click Log in.

2. If you do not have a
CAO account, click
Create an Account

and follow instructions.

Having issues with
creating your account?

Check out our Guide for
Creating Accounts and
Managing Profiles or
Contact CAQ.

CAO Condo Returns Guide

Welcome to the
CAO Services Portal

Log in to your account

_. You only need one account to access all CAQ services and any
* associated condo corporations.

Username

e.g., JaneSmith12

Forgot your username?

Password

Forgot your password?

Create Account @



https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/contact-us/

CAO Services Portal

You are now logged into your CAO B —— . —
Services Portal where you can file Qo= ,

condo returns or notices of change,
make payments and more’.

‘CAO SERVICES PORTAL

Welcome to the
CAOQ Services Portal

Here you can access director training, file a CAT
case, file your returns, pay an invoice and more.

1. Click File Returns & Notices of
Change.

Here you can also do the following for
all condo corporations linked to your

CAO account: CAO Services Portal
. H ) A
e Review the corporation’s 3
lnformatlon Access Director Training View Corporation Access Tribunal ~
1 H Complete director training and access your Information A File a new case, join a case, or access an
° LOOk at preVIOUS Iy fl I ed retu rns certificate of ccmplel:on. ’ Review the contacts and details of a condo existing case.
or notices Of Change corporation you are associated with.
e \iew invoices and payment B
hIStory File Returns & Notices of View Returns History A View Invoices & Make
Change A View previously filed condo returns and Payments A
File returns and notices of change Iif notices of change. View invoices, make a payment, or review
information filed in the return has changed. payment history.
<)
Corporation Surveys 7 Redeem Invitation 7
* The ability to complete certain activities, like filing e s e e previous e code toJomanaw condo
returns, will be restricted based on a contact’s access
permissions.
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Select your Condo Corporation

corporations and identify those
with outstanding returns.

Cq o oy CAQ Services ~ Guides and Resources My Profile ~ Contact Us

(GAO SERVICES Portal

File a Return or Notice of Change
You Can aISO use Search My condo File returns and notices of change as mandated by the Condo Act
Corporation if you are responsible
for filing returns for several

corporations.

Search My Condo Corporation

ENTER THE LEGAL NAME OF A CORPORATION OR CHOOSE FROM THE LIST

Primary Role Permissions Returns Invoices

2. Click on the corporation name to

start the return filing process. ' -

Condo Corporation Returns Involces Primary Rola Parmissions
ALGOMA COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 2627 Manager Full Access
ALGOMA COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 4564 2 Qutstanding Other Full Access
I ALGOMA LEASEHOLD CONDOMINIUM CORPORATION NO. 2 ‘Outstanding Unpaid I Manager Full Access
ALGOMA VACANT LAND CONDOMINIUM CORPORATION NO. 9922 Outstanding Unpaid Manager Full Access
BRANT LEASEHOLD CONDOMINIUM CORPORATION NO. 15 ‘Qutstanding Unpaid Other Full Access
BRANT STANDARD CONDOMINIUM CORPORATION NO. 13 Outstanding Other Full Access
BRANT STANDARD CONDOMINIUM CORPORATION NO. 14 Outstanding Unpaid Other Full Access v
o 2 » M Page 1 ot2 10 ¥ [tams per page 1-1001 16 itams
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Step 1: Getting Started

The Getting Started page has information on how to navigate CAQ’s condo returns filing system.

1. Click on Learn how to navigate CAO digital products to view this page in a new tab.

2. To stop this page from appearing again for the selected condo corporation’s account, select the
box next to Never show again in the bottom-left corner.

3. Click Continue.

Condo Calendar Condo Registry Tribunal CAO Website @ LogOut Francais
P —
C c‘ o —— CAO Services ™~ Guides & Resources My Profile ~ Contact us
ontara
—
COCHRANE CONDOMINIUM YOUR ACCOUNT
CORPORATION NO. 333 Gettlng Sta rted
Navigating through your returns can be confusing, so we're here to help you. Explore the following tips, tricks and examples to familiarize yourself with
DO YOU HAVE ANY QUESTIONS? tooltips, warnings and errors that you may see in your condo return process.

Check out this guide to help you with your We've put the link to the Condo Returns Guide on the left navigation bar, which will be available at all times as you go through this process.

returns.

You can also return to this page at any time by clicking on "Learn how to navigate CAO digital products” located on the left-hand side. It will open a
new tab, so you won't have to navigate back to this page.

Learn how to navigate CAQ digital products

() Find detailed explanations on the required information by clicking this icon.

o This is an example of an info box X
These are here to provide more context to questions and prompts in the system.
This is an example of a warning X

Warnings mean you can continue with your return, but the information may be flagged for review by the CAQ.

e This is an example of an error X
This may show up if you have issues that will not allow you to move forward with your return. You must correct this information to continue.

