
  
 

 

    FOR FIRMS

Transaction Levy and Exemption Filing Instructions  

 

This document has three sections to help you complete your filing: 

1. Review the transaction levy history 
2. If applicable, complete exemption forms 
3. File and pay outstanding transaction levies for lawyers that are not exempt 
 

1. REVIEW THE TRANSACTION LEVY HISTORY 
1. Log in to my.lawpro.ca using your LSO member credentials and choose the Firm Tile.  
2. To file on behalf of many lawyers in the Firm – click on the “File Transaction Levies / Exemption” tile.  

 



  
 

3. Before filing, please review “Filing History” to assess which transaction levies by quarter and by year are missing. Please note that all insureds are 
required to file quarterly Transaction Levy forms OR a Transaction Levy Exemption form annually UNLESS they qualify for Restricted Area of Practice 
Option (RAOP) under the Primary E&O program as part of the annual renewal process. It is the individual lawyer’s responsibility to ensure that these 
items are appropriately filed – not their firm. 

 



  
 

4. If the Transaction Levy surcharge applies, click on the “Transaction Levy” tile to view the history of quarterly filings to assess which periods have 
not been completed. If you had no transactions this quarter, you are still required to file declaring you had zero transactions.  

 

 

 

 

 

 

 

 

 

 



  
 

5. Please filter by Levy Type, Year, and/or Quarter. You will then see the quarters you have filed. Any missing quarters have yet to be filed.  
For this example, this firm has not completed any filings for their respective lawyers.  

 

 

 

 

 



  
 

2. IF APPLICABLE, COMPLETE TRANSACTION LEVY EXEMPTION FORMS 
 
 

1. If the Transaction Levy Surcharge does not apply, review the “Transaction Levy Exemption” tile to assess what years have been filed. It is 
ultimately the individual lawyer’s responsibility to ensure relevant exemptions and surcharges have been filed.  

 

2. A separate form needs to be completed for Civil Litigation AND for Real Estate. Filter by Year and Levy Type as circled in red below. For this 
example, this firm has filed both the Civil Litigation and Real Estate Exemption for 2022 and 2023. They need to file both the Civil Litigation and 
Real Estate Exemption for 2024, 2025, and 2026 unless members have already individually filed themselves.   



  
 

 

 

 

 

 



  
 

3. To file a Real Estate Transaction Levy Exemption, return to the “File Transaction Levies” landing page and click on “Txn. Levies 
Exemption for Real Estate”. 

 

 



  
 

4. Scroll down to the bottom of the screen. Select the year drop down, tick off all relevant parties as well as add any missing individuals. Check the 
box as circled in red below. Click on review and submit. You will need to separately submit the form for EACH relevant year missing.  

 



  
 

 



  
 

 

  



  
 

5. To file a Civil Litigation Levy Exemption, return to the “File Transaction Levies” landing page and click on “Txn. Levies Exemption for Civil 
Litigation”. 

 



  
 

6. Scroll down to the bottom of the screen. Select the year drop down, tick off all relevant parties as well as add any missing individuals. Check the 
box as circled in red below. Click on review and submit. You will need to separately submit the form for EACH relevant year missing.  

 



  
 

 

 



  
 

 

  



  
 

3. FILE AND PAY OUTSTANDING TRANSACTION LEVIES FOR LAWYERS THAT ARE NOT EXEMPT 
 

1. To file a Real Estate Transaction Levy, return to the “File Transaction Levies” landing page and click on “Transaction Levies for Real Estate”. 

 

 

 



  
 

2. Scroll down to the bottom. Enter the total number of quarter transactions that qualify for payment of the real estate levy surcharge. It will 
automatically calculate the total due at the prescribed rate per transaction. Select the relevant year and quarter ending. Check off the relevant 
parties and add any relevant LSO members that are missing from the list. Check the box as evidence of signature and declaration of accuracy 
and completeness. Click on review. The next step will prompt for credit card or EFT details in order to make payment online.  

 



  
 

 



  
 

 



  
 

3. To make payment, select a mode of payment saved or add a new method of payment.   

 

4. It will automatically redirect to the payment gateway to enter either your credit card or EFT information as selected:  

 

               

 

 



  
 

5. To file a Civil Litigation Transaction Levy, return to the “File Transaction Levies” landing page and click on “Transaction Levies for Civil 
Litigation”. 

 



  
 

6. Scroll down to the bottom. Enter the total number of quarter transactions that qualify for payment of the civil litigation levy surcharge. It will 
automatically calculate the total due at the prescribed rate per transaction. Select the relevant year and quarter ending. Check off the relevant 
parties and add any relevant LSO members that are missing from the list. Check the box as evidence of signature and declaration of accuracy 
and completeness. Click on review. The next step will prompt for credit card or EFT details in order to make payment online. 
 

 



  
 

 



  
 

 
 

7. To make payment, select a mode of payment saved or add a new method of payment.   

 

 



  
 

8. It will automatically redirect to the payment gateway to enter either your credit card or EFT information as selected:  

 

               

 




