
     

 

 

To appreciate the beauty of a snowflake it is necessary to stand in the cold 

   

November/December 2019 

 

 

Does your team seem to go into a collective dip in mid- to late January? If you’ve 
answered, “Yes!” then you’re definitely not alone. Many employers who live in a climate 
with cold winters notice a distinct drop in morale during the winter. The holidays are 
over; commutes are cold at best and dangerous at worst; lots of people are under the 
weather; and to top it all off, your office can be draughty, cold, and gloomy. 
Yet while all of this is perfectly understandable, the truth is that you can’t afford to let it 
affect your team’s productivity—especially in the first months of the year. And while you 
can’t change the weather or traffic, there are a number of things you can do to keep 
productivity in and darkness out. The following tips will help you winterize your 
workplace: 
 

1. Put health first. While a 100 percent attendance rate is definitely a good thing 
for employees to aspire to, the last thing you want is for employees who are 
sick with a cold, the flu, or some other ailment to come into the office. First of 
all, they need to rest and get healthy again. And second, colds and the flu are 
contagious, and you don’t want your other employees to get infected. So be 
sure to communicate to your team that if they’re sick, they should stay home, 
get medical attention if needed, and make sure they’re completely recovered 
before coming into work. 

2. 2. Be flexible. Bad weather can make commutes more dangerous and drawn-
out than usual. In addition, employees might need to care for sick children or a 
sick parent. In situations like these, providing your team with the opportunity 
to work remotely can be a win-win solution for everyone involved. 

3. 3. Provide sufficient lighting. The lack of light we experience in the winter can 
have a negative impact on our mood and energy levels. While there are lamps 
that produce light that’s on the same spectrum as natural daylight to help 
boost your mood, outfitting your entire office with them is likely to be too 
costly. However, you can combat the lack of light to a certain extent by making 
sure there’s always sufficient lighting in the workplace. It’s best to err on the 
side of too much light than too little. 

4. 4. Encourage your employees to get active during their breaks. So long as it’s 
not dangerously cold out or blizzard-like conditions, taking a short, brisk walk 
outside can be energizing. Set a good example by bundling up and going for a 
short walk yourself on your lunchbreak.                               
     …Continued on page 2 
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What’s New at DMC: 

Holiday Hours 
Please note, our office will be closed for 

the holidays from noon on  

December 24th until January 2nd, 2020 

 

 Join us in welcoming Di Luo  

to our team 

 
With T4 season just around the corner, now is the 

time to start preparing your employee files. 
 

It is good practice to go through your employee files and 
make sure that you have current addresses, including postal 
codes, social insurance number and proper spelling of names 
recorded.  This will make the processing of your T4’s much 
smoother. 
If your company is paying part or all of the premiums for life 
insurance, AD&D or critical illness policies, a review should be 
completed to ensure that these premiums are being 
calculated as a taxable benefit for each employee. 
We also recommend that a review be done to make sure that 
employees have not gone over the maximum CPP deduction 
or EI deductions for the year.  For 2019, the maximum for CPP 
is $2,748.90 and for EI the maximum is $860.22. 
Regardless if you are completing your T4’s yourself or sending 
them to our office to complete, now is the perfect time to 
start reviewing your employee files. 

 

Here are some ways that we celebrate the Holiday’s at DMC 

Kids Christmas Party – This year we are hosting a bowling party for 

employees’ children and grandchildren, with Santa as the special guest.  

Adult Christmas Party – A semi formal night out for employees and spouses 

Secret Santa Gift Exchange – Everyone draws a name and we have a price 

limit to buy gifts for each other 

Staff Potluck – We all bring in tasty treats to share  

Ugly Christmas Sweater Competition – The ugliest sweater wins!  

Christmas Eve Breakfast – We meet at a restaurant close to the office and 

have breakfast together before the office opens on Christmas Eve.  

Giving Back to the Community – Food drives, Christmas hampers and 

donations of clothing and money to local charities.  
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Preparing your records for your fiscal year end 

One of the most frequently asked questions is, what information do I need to give to DMC to 

complete my year end?  Well the answer is to take a look at your balance sheet accounts.  With 

the exception of your bank accounts and credit card accounts, you should be providing back up 

for either the ending balance or the transactions that happened in each account.  

 

 Each bank account or credit card payable account should be reconciled to your statements.  

Please provide your bank statements and your bank reconciliation reports.  Ideally, the last 

report of the year should show any outstanding transactions.  Deposits or cheques that have not 

yet cleared the bank. 

 Your petty cash should be replenished before the end of the year and all receipts posted. 

 If you have investment accounts, please provide DMC with your investment statements for the 

year. 

 Print off an account receivable summary report.  How accurate is it?  Are there amounts that you 

don’t think you can collect on?  Are there still outstanding amounts that you already received 

payments on?  If there are amounts that are not collectable, please provide DMC with that list. 

 Did you complete an inventory count at the end of the fiscal year?  Please provide DMC with that 

inventory count with the value of that inventory. 

 Did you purchase any new assets this past year?  This would include vehicles, equipment or 

property. Make sure to include the original bills of sale for these assets with your year end. 

 Print off an account payable summary report.  How accurate is it?  Are all vendor invoices 

posted?  Are there any payments made via credit card that haven’t yet been posted?  Have you 

reconciled the accounts to the vendor statements? 

 Have you filed your Source Deductions for the last month?  Please provide the last remittance 

form 

 showing payment. 

 Do you have any apprentices working for you? Please provide their ITA transcripts. 

 Have you filed your GST for the last month?  Please provide the last remittance form showing 

the 

 payment. 

 If applicable, have you filed your PST for the last month?  Please provide the last remittance 

form showing 

 the payment. 

 Did you receive any new financing throughout the past year?  If so, please provide the loan 

documents to 

 DMC with your yearend package. 
 

For all of your balance sheet accounts, if there were transactions posted to those accounts 

throughout the year, please provide the back up for those transactions.  A good practice is to 

have a yearend file somewhere close by to your workstation.  As your year progresses and 

these items are posted, place a copy in the year end file for DMC.  This will be a huge time 

savings at the end of the year for you, and we get all of the important information that we need 

to be able to process your year end. 

 

 

 

 

 

Winterize Your Workplace: 7 
Tips For Keeping Productivity 

In And Darkness Out! 
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5. Offer hot drinks. If you have a kitchen or 

coffee room make sure you have a kettle and 

coffee pot available for staff to make some 

warm beverages. Stock the area with tea, 

coffee and hot chocolate. Doing this will give 

everyone something to look forward to; plus, 

hot beverages can help chase out the chills 

after a cold commute. 

6. Organize some social activities. Winter can 

be a great time to get your team together in a 

social setting. Think of activities such as after-

work karaoke, in- or outdoor sports days, and 

volunteering. Just be sure to make 

accommodations for any team members with 

special needs or health conditions. 

7. Raise the stakes. Oftentimes, providing your 

team with a more challenging assignment can 

do wonders to improve energy levels and 

morale. So if you’ve already determined what 

your Q1 and Q2 objectives are, why not create 

a project plan that challenges each of your 

employees to grow and advance their skills? 

Keep these seven tips in mind, and you’ll soon 

find it easier to keep your employees 

comfortable, upbeat, and productive—even 

on the coldest of days. 

Source:http://www.healthguidance.org/entry/1584

3/1/Effects-of-Weather-on-Human-Emotions.html 

 