[0 Never show again

CAO Condo Returns Guide 11



Step 2: General and Operational Information

= =
2 .1 B as I c I nfo r m at I o n Condo Calendar Condo Registry Tribunal CAO Website ® Log Out
. . m Zu:”,r,,” CAO Services ¥ Guides & Resources My Profile ¥ Contact us
This page contains Read-Only =
COCHRANE CONDOMINIUM
Data about the condo corromAToNNG. 53 Besioinformation
. . . Read-Only Data
Corporatlon from I nformatlon COCHRANE CONDOMINIUM CORPORATION NO. 333 Read-Only Information
. — This information cannot be changed through the
h his information,
that already has been collected e
H d d t C AO type Learn More 7"
o r p rOVI e o " CmrlAppmmB::nles Municipal Address 128 WISSLERS ST CENTRE WELLINGTON TOWNSHIP,
Ontario
3 e " Operating Name
1. Click Yes or No to indicate
name that the condo may be commonly known by or
. N €79 Condo Contacts , displayed on the building or entrance sign.
Wh et h e r t h e Co r po rat I O n I S Was this condo corporation registered as a phased condo corporation?
. Review ® Yes
registered phased o
e S e e aS a S e Operating Name
H *
CO r DO rat I O n - == SitForm Name of Declarant
. y DO YOU HAVE ANY QUESTIONS? NMunicioal Add °
unicipal ress
2 . E nter th e Corporatlo n S Check out this guide to help you with your
returns. SR
-
Operating Name. If none,
enter N/A.

3. Enter the Name of Declarant — the individual or corporation that registered the declaration with the
Land Registry Office. This is found in the corporation’s declaration.

4. Start entering the corporation’s Municipal Address™ using CAO’s address lookup and select the
correct address™ from those automatically generated by the returns filing system. If the address
does not appear in the results, click Address not found and enter the address manually.

* Indicating registration as a phased corporation only applies to standard condo corporations.

** Vacant land and common elements condo corporations must indicate if there is a municipal address. If none, answer No, and if Yes, enter the
address.

*** For corporations with more than one municipal address, enter the first listed in the declaration or other corporate documents or records.
CAO Condo Returns Guide 12


https://www.condoauthorityontario.ca/before-you-buy-or-rent-a-condo/what-is-a-condo/
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5. Enter the total number of municipal addresses” the corporation has — typically found in the
corporation’s declaration.

LSal 11 LUV W 1HIGVIYaLs wny uiyial piuduuis

128 WISSLERS ST
CENTRE WELLINGTON TOWNSHIP, Ontario

Number of Municipal Addresses @

1

eg,2

Note: Municipal addresses entered and submitted in a condo return can only be changed or updated by
submitting a Special Notice of Change to CAQ.

6. Click Save & Continue to proceed.

* For vacant land and common elements condo corporations, the number of municipal addresses can only be entered if the condo corporation has
reported a municipal address in the previous question.

CAO Condo Returns Guide 13
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2.2 Addresses for Service

1. Enter the condo corporation’s Email Address for Service” — the email address the corporation
prefers to receive notices and updates from CAO.

2. Enter and select the corporation’s Address for Service — the official physical address for receiving
business and legal documents. Enter the service address using CAQO’s address lookup and select the
correct address from those automatically generated. If the address does not appear in the results,
click Address not found and enter the address manually. This may be different than the municipal
address.

3. Click Save & Continue to proceed.

COCHRANE CONDOMINIUM General and Operational Information
CORPORATION NO. 333 Address for Service
_ Email Address for Service
J:ELI General and Operational Information This is the email address that the condo corporation would like to receive notices and correspondence from the CAQ.
Basic Information Email Address
Addresses for Service 1
Unit Information e.g., example@gmail.com

Number of Condo Owners
Address for Service

Tumn-over Meeting A ) . o .
This is the official physical address of the condo corporation for receiving business and legal documents.

Court Appointed Roles

Address for Service

R . .
Fiscal Year Information 1-150 Wissler Rd Waterloo, ON, N2K 3C6

¢ Condo Contacts 2

1-150 Wissler Rd
Waterloo, ON, N2K 3C6

é_]J Review

Save & Finish Later

* Any email address entered here will remain private and will not be made public.

CAO Condo Returns Guide 14



2.3 Unit Information

2.3.1 Standard Condo Corporations

BRANT STANDARD CONDOMINIUM
CORPORATION NO. 335

General and Operational Information

Basic Information
Addresses for Service
Unit Information

Number of Condo Owners

Turn-over Meating

Court Appointed Roles

Fiscal Year Information

€75 Condo Contacts

@] Review

2

Save & Finigh Later

CAO Services ™

Guides & Resources

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

1. Enter the Total Number for each unit type”.

General and Operational Information

Unit Information

This infermation can only be reported on this return

To make any changes or corrections to the number of units after you file this return, you will need to file a Special Notice of Change.

Please confirm the number of units in the condo corporation

My Profile ™ Contact us

Useful
definitions here!

Residential Commercial
0 . 0

Parking Industrial
0 . 0

Storage Other
0 . 0

Total No. of Units

Total No. of Voting Units
0

Total number of units includes all units used for any
purpose.

Total number of veting units is the maximum
number of votes that can be counted at a meeting of
owners.

are used for primary, temporary, or

using purposes.

xamples include: Highrise apartment towers,
nhouses and a guest suite of the condo

corporation.

