
Tax deduction for expenses related to designated home workspace 

For expenses related to working from home and maintaining a designated home office space within one’s home, 
employees may be eligible to deduct those expenses on their tax return. 

For tax years 2023 and beyond, the employee should complete Form T2200 - Declaration of Conditions of Employment 
and have it signed by their manager.  They must also complete the T2200 Form Checklist.   

The employee is required to download the T2200 form, fill in the fields as outlined in this guidance document, and then 
send the completed form to their manager to review and sign the “Employer declaration” section. Before signing, 
managers are required to review the document to make sure that all required fields are accurate based on the conditions 
of employment, and that the information is accurate and complete based on the university policies and the department’s 
agreement with the individual employee. 

If the manager approves the employee’s request: 

• The manager will email the completed and signed T2200 Form and signed T2200 Form Checklist to the employee
with a copy to UService for audit purposes at hr@ucalgary.ca with the subject line “T2200  – Manager
Authorization”.

If the manager denies the employee’s request: 

• The manager will reply to the employee’s request by email with their decision and rational with a copy to UService
at hr@ucalgary.ca with the subject line “T2200 – Manager Denial”. In these instances, the employee will not be
issued a T2200 form.

For information on eligibility, which expenses qualify, and calculating those expenses, see Employment Expenses  > 
Work-space-in-the-home expenses.

Guidance for completing Form T2200 
This document shows an example of how the form should be completed in the case where the employee (in a given 
week) worked more than 50% (at home for 3 days, and on-site for 2 days). 

Required fields and checkboxes (for this example) are highlighted in yellow. 
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Part A – Employee Information 
Name, Tax year, address and job title/description are all required Fields; can be filled by employee or manager. 

Part B – Conditions of Employment 
1. Did the employee’s contract require them to pay their own expenses…

*This is marked “yes” whenever there is a work-at-home agreement, written or verbal.



Note: if the employee worked at home for less than 50% of their work time, they would not qualify to deduct these 
expenses from their taxes, and the T2200 form is therefore not applicable. 

2. Enter the period(s) of employment… 
These dates should reflect the time period that the person was an employee of the University of Calgary, during the 
specified year. In this example, the person was employed by the university for the entirety of 2023. But if they were 
hired by the university on February 1, 2023, and ended employment on November 1, 2023, then those dates would be 
entered for the “From” and “To” dates. 

3. Did you pay this employee wholly or partly by commission… 
University employees are generally not paid by commission, so these would be marked “No”. 

4. Did you require this employee to pay for expenses for which they did or will receive a reimbursement? 
In this example, this is marked “No”. Generally, employees do not receive reimbursement from the university 
for expenses related to working from home. 
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5. Did the employee’s contract require them to… 
In this example, none of these items applied, so all were marked “No”. 

Note: In cases where an employee was required by their employer to use their cell phone for work-related activity, 
and the employee was paying for the use of the cell phone, this item would be marked “Yes” (and if the cell phone 
expense was reimbursed, this should also be indicated). 



6. Did you require the employee to use a part of their home for work? 
*This is marked “yes” whenever there is a work-at-home agreement, written or verbal.

If yes, about what percentage… were performed at their home office? 
For a typical 5-day work week, each day counts as 20% of work time. In this example, the employee (in a given week) 
worked at home for 3 days (on-site for 2 days) which equals 60% of work time at their home. If they worked at home 
for 4 days per week, this would equal 80%. 

If this form is being used ONLY for home office expenses, we can skip items 7 through 13, and go directly to the 
“Employer declaration” section. 
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Employer declaration 

Name of employer, name/title of authorized person, date, telephone, and signature are all required fields. 
Note: Authorized person can be the employee’s direct manager. 

The last section (“The employee has to complete this section if the CRA…”) can be left blank and completed by the 
employee if required. 
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