
Employment Q&A: Tax Records 
 
Q: Members often ask how long they have to keep their tax records and what do 
they need to keep? 
 
A: With the convenience of electronic income tax filing, supporting documents 
such as certificates, forms, schedules or official receipts are not being submitted 
with returns. You are still required to keep your supporting documents for a 
minimum of six years, according to Canada Revenue Agency (CRA). 
 
When you file your tax return, CRA usually reviews it based on the information 
you have provided and sends you a Notice of Assessment based on that review.  
However, CRA may choose your return for a more detailed review before they 
assess it and request that you submit your supporting documents to verify 
income, deductions or credits.  
 
CRA may also conduct a detailed review after the original assessment, which 
again would mean providing your supporting documentation. Therefore, it is 
important to remember that receiving a Notice of Assessment does not 
necessarily mean that your return has been accepted as filed.   
 
If you are a self-employed dental hygienist, you are required to keep books and 
records detailing your business activities.  CRA does not specify how to maintain 
records, however, they must support your claims of income and deductions with 
source documents. A source document is defined by CRA as “items such as 
sales invoices, purchase invoices, cash register receipts, formal contracts, credit 
card receipts, delivery slips, deposit slips, work orders, dockets, cheques, bank 
statements, tax returns and general correspondence whether written or in any 
other form.”   
 
It is advisable that you keep hard (printed) copy of your tax returns along with 
any supporting documentation to verify your income, deductions and credits 
along with a copy of the Notice of Assessment issued by CRA for the pertinent 
year.  In doing this you ensure having your records available in case CRA 
requests the information during the six year period.  Keeping good records is also 
valuable when you are applying for a mortgage or credit of any kind.  Banking 
institutions often request a copy of your most recent tax return along with the 
Notice of Assessment issued by CRA to verify your income and deductions. 