2. Enter the Total Number of Voting Units™ in

the corporation.

4. Click Save & Continue to proceed.

* Unit totals for each type should be listed in the condo’s declaration.
** The number of voting units is used to calculate the condo’s assessment fee.

CAO Condo Returns Guide

Commercial units are used for retail or other
business purposes including the sale of goods or

services.

Examples include: a retail store, an office building,
an automotive repair shop, a restaurant.

3. The Total Number of Units will automatically
calculate based on values entered in 1 and 2.

15



2.3.2 Phased Condo Corporations

Standard condo corporations registered as phased condos must add the same unit
information listed above in section 2.3.1 for each registered phase.

|f a” phases were not completed Condo Calendar Condo Registry Tribunal CAO Website
by Sept. 1 y 201 7: Cao &=+ CAO Services ¥ Guides & Resources My Profile ¥ Contact us

COCHRANE CONDOMINIUM General and Operational Information

1. Click No and enter the current CORPORATION NO, 333 Unit Information
unit information as it appears in e mebise e e s s e o e A b i o
the declaration.

Were all phases completed by Sept. 1,2017?

OYes < Yes/No

= No

Click “Add Phase" button to enter the units for each phase after the initial declaration, if any.

If there is more than one phase,

Cl |Ck Add Phase to enter un|t 7] FocatYour st Unit Information by Sept. 1, 2017 B TSRS
information for each subsequent © oo . commaa | e
phase that was registered. ) Feven g :

Storage Other Residential units are used for primary, temporary, or
5 N = . occasional housing purposes.

If aI I phases were completed by ExitForm Total No. of Units (Example!includa: Highri
AAA~] R ownhouses and a guest suite of the condo
i Total No. of Voting Units
Sept' 1 , 201 7: DO YOU HAVE ANY QUESTIONS? 3

Check out this guide to help you with your

partment towers,

Commercial units are used for retail or other

returns. | I A‘ :
2- CIiCk Yes - you mUSt provide Learn how to navigate CAQ digital products + Add Phase <jAdd Phase 52:“"’:‘2: A
the final unit total for
all completed phases and Incomplete or Planned Phases

cannot add multiple phases. Unregistered phases in development or planned future phases
cannot be added to your condo return. A Special Notice of
Change must be submitted to CAO when these phases are
completed.

3. Click Save & Continue to proceed.

CAO Condo Returns Guide 16
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2.3.3 Vacant Land Condo Corporations

1- Enter the TOtaI Number Condo Calendar Condo Registry Tribunal CAQ Website
for each Unit Type'.

)

CAO Services ™ Guides & Resources My Profile Contact us

0
Q
(o]

2. The Total Number of
. . . Corporation No. 13 Unit Information
Unlts WIII automatlca”y ) : This information can only be reported on this return
eneral and Operational Information To make any changes or corrections to the number of units after you file this retum, you will need to file a Special Notice of Change.
calculate based on values iz
eme Please confirm the number of units in the condo corporation
H nit n
entered In 1 and 2' Number of Condo Ownors Total number of units includes all units used for any

Turn-over Meating purpose.
Vacant Lots Residential

0 - 0

Court Appointed Roles

i Total number of voting units is the maximum
number of votes that can be counted at a meeting of

3_ Enter the Total Number of B Fiscal Year Information Commercial : In:usma\ . owners.

0

Other

H H o 49 Condo Contacts
Voting Units™ in the U : [0 ——

Total No. of Units ped or built upon.

corporation. Y Feew

3 Total No. of Voting Units purchased prior to any construction of a building.

43 -

H H @ Residential units are used for primary, temporary, or
4. Click Save & Continue to oo

DO YOU HAVE ANY QUESTIONS? N
Examples include: Highrise apartment towers,

proceed- Check out this guide 1o help you with your townhouses and a guest suite of the condo

corporation.

returns.

* Unit totals for each type and the total of overall units should be listed in the condo’s declaration.
** The number of voting units is used to calculate the condo’s assessment fee.

CAO Condo Returns Guide 17

@ Log Out



2.3.4 Common Elements Condo Corporations

1. Enter the Maximum Number of Votes™ that can be cast at an owners’ meeting.

2. Provide a general description of the use of the common element corporation or its purpose —e.g.,
golf course, ski hill, road, etc.

3. Click Save & Continue to proceed.

Condo Calendar Condo Registry Tribunal CAO Website ® Log Out

c 0 O e CAO Services v Guides & Resources My Profile ™ Contact us
aaaaaa

ALGOMA COMMON ELEMENTS General and Operational Information
CONDOMINIUM CORPORATION NO. 4554 Number of Votes and Usage

E jj| General and Operational Information Please confirm the maximum number of votes in the condo corporation

Basic Information .
‘ Maximum Number of Votes
Addresses for Senvice
20

v

Vote Information and Usage

Number of Condo Owners

Provide a general indication of the use of the common element condominium corporation or what purpose it has
(e.g., ski hill, road, or park)

Tum-over Meeting

Court Appointed Roles

Greenspace

[ﬂ Fiscal Year Information

< Condo Contacts

- =
Review 4
Save & Finish Later [ Exit Form

* The maximum number of votes is used to calculate the condo corporation’s assessment fee.

