

Handling Payments of Bursary / Scholarship Awards
This form is to be used by all Guiding levels when planning the presentation of a bursary or scholarship award to a Member of Girl Guides of Canada in BC.  

All levels of Guiding in BC must abide by the requirements of Canada Revenue Agency which states that if the total of all amounts awarded to a person exceeding $500 in a calendar year must be reported on a T4A slip. As a person may receive more than one award from different Guiding levels this process must be followed for all awards.
Girl Guides of Canada - BC Council holds the registration with Canada Revenue Agency for British Columbia, thus becomes the issuer of these T4A slips; all bursaries and scholarship awards must flow through the BC Council financial records.
Steps to present an award:

1. Follow your award selections process, as outlined by your procedures.
2. Fully complete the information in the form below.

3. Submit the form along with a cheque for the value of the award payable to Girl Guides of Canada – BC Council (be sure and allow sufficient turnaround time).

4. BC Council will record the award within the financial records, and issue a cheque to the award recipient, and then send the cheque to your group.

5. Once you have the cheque, it can be presented to the award recipient, perhaps with a customized certificate or other acknowledgement from your group.
6. In January/February the following year BC Council will issue a T4A slip and mail directly to each award recipient as well as submit the necessary reporting to Canada Revenue Agency.

Award recipient particulars (information must be complete):
	Name of award:
	     
	Amount of award:
	     

	Date of award:
	     
	Social Insurance #:
	     

	Last name:
	     
	First name:
	     

	Street address:
	     
	City, Prov, Postal code:
	     

	iMIS #:
	     
	Phone #:
	     


Declaration:
	As an authorized representative of
	{insert group name i.e. Area/District/Unit/Trefoil}

     

	I confirm that the award is to be presented, and the above information is accurate.

	Signature:
	
	Date:
	     


February 2012

