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Introduction

Section 136(3)(a) of the Forest Act requires Woodlot Licence (WL) holders to keep accurate records with
respect to timber harvesting including:

« the volume of timber harvested,

« the nature and extent of silviculture carried out, and

« the costs of each of the following:

timber harvesting,

transporting, by any means, harvested timber,
constructing and maintaining logging roads and bridges,
forest management administration, and

silviculture carried out.

Section 136(4) requires a Woodlot Licensee to report this information (when requested) to the ministry
in a form, manner and at the times required by the minister.

This document and the accompanying Woodlot Cost Calculator spreadsheet are provided to assist
Woodlot Licensees keep accurate records and documentation (e.g., receipts, diary of hours worked).

While this extension package is specific to timber harvesting, silviculture and forest management,
Woodlot Licence holders are reminded that Forest Act section 136 also requires keeping accurate
records with respect to:

o buying or selling timber,

« timber processing facilities,

« fibre supply arrangements, and

« other prescribed information.

Disclaimer: The information and tools provided in this extension package are based on the
Federation’s best understanding of what the minister may request under section 136(4) of
the Forest Act. The Federation makes no commitments or representations that the use of
this information will meet the minister’s requirements. Woodlot licensees are encouraged
to amend the spreadsheets to meet ministry requirements and their own specific needs.
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Executive Summary

The intent of this guidance document is to provide useful, understandable, simple tools to assist WL
holders to retain legally required information and be prepared for a request for financial records by the
Minister of Forests. It is important that members are aware of the requirements to keep records and
provide them upon request. All tenure holders are legally required (when requested) to participate in
annual and special cost surveys and comply with a request from the minister.

This guidance document has been prepared for all WLs in BC (provincial). Woodlot licensees should be
aware that there could be interior and coastal differences which could require additional or different
information to be provided; and that they may have to amend the spreadsheet to meet their specific
requirements.

How best to retain accurate records will differ by licensee. Documenting records will require hours of
work with financial information backed up by diaries, invoices, and financial statements. Regardless of
the method(s) used, records must be complete, accurate, relevant, organised, and note any exceptions.

For any government requests made, there will be specific instructions and documents provided. In
addition, there will likely be tutorials and Q&A documents to help with preparing submissions. Fulfilling
requests for records are a licence obligation unless the request specifically describes it as voluntary.
There are no provisions to grant exemptions.

Helpful hints for WLs:

« A qualified bookkeeper and/or accountant will help keep good records.

o Keep up to date records of costs and hours worked.

« Keep abreast of new legal and/or licence requirements that add costs that should be tracked and
update the Woodlot Cost Calculator spreadsheet accordingly. For example, in the last 2 years
new fields have had to be added for old growth, inventories, AOAs and AlAs, fire assessments,
and fuel mitigation.

« Supporting documents, such as financial statements (not necessarily a calendar year), are the
basis for any submission.

Guidance
A key to collecting and maintaining good records is to be well organised from the start. Suggested steps
to keep good records include:
o Use diaries, journals, and calendars to track hours and costs.
« Keep hours worked and other costs separated by category or activity.
o For WL holders who work for themselves, keep a digital diary of time spent by task.
« Keep all records in a digital format (convert handwritten to digital).
o Use the Woodlot Cost Calculator spreadsheet which can be found at:
https://woodlot.bc.ca/financial-record-keeping/
« Keep all financial records. Receipts must be kept for 7 years (and recommended for even longer).
Without proper documentation, there is a possibility that a legitimate cost may not be accepted.

o Audit survey submissions are required to be signed by a qualified person so consider working with
an accountant or registered professional from the beginning.
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o Summarize records on a calendar year basis, covering specifically the WL operations only. This
includes hours converted to costs and revenues coded separately, clearly recorded in an annual
financial statement.

Keep a Diary

There are many digital options including: digital calendars, ‘note’ apps on smart phones, Excel
spreadsheets, & day-timers.

If there is more than one company that is owned by the WL holder, WL activities need to be separated
on invoices.

Coding each activity for costs or hours is a helpful part for tracking and sorting information (especially
later by a bookkeeper or accountant). The Woodlot Cost Calculator provides codes by activity that
might be useful within a spreadsheet for calculations. A good example of where coding can be useful is
for silviculture. Silviculture can be divided into many different types of work or activities (seedling,
fertilizer, planting, seedling protection, etc.) which all cost money or time which in turn can be totalled
into one number for the final submission.

Use a Checklist on how to keep records of hours, costs, and revenues.
o Separated by period of one year
o Separated by categories and subcategories
o All costs
o All'hours (including all hours spent managing or operating a WL)
o All receipts
« Note exceptions
« Financial statements or parts thereof (Balance Statement, Statement of expenses)
« Keep copies of all contracts. Good business practice suggests a written contract rather than a
verbal agreement regardless of how small the task may be.
« Keep a log of time to the quarter hour, if possible, for each activity per man or equipment hour.
« Run a bank reconciliation and check items are recorded.
o Monthly work will ease the process at year end.
« Read the survey instructions including the appendices, so that the transactions can be recorded to
the level of detailed requested.
o If thereis any additional detail to any activity — keep it!

General

The Low Volume Crown Tenure cost survey submission (the survey by which the MOF normally requests
the data through) is made by filling in a spreadsheet template to be used to record cost data. The
submissions provide "data support for the Appraisal Manual and other economic analysis of the
Ministry." It is important to note that this information can be used for almost any purpose. It generally
is used to support the provincial appraisal manuals amendments. Past surveys have historically looked at
the primary phases of forest management, but for WL there are some unique situations where the data
is used elsewhere.
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Messages to consider

The Interior and Coastal Market Pricing System Committee (MPSC) frequently discusses cost surveys.
The surveys are used within appraisal manuals to provide accurate information that is updated annually
as part of the advisory committee’s duties and roles. The FBCWA is part of both the Interior and Coast
MPSCs. As an active member, the FBCWA represents WL licensees’ interests and legal obligations.
Record keeping is a legal obligation which cannot be overlooked or ignored. All records submitted as
part of a cost survey are held in confidence.
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