CAO Condo Returns Guide 18



2.4 Number of Condo Owners

1. Confirm whether all or the majority of the condo corporation’s
voting units are owned by a single owner —an individual or
legal entity, like a business corporation:

i.  Yes: confirm whether a single owner owns either all or
the majority of the voting units, the full name of the single
owner and select the option that best describes them'.

i. No: Click Save & Continue to proceed.

0
2)
ol

CAO Services ¥ Guides & Resources My Profile ¥

COCHRANE CONDOMINIUM
CORPORATION NO. 333

General and Operational Information

Number of Condo Owners

I Does a single owner own all the units?(D)
.

J:H_ General and Operational Information

I o A single owner may be an individual or a legally recognized entity, like a corporation or partnership.

Basic Information

Addresses for Service OYes 1
Unit Information ®No

Number of Condo Owners

Tum-over Mesting IDoes a single owner own a majority of the voting units? I
Court Appointed Roles ®Yes

O No

s| Fiscal Year Information
I Which option best describes the single owner? (%) I

@ Condo Contacts Olndividual
O Declarant

Review O Builder/Developer
(O Real Estate Asset Management or REIT
O Other (please describe)

Save & Finish Later Exit Form

DO YOU HAVE ANY QUESTIONS?

Click on the tool tip icon
for more information on
what each question means.

Contact us

* For common elements condo corporations, indicate if a single owner is entitled to cast all or the majority of votes at an owners’ meeting.

CAO Condo Returns Guide
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2.5 Turn-over Meeting

A condo corporation must hold a turn-over meeting when the developer no longer owns the majority of
units. At the meeting, owners elect a new board of directors and the developer hands over key
corporation documents to the new condo board.

1. Confirm whether the corporation has held its turn-over meeting.

2. If yes, confirm

when the turn-over meeting was held and whether it took place either:

a. before Jan. 1, 2018
b. on or after Jan. 1, 2018

3. Enter the date of turn-over meeting if held on or after Jan. 1, 2018.

Condo Calendar Condo Registry Tribunal CAO Website ® Log Out
E——
C q o i CAO Services ¥ Guides & Resources My Profile v Contact us

nnnnnn

COCHRANE CONDOMINIUM

CORPORATION NO. 333

asic Information
I

®Yes
Unit Information
Number of Condo Owng ONo
Tum-over Meeting ]

Was the turn-over meeting held on or after Jan. 1, 2018?

Court Appainted Roles

@® Yes

Fiscal Year Information

@ Condo Contacts

Review

General and Operational Information

Turn-Over Meeting

Information about whether a turn-over meeting has been held must be reported to the CAQ. If a meeting was held, it must be reported within 90 days. Please answer the
question(s) below.

Has the condo corporation held its turn-over meeting? | 1

ONo

Date of turn-over meeting (i)
2026/02/13 ] 3
YYYY-MM

- [

Save & Finish Later

Exit Form

CAO Condo Returns Guide
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2.6 Court Appointed Roles

Indicate if the Ontario Superior
Court of Justice has issued an
order appointing an inspector
or administrator.

Yes:

1. Enter the inspector’s or
administrator’s full name
as found in the court
order.

2. Enter the date of the
court order using the
calendar icon or enter
manually.

Condo Calendar Condo Registry Tribunal CAO Website

CcCao o CAO Services v Guides & Resources My Profile v Contact us
BRANT STANDARD CONDOMINIUM General and Operational Information
CORPORATION NO. 13 Court Appointed Roles
I Is there currently a court order appointing an inspector or adminsistrator? 0 I
@® Yes, an inspector
O Yes, an administrator
T ONo
nit Information
= I Full Name of Inspector I 1
o ]
Castiopanadions I Date of Superior Court Order I
2025/04/10 =]
Fiscal Year Information -
| Address for Service I

¢z Condo Contacts

915 Bethune Dr S Gravenhurst, ON, P1P 1K3
Review

915 Bethune Dr S

Gravenhurst, ON, P1P 1K3

DO YOU HAVE ANY QUESTIONS?

3. Enter the inspector’s or administrator’s service address:

+ Use CAO’s address lookup and select the correct address from those automatically
generated by CAO’s return filing system.
« If the address does not appear in the results, click Address not found and enter the address

manually.
No:

1. Click Save & Continue to proceed.

CAO Condo Returns Guide

® LogOut  Frangais
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Step 3: Fiscal Year Information

3.1 Condo Corporation Fiscal Year

A fiscal year is the 12-month period that a condo corporation uses for financial purposes.
1. Enter the start date of the corporation’s fiscal year using the drop-down menus.

The corporation’s fiscal year is automatically calculated based on the start date entered.

Condo Calendar Condo Registry Tribunal CAO Website

@ Log Out  Frangais

=
cao ‘a:I:”;,,'“ CAO Services ¥ Guides & Resources My Profile v Contact us

BRANT STANDARD CONDOMINIUM
CORPORATION NO. 13

Fiscal Year Information
Condo Corporation Fiscal Year

= N o
: General and Operational Information When does your condo corporation's fiscal year start?

