
GST Reporting TIPS 

for Treasurers  
 
 
In Guiding, there are four different ways we must look at GST, and for our treasurers 
there is a specific way of recording and dealing with each one. 
 

• GST refunds (also called rebates) come from the GST part of the cost of things 
we buy at stores, or people who perform services for us. 

 
• GST we pay to other GGC entities, such as the National online store. 

 
• GST we collect, on behalf Canada Revenue Agency as part of registration fees 

for many activities, which we then have to pay to Canada Revenue Agency. 
 

• GST Tax Credits are for things we buy for activities. You will see as we go 
through this that you probably need to create a few more columns on your 
spreadsheet, in order to keep track properly. 

 
1. GST Refunds 
First you need to know that we are entitled to make an annual claim for a 50% refund of 
the GST we pay to non-Guiding stores or service providers. In some Districts, the 
procedure has the District Treasurer claim this refund on behalf of all units in the District, 
in other Districts the units will be responsible for making the claim. It may seem that, 
because your unit pays so little GST over the course of a year, it is not worthwhile 
preparing the paperwork to claim the rebate. Just remember, a little bit of work and you 
can receive that small refund from the government to add to your unit’s bank account. 
Examples: The craft shop, the dollar store, the grocery store (non-food items), Calgary 
Zoo, Drumheller Dinosaur Park for e.g.  
 
Each of these places adds GST to the bill. When you are recording the expense on your 
spreadsheet, the GST amount goes in the GST 50% column, and on the same line of 
your spreadsheet, the rest of the expense goes in the column for that expense.  
Note that the total of the two expense columns equals the total cheque amount in the 
CHEQUE column. 
 
2. GST we pay to other GGC entities 
Example: the National online Guide store 
The Guide store also adds GST to your bill; but remember we are all part of “Girl Guides 
of Canada”. Therefore, we cannot claim a refund on tax paid to ourselves! 
 
Since we cannot claim a rebate for this tax, we do not need to record it separately on the 
spreadsheet.  
 
3. & 4. GST we collect on behalf of Canada Revenue Agency, and pay to CRA.   

• Canada Revenue Agency says we must collect GST on the fees we charge for 
certain activities. For most units this means any overnight activity such as a 
sleepover or camp (we’ll just call it ‘camp’, but remember it applies to sleepovers 
too). Rangers may be required to charge GST on other daytime activities as well, 
if the age of their girls is mostly over 14. 
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• We then have to pay (“remit”) that GST to Canada Revenue Agency, through 

Province. Because of timelines, this is the one time you do not have to pay 
through District.  

• BUT! Before we remit the GST, we can first reduce the amount owing; by 
claiming a 100% refund of the GST, we paid on expenses connected with the 
overnight activity, camp or event. These are sometimes called ITCs or Input Tax 
Credits. 

• The net GST amount [GST collected, minus GST paid on camp/event expenses] 
must be remitted to Area/Province by the 10th day in the month following the 
activity. Therefore, if your camp is held April 15-17, you must pay GST to 
Province by May 10th. 

 
Camp/Event Fees 
First, we have to determine how to charge the parents, either: 
(A) Camp/Event Fee is X Dollars + 5% GST or 
(B) Camp/Event Fee is X Dollars (including GST) 
 
Method A is simpler to deal with, but we more often tell the parents the cost as a round 
number. So, using Method B, see Example 3 on the sample spreadsheet for how you 
would enter the fees, and how you would allocate the GST that you have collected as 
part of the fees. 
 
Note: the GST reallocation entry needs to have a zero value in the bank columns – so 
you enter a negative number in the CAMP REVENUE column, and enter that positive 
number in the GST COLLECTED column. You are in effect saying “this revenue wasn’t 
collected for camp fees after all; it was collected for GST”. 
 
Camp Expenses 
We know we will get a 100% refund of any GST paid, so when we record the camp 
expenses, we record the GST in the GST 100% column.  
 
Tax Time! 
When camp is over, it’s time to remit the GST that we collected for the government, and 
take our 100% refund of the GST we paid anything to do with the camp. 
 
First, the Event GST form, we take the information right off our spreadsheet. 
 
Then the GST Summary form, these two forms are always done together. 
Now, write a unit cheque for the GST amount to be remitted. Make the cheque payable 
to Province. (Note that the total of the GST COLLECTED column equals the total of the 
GST 100% column and the GST REMITTED column). Send the cheque and copies of 
both forms to Province Office, by the 10th day of the month following your camp. Keep 
the originals with your financial records. 
 
 


