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GUIDE TO ONLINE FILING OF COMPLIANCE AUDIT FORMS 

 

The Real Estate Council of Alberta (RECA) requires real estate and mortgage brokerages that 
have received or held trust funds to file a Brokerage’s Representations to the Real Estate 
Council of Alberta (Form 2) and an Accountant’s Report (Form 3) within three months of the 
brokerage’s fiscal year end. The Accountant’s Report must be completed by a Chartered 
Accountant, a Certified General Accountant or a Certified Management Accountant. 

Effective immediately, brokerages with fiscal year ends of July 31, 2011 and later will be able to 
electronically file Form 2 using RECA Online. Accountants engaged by an Alberta brokerage will 
also be given access to RECA Online for the purpose of electronically filing Form 3 on behalf of 
an Alberta brokerage.  

Electronic filing provides many advantages to brokers and their accountants. These include: 

1. Electronic filing is faster and easier to use. All brokerage details including the trust 
account numbers on RECA Online will automatically be pre-populated in Form 2. This 
will reduce reporting time and prevent input errors. 
 

2. Forms that are electronically filed will be automatically reviewed to reduce input 
or process errors. Input and other types of errors may result in incomplete reports or 
follow up correspondence to brokers and their accountants. The electronic filing system 
will automatically provide prompts when information appears to be incorrect or has not 
been entered. 
 
Some examples of these have been: 

 Where a Real Estate Form 3 has been completed and submitted instead of 
Mortgage Brokerage Form 3.  

 Work has been completed by the accountant but a question has been incorrectly 
left blank. 

 “Not applicable” entered when “None” was the correct response.  
 

The system will still allow brokers and accountants to file the forms after there has been 
an error prompt; however, just having the error prompt can bring issues to their attention, 
which might need fixing prior to filing. The system does, however, provide sufficient 
flexibility for brokers and/or accountants to accurately describe a brokerage’s accounting 
records.  
 

3. Electronic filing provides immediate notification of successful filing. RECA’s 
electronic filing system will email a broker when their Accountant’s Report has been 
submitted and compliance audit filing is completed. Electronic filing means there is no 
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risk of the reports being faxed to the wrong number or mailed to the wrong address or for 
reports being lost in regular mail. RECA hopes this will reduce the number of $1,500 
Administrative Penalties issued annually for financial reporting that is not received within 
three months of the brokerage’s fiscal year end.  

4. Electronic filing terminates brokerage reminders. RECA provides accounting report 
reminders to brokerages on a periodic basis. Currently, if the reports have been 
completed but RECA has not yet received them and recorded them as submitted, 
reminders continue. As there can be considerable delay between when the reports are 
sent and when they are received, this sometimes creates anxiety for brokers and may 
result in unnecessary calls to accountants and/or RECA regarding the status of the 
reports. 
 

5. Electronic filing is beneficial for accountants. Brokerage information is pre-
populated. If there are exceptions, accountants can enter their finding in the field. This 
will include being able to copy data/information from another electronic document. At any 
stage during the process, a partially-competed form can be saved using the “save” 
button. Subsequently, the process can be restarted using the “modify” function. 

 

Electronic filing is optional. Brokers wishing to file accounting reports using the current process 
will still be able to file by sending their reporting to the RECA office in Calgary. Brokers who 
wish to file Form 2 electronically should confirm with their chosen accountant that he or she will 
file Form 3 using RECA Online. Also note that electronic filing is only available to brokers who 
continue to be the registered broker at the date of filing. Fiscal year reporting that is due after a 
brokerage has terminated its licence and closed still has to be sent to the RECA office. It cannot 
be electronically filed. 

The process for electronically filing is very straight-forward. Brokers will submit their required 
document (Form 2) using the “File Accounting Report” section of RECA Online. Brokerages 
without trust funds have been using that function within RECA Online for the last two years.  

Upon successful filing of Form 2, brokers will be provided with a link and an Accounting Ticket 
Number, which they will then give to their accountant so their accountant can file Form 3 using 
RECA Online. RECA expects brokers will complete an engagement letter with their chosen 
accountant and only then provide the accountant with the link, Accounting Ticket Number and a 
copy of the brokerage’s completed Form 2. The engaged accountant will proceed with 
preparation of Form 3 as is done currently, but instead of sending it to RECA via regular mail or 
fax, the accountant will file it electronically. For accountants to be able to file Form 3 using 
RECA Online, they must first provide their information to RECA, after which an accountant will 
be provided with a user ID and password to access RECA Online.  
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HOW TO FILE FORM 2 USING RECA ONLINE: BROKERS 

 

 

 

Log onto RECA  
Online: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                     
 
 
                    This will take you 

  to the main 
brokerage 

           screen. 
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Under “Action,” select “File Accounting Reports” and click on “Go”: 

 

On the next screen, click on “Start” under the “Action” column: 

 

On the next screen, click on the “Form 2” button and then proceed to answer all Form 2 
questions. 
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At the bottom of the Form 2 screen, you must check the box beside the declaration and then 
click “Save Application,” which electronically files your completed form with RECA. 
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Once you have filed the form, you will receive an email that includes a PDF copy of the 
completed Form 2, an Accounting Ticket Number that your accountant will need to log in, as 
well as a link to the accountant’s page within RECA Online. 

 

 

 

HOW TO FILE FORM 3 USING RECA ONLINE: ACCOUNTANTS 

Click on the link provided to you by the broker by whom you have been engaged and complete 
the log-in information:  
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Once logged in, you will be directed to “Form 3” (seen below): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete all questions on Form 3 and click “Save Application” at the bottom of the page. Once 
the Form has been saved and the system indicates there are no errors, the accountant can click 
on “Submit.” 
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ACCOUNTANT REGISTRATION FOR ONLINE FILING 

In order for an accountant to obtain a user ID and password for RECA Online access for the 
purpose of filing an Accountant’s Report (Form 3), he or she should apply in writing to the audit 
administrator by mail, fax or email at audit@reca.ca, and include the following information. 

 Accounting firm and/or accountant’s name; 
 Address/phone/email/fax; and, 
 Accounting designation. 

 

If the above written request is not from an accounting firm, it must include confirmation that the 
accountant is registered under Part 3 of the Regulated Accounting Profession Act or the 
equivalent legislation in their jurisdiction.  

Accounting firms may have more than one user ID and password. The user ID can be provided 
by mail, fax or email and the initial password will be provided separately to the person 
designated in the request. Accountants will be able to change their password once they have 
logged on to RECA Online for the first time. 