January 7 1

Fiscal Year Information

v
Your condo CD[DO"Q“DH‘S fiscal year:

Fisoal Year Information

Annual General Meeting Ly i - Eae ]

@ Condo Contacts

Review

Save & Finish Later

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAQ digital products

CAO Condo Returns Guide
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3.2 Annual General Meeting

1. Enter the date of the corporation’s most recent AGM

using the calendar icon or enter it manually. Condo corporations are required
to hold an annual general

meeting within 3 months of

« Click the box next to My condo corporation has registration and then annually
never held an AGM within 6 months of the end of

each fiscal year.

Condo corporations who have never held an AGM:

2. Confirm the fiscal year of the AGM and if the AGM date
provided above is a new date or correction to a date
previously reported in a return or notice of change.

Condo Calendar Condo Registry Tribunal CAO Website © LogOut Fra ngais
=
Cao et CAO Services ¥ Guides & Resources My Profile v Contact us
uuuuuu
BRANT STANDARD CONDOMINIUM Fisoal Year Information
CORPORATION NO. 13 Annual General Meeting
L Date of most recent AGM
ﬁ General and Operational Information 2025/05/12 &

Fiscal Year Information [J Mycondo corporation has never held an AGM

Fiscal Year of AGM

March &, 2024 - March 4, 2026

@ Condo Contacts Is the AGM date provided above a new date or a correction to a previously provided AGM date?
@© New Date
Review O Correction

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAQ digital products

CAO Condo Returns Guide



Step 4: Condo Contacts

4.1 Board of Directors and Non-Director Officers

1. Enter the total number of director positions for your condo
corporation including both filled and vacant positions.

2. List all current directors and non-director officers for this

corporation, including names, emails, access permissions,
officer roles, if any, and term start dates:

Condo Calendar Condo Registry Tribunal CAO Website

Your corporation is required
to have at least three director
positions on the board and
must have a president and
secretary. The condo’s by-
laws may also establish
additional director positions
and officer roles.

® LogOut |

Contact us

Your corporation is required to have at least a
president and secretary on the board of directors. The
condo corporation’s by-laws may also establish

———
CC' 0 e CAQ Services ™~ Guides & Resources My Profile ¥
BRANT STANDARD CONDOMINIUM Condo Contacts
CORPORATION NO. 13 Board of Directors & Non-Director Officers
jﬂ General and Operational Information Number of director positions D < Governance Requirements
3 v
Fiscal Year Information Please list all of the current directors and non-director officers
for this condo corporation. additional officer roles.
’j::, Condo Contacts
+ Add individual 2
Board of Direstors & Non-Director Officers
Other Representatives
Management . o
Ali Secretary @ Ali Director @
. Director Director
Review
® Access Full Access ® Access Full Access
B Email alisecretary@mailinator.com B Email alidirector@mailinator.com
Officer Role Secretary Officer Role President/Chair
Save & Finish Later B Term Start Apr 11,2025 8 Term Start Apr 11,2025

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAQ digital products

CAO Condo Returns Guide
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i. Click Add Individual to add a director or non-director officer and their details.

ii. Click the edit button @ to update details for an existing director or non-director officer.
You will not be able to update the access permissions for an existing individual.

iii. Click the delete button @ to remove a director or non-director officer that is no longer
associated with the condo corporation.

Note:

e Directors assigned the roles of president or secretary will automatically be
assigned full access which cannot be changed.

¢ Access permissions cannot be changed for an existing contact. You will
need to delete the contact and add them again to make to change access.

CAO Condo Returns Guide 25



4.2 Other Representatives

A condo corporation may have
other representatives who
need access to the
corporation’s profile but are
not directors or non-directors.

For example, lawyers or
accountants who need to view
returns or make payments on
the corporation’s behalf.

1. Click Add Individual to
enter details for a new
representative, including
first and last name, role
and access permissions.

COCHRANE CONDOMINIUM
CORPORATION NO. 333

LEE General and Operational Information

Fiscal Year Information

jf;’; Condo Contacts.

Board of Directors & Non-Director Officers
Other Representatives

Management

Review

CAO Services v

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAO digital products

Contact us

Guides & Resources My Profile v
Condo Contacts
Other Representatives
Add any other representatives 10 the corporation.
= Add individual 1
{ @ Neville Pine @
© Access Full Access © Access Full Access
W E’, B Email neville.pine@condoauthorityon...
o
Mengting Contact for @ Contact One @
® Access Full Access ©ffccess Full Access
& Email corporation123123@mailinator... mail gne@mailinator.com
5 @ 28&3 " @
X
@ client Binvoice @
© Access Full Access © Access Full Access
m 2 S Email cao-test@mailinator.com
o @

If the individual you are adding already has a CAO account, the details entered must exactly match

their account information.

If the individual doesn’t have a CAO account, add them using their preferred name and email address.

2. Click the edit button @ to update access permissions of an existing contact. To make a change
to the existing contact’s name or email address, delete the contact then add them back with the

correct information.

3. Click the delete button @ to remove an existing contact from the corporation’s profile.

CAO Condo Returns Guide
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4.3 Management

This section requires you to indicate whether the condo corporation is self-managed or managed by a
licensed condo manager or management provider.

1. Indicate whether the condo corporation has an agreement to receive condo management
services. This follow up question will only appear when No is selected for the first question.

4.3.1 Self-Managed Condo Corporations

2. You will need to indicate if the condo corporation is self-managed by selecting Yes.

=
Runthority of ervices uiaes \esources ly Profile ontact us
nnnnnnnnnn m CAO Senvi ~ Guides & R My Profile v C
LU0
COCHRANE CONDOMINIUM Condo Contacts
CORPORATION NO. 333 Management Providers and Managers

P
fif, General and Operation Does this condo corporation have an agreement to receive condo management services?
O Yes
| Fiscal Year Information ® No

Is this condo corporation self-managed?

@® Yes
ONo

Ot
j;{,\ Condo Contacts

E]J Review

Save & Finish Later

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAO digital products

CAO Condo Returns Guide 27



4.3.2 Managed by a Provider and Manager

1. Select Yes if your condo corporation receives professional condo management services.

cq o il CAO Services v Guides & Resources My Profile ¥ Contact us

COCHRANE CONDOMINIUM
CORPORATION NO. 333

Condo Contacts
Management Providers and Managers

;| General and Operational Information Does this condo corporation have an agreement to receive condo management services?

® Yes
O No

Z:';, Condo Contacts {~ Add Manager

Board of Directors & Non-Director Officers
Other Representatives Back m
Management

Review

9 . .
| Fiscal Year Information

Save & Finish Later |

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAQ digital products

2. Click Add Manager. A pop-up window will appear.

CAO Condo Returns Guide



. Search for your condo
manager by their full name
or licence number. Select
Not Listed if their name
cannot be found.

. Enter the manager’s CAO
Account information,
including their email, first
and last name, access
permissions, address for
service and start date.

. Once all the information is
correctly entered, click Add
Contact.

. Click Save & Continue to
proceed.

CAO Condo Returns Guide

earch for your cando manager by their full name or licence
number in the search field below. Select “Not Listed" if you can't find
them.
Search for your condo manager

palect
[ Nomanager assigned yet

Please search for your condo manager by their full name or licence
number in the search field below. Select “Not Listed” if you can’t find
them.
Search for your condo manager

Raymnand testiwa

] Namanagor assigned yar

CMRAQ Licence Information

Licensed Name Raymnond testtwo
‘CMRAO Licence Number 0037900347-LL

Associated Management Company

Select

First Name

Access ©
OFull Access
) Read Only
Address for Service
Select _

Start Date
Chase 3 date

29



Step 5: Review and Submit

Condo Calendar Condo Registry Tribunal CAO Website @® Log Out Frangais
You are almost ready to e e
P

Submit thiS Condo @ CAO Services v Guides & Resources My Profile v Contact us
corporation’s return with
CAOQ!

BRANT STANDARD CONDOMINIUM
CORPORATION NO. 13

Review
Review & Submit

5.1 Review Information

1. Carefully review the
information you entered
throughout each section
of the return to ensure
accuracy.

2. To make any changes or
corrections to
information, click the edit

button| «c« |.

CAO Condo Returns Guide

General and Operational Information
| Fiscal Year Information

<& Gondo Contacts

Review

LU YOU HAVE ANY QUESTIUNS?

Check out this guide to help you with your
returns.

Learn how to navigate CAO digital products

Please review the information you have provided in the fields below. To make any changes, click the “Edit” button. Then, continue clicking the “Continue”

button until you reach the review page.
Read-Only Data

Legal Name
Corporation Type
Corporation Sub-type
Registration Date
Declarant

Municipal Address

‘General and Operational Information
Basic Information

Operating Name

Number of Municipal Addresses

Turn-Over Meeting

Turn-Over Meeting
Turn-Over Meeting on or after Jan 1, 2018?

Turn-Over Meeting Date

Service Addresses

Address for Service

Email Address

Court Appointed Roles

Inspector or Administrator
Full Name
Date of Superior Court Order

Inspector Address

BRANT STANDARD CONDOMINIUM CORPORATION NO. 13
Freehold

Standard

12/31/2020

BRANT STANDARD Dev

F - 3265 Rutherford Rd Concord, Ontario, L4K 5Y5

BRANT STANDARD Dev

Yes

Yes

Feb 1,2023

V- 4515 Chesswood Dr North York, Ontario, M3J 2V6

alione@mailinator.com

Inspector
BRANT STANDARD Dev
Apr 10,2025

915 Bethune Dr S, B, Gravenhurst, P1P 1K3
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3. After you have carefully reviewed
and confirmed that all information
is accurate, read and ensure you
understand the statement.

4. When ready, select the checkbox
and click Submit & Continue.

CAO Condo Returns Guide

Unit Description

Residential
5

Commercial
0

Parking
2

Total No. of Units

Industrial
0

Storage
[}

Other
0

Tatal No. of Voting Units

7 5
Unit Owner Desorl
Al Units Single Owned? No
Malority Single Owned? Yes
Single Owner Description Individual

[ Edit

Fiscal Year Information
Fiscal Year & AGM

Fiscal Year Information

Directors

March & - March 4

[ Edit

Ali Secratary
Director

©

Full Access

Al Director

Director

Full Access

©

2 Ena alisecretary@mailinator.com alidirector@mailinator.com
Secretary & Gficer Rola President/Chair

& Torm Stant Apr 11,2025 ) Torm Stan Apr 11,2025
Other Representatives

Contact One @

@ Accoss Full Access

B Emai ‘contact one@mailinator.com
Managers

All Manager @

@ hccens Full Access

& Emai alimanager@mailinator.com

@ Liosnoe o 0123456740-GL

Testirst Tostlast
1214317 Adelaide Stroet Sout...
Apr 11,2025

Add tha contact back to your corporation by prassing tha *Restora® © button

Directors

Akin Test

@ Acoass

= emait

©

Full Access
akintest@mallinator.com
Treasurer

May 20, 2025

complete and acourate lo the best of my knowledge.

[ Edit

it i3 an offence under section 136.2 of the Condominium Act, 1998 to knowingly provide the Condominium Authority of Ontario (CAO) with falss or
miskeading information and/or omit any material facts. | confirm that | understand this statement and that the information contained in the return is

Submit & Cantinua




5.2 Confirmation of Submitted Condo Return

Your corporation’s condo return is now submitted with CAO. You will see a confirmation and thank you
message confirming that the return is submitted.

Here you can:

1. Download a copy of the return for your corporation’s records.
2. Download your corporation’s invoice, which includes the annual assessment fee owed to CAO.
3. View the invoice amount and payment due date.

Condo Calendar Condo Registry Tribunal CAO Website ® Log Out Frangais

CC' o it CAQ Services ™~ Guides & Resources My Profile v Contact Us
Ontario
BRANT STANDARD REVIEW
CONDOMINIUM

CORPORATION NO. 14

J_;ﬂ General and Operational
~ Information

1;1 Fiscal Year Information

'{2\? Condo Contacts

| ‘_'~] Review

Save & Finish Later Exit Form

Thank you for filing your Condo Return!
BRANT STANDARD CONDOMINIUM CORPORATION NO. 14

Details
2021-2022 Initial Return Stay in the know with CAO
Return Record Follow us on- Social Media to stay
& Download Return Record up to date with condo news.
XfAinOo

Invoice Amount
$162.00

Invoice
&, Download Invoice

Payment Due

DO YOU HAVE ANY QUESTIONS?

CAO Condo Returns Guide

1
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Step 6: After Filing

Condo corporations must keep
records, including all condo
returns filed with CAO. These
records can be requested by
owners, so it’s important to know
how to access them through
CAO’s filing system.

6.1 Access & Save Records

You can access PDF copies of
your condo corporation’s filed
returns and notices of change
through your CAO Account.

Once logged into the CAO
Services Portal:

1. Click View Returns History

CAO Condo Returns Guide

_
caos"

———

CAO Services +

CAO Services Portal

Access Director Training /

Complete director training and access your
certificate of completion.

File Returns & Notices of
Change ~

File returns and notices of change if
information filed in the return has changed.

@

Corporation Surveys 7

Complete surveys and review previous
survey responses.

Guides and Resources My Profile +

View Corporation
Information /

Review the contacts and details of a condo
corporation you are associated with.

View Returns History A

View previously filed condo returns and
notices of change.

&

Redeem Invitation 7

Redeem the CAO code to join a new condo
corporation.

Contact Us.

CAD SERVICES PORTAL

Welcome to the
CAO Services Portal

Here you can access director training, file a CAT
case, file your returns, pay an invoice and more.

T

Access Tribunal 7

File a new case, join a case, Or access an
existing case.

B=

View Invoices & Make
Payments 7

View invoices, make a payment, or review
payment history.

33



)

2. Select the condo corporation from
the list.

CAO Services « Guides and Resources My Profile + Contact Us

O
Q
(o]

CAO SERVICES PORTAL

In this list, you’ll see which invoices
are paid or unpaid and which returns
have been filed or are outstanding.

Returns History

View previously filed condo returns and notices of change.

3. Select the condo return or notice of
change and click Download PDF. Search My Condo Corporation
You can also use the search function S mmmmmem—
and filters to narrow down your :
SearCh reSUItS Primary Role Permissions Returns Invoices

4 -

[ Read Onl! O Filed O Paid
[ Qutstanding [ Unpaid
Apply Filter
Returns History
Condo Corporation 4 Returns Invoices Primary Role Permissions
The CAOQ is aware of an issue with automatically generated Notices of Change PDFs appearing blank and is actively working to fix this.
We appreciate your patience as we work to restore functionality. ALGOMA COMMON ELEMENTS CONDOMINIUM
+ Filed + Paid Manager Full Access
Condo Corporation Legal Name: ALGOMA LEASEHOLD CONDOMINIUM CORPORATION NO. 2 CORPORATION NO. 2627
ATTENTION (CHECK PAYMENT HISTORY): If you have filed an initial or an annual condominium return you will have a
coinciding invoice that must be paid. To view any ling invoi and i for payment, please click here: ALGOMA COMMON ELEMENTS CONDOMINIUM X Outstanding v Paid Other Full Access
CORPORATION NO. 4554
ATTENTION (ADDITIONAL RETURNS REQUIRE FILING): you have more condominium returns that are outstanding and must ALGOMA LEASEHOLD CONDOMINIUM CORPORATION NO. X Qutstanding X Unpaid Manager Full Access
be filed, click here to view these returns: 2
ALGOMA VACANT LAND CONDOMINIUM CORPORATION . .
> Qutstanding % Unpaid Manager Full Access
NO. 9922
Cotpomticniieualnams: 'ALGOMA LEASEHOLD CONDOMINIUM CORPORATION NO. 2 ?SANT LEASELOLDICONDOMINIDMICOREGRATIGNING: X Outstanding X Unpaid Other Full Access
You can find a summary of the condo corporation’s previously filed returns and notices of change below. u
_ N N *Note: There are two types of permissions to access information
Fiscal Year Return Type Submitted On Action
2082005 Al . 1. Read Only - User can view a condo corporal|or15.\nformatlon and contacts, returns history, |nyowces, .a.nd survey h|slory..
2. Full Access - User has all the ‘read only’ permissions, can make changes to a condo corporation by filing a return or notice of

20232024 Annual 21/08/2024 11:10 AM change, and can pay invoices.
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Once the PDF is open:

4. Download PDF: Click the save button |a) to save the document to a preferred location on your
device.

5. Print PDF: Press the printer button .

= menu D Y% Annual-Return (2)pdf X |+ Create

Find text or tools_Q,

All tools Edit  Convert E-Sign

E]
[ = 2
CAO condominium Authority of Ontario @
@‘ (Part II.1 of Condominium Act, 1998) l:ls
ANNUAL RETURN 2023-2024
Condominium Corporation Legal Name: l—D
<, ALGOMA STANDARD CONDOMINIUM CORPORATION NOQ. 0002
A} Address for Service:
. change made,, Citytwo, Ontario 14z 3y9
a‘ Email Address for Service: Type of Corporation:
kelvin2@mailinator.com Standard Freehold
Date Registered at the Land Registry Office: (DD/MM/YYYY) Total Number of Units: Total Number of Voting Units/
Maximum Votes:
23/07/2020 4 4
Date of Last Annual General Meeting: (DD/MM/YYYY) Fiscal Year Start Date: Fiscal Year End Date:
15/08/2023 February 15 February 14
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6.2 View & Pay Assessment Fee Invoice

Read CAQO’s Online Payments Guide for step-by-step instructions on how to view your condo
corporation’s invoices and pay any assessment invoices or fees through the CAO’s My Services Portal.

All fees must be paid by the payment due date, or the corporation will be charged a late payment fee
plus any additional interest.

CAO Condo Returns Guide 36
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Appendix A: Information Needed to File Returns

General and Operational Information

e Full legal name of the condo corporation
e Condo corporation operating name, if any
e Date condo corporation was registered at the Land Registry Office
e Name of the declarant
e Type of condo corporation: freehold or leasehold
e Sub-type of condo corporation: standard, common elements, vacant land or phased
e Total number of units and total number of voting units, including the use of the units
e For phased condo corporations, for each phase registered after Sept. 1, 2017:
o Date phase registered
e For common elements condo corporations, the use or purpose of the common elements
e Municipal address of the condo corporation, if the condo corporation has one
e Email address and address for service for the condo corporation
e Number of condo owners: whether a single owner owns all or majority of the voting units
o For common elements condo corporations: whether a single owner is entitled to cast all
votes or a majority of votes at an owners’ meeting.
e Turn-over meeting date, if held on or after Jan. 1, 2018
e Court appointed inspector or administrator, i.e., name of inspector or administrator, date of
appointment and address for service

CAO Condo Returns Guide



Fiscal Year

e Condo corporation fiscal year
e Date of last annual general meeting
e Fiscal year of the annual general meeting

Condo Contacts

e Board of directors and non-director officers
o For each director on the board:
» Email address
» First and last name
= Officer role, if any
» Additional officer role
» Term start date

= Whether the director or non-director officer has full access or read-only permissions

e Total number of board positions

Condo Management Provider and Manager Condominium Management Company (if applicable)

e CMRAO licensed name
e CMRAO licence number
e Address for service

e Contract start date

CAO Condo Returns Guide
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e Condominium manager (if applicable)
o CMRAO licensed name
CMRAQO licence number
Associated management company
CAO account information: first name, last name, and email address
Whether the condominium manager has full access or read-only permissions
Address for service
Manager’s start date

O O O O O O

¢ Other representatives (if applicable)
o First name and last name
o Email address
o Role
o Whether the other representative has full access or read-only permissions

CAO Condo Returns Guide
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