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Glrl Gl,ﬂdes GUideS Newfoundland and Labrador Council
of Canada duCanada

Girl Guides of Canada
HST Training
Effective January 2014
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o Currently Girl Guide units/districts/areas are
entitled to claim a rebate for 50% of the HST paid
on expenses.

 Changes have recently been made which now
require Girl Guide units/districts/areas to charge
HST for certain events.

* In these circumstances, 100% of the HST paid on
related expenses can be claimed.
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Impacted Not Impacted
Day Camp Fees (over 14 years of Cookie Sales
age)
Overnight Camp Fees Membership Fees
Event Participation Fees Donations
(training/celebratory events)
Fundraising Event Fees
Merchandise (unless sold on cost Rentals/Leases
recovery basis) International Event Fees
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Day Camp Fees vs. Overnight Camp Fees

If camp is for ages 14 and under with no exempt from HST
overnight supervision (day camp)

If camp is for ages over 14 with no overnight charge HST
supervision (day camp)

If camp includes overnight supervision (regardless | charge HST
of age)

If camp is primarily for disabled or underprivileged | exempt from HST
of any age
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Camp HST Decision Tree
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HST on Camp Decision Tree Flowchart

Crganizer

of Camp - Provinoe, Area, District or Unit

!

Owernight camp? (Ifit is fully
subsidized by the wnit (Le. o
H=T is collected), submit rebate
claim.

H=T charged on camp fee

l

| < | Mo | Ccamp primarily for girls 14 years of age and under?

Claim 100% HST ITC an camp
EXpENIST

N

l

Mo HST charged on camp fee

Submit HET remittance and claim
form to Provindal Office by 15 of
manth following camp

W

Claim 50% HST rebate on camp

EXPENSES

!

Submit HET rebate claim form to
Provindal Office on minimum annua
basis
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Event Participation Fee
A member event is held (i.e. training event or charge HST

celebratory event) where members are charged an
admission fee to attend. Fundraising events
excluded.
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Glrl GUideS GUideS Newfoundland and Labrador Council
of Canada ducCanada

Merchandise

Girl Guide related merchandise is sold on a Exempt from HST
cost-recovery basis. If no mark-up is charged,
no HST is charged.
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» How is HST to be charged...

» The unit/district/area can decide how to charge HST.

» Two options:

a) Fee plus HST - Camp costs $20. HST (13% x $20)=%$2.60.
Therefore total cost collected from parent is $22.60. $2.60 is
remitted to CRA. $20 is kept by unit/district/area.

b) Fee includes HST — Camp costs $20. HST is part of this $20
($20/ 1.13 x 13%) = $2.30. Therefore total cost collected from
parent is $20. $2.30 is remitted to CRA. $17.70 is kept by
unit/district/area.
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of Canada duCanada

€2

If you charge a fee
plus HST:

eCalculation of HST amount Is
a little simpler (Fee X
13%) , BUT

*The amount you collect from
participants will not be
even amount (e.g., $25
becomes $28.25)

an
fee

®

® ® & & ®

If you charge a fee
iIncluding HST:

*You will need to ‘do the
math’ to calculate the
amount of HST (i.e.,

Fee + 113 x 13)

*You will need to budget with
that in mind (if you
charge $25 including
HST, you will have $22.12 to
cover your  expenses, not
the full $25), HOWEVER

*The amount you need to
collect from participants

IS an even amount
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Option A {adding on HST) OptionB  (including HST)
Event Fee HST Total Event Fee HST Total
M 2 .60 22 60 17.70 2.30 20
75 395 78,75 2212 2.88 25
30 3.50 33.90 26.35 345 30
35 155 39.55 30.97 4.03 35
35.40 4.60 40
40 5.20 45.20
e < as 085 39.82 5.18 45
- i 44.25 5.75 50
20 6.20 26.30 43.67 6.33 55
55 7.15 62.15 53.10 6.90 60
&0 F.80 67.80 57.52 7 .48 65
65 &.45 73.45
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Glrl Gl,ﬂdes GUideS Newfoundland and Labrador Council
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Where HST Is being charged...

A receipt must be completed in triplicate (parent,
unit/district/area, remittance) which contains the HST
number (11893 8554 RT0028) and provincial Girl Guide
address.

The amount of HST charged must be shown separately
on the receipt.

The 'HST Remittance and Claim Form' must be submitted
to Provincial Office by the 15t of the month following
camp/event with receipts and any net payment owing.

100% of HST paid on supplies for the HST'able
camp/event can be claimed.
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HST
Remittance

and Claim
Form

®

Newf @ Girl Guides  Guides
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HST Remittance and Claim Form

Name of UNIT or DI STRICT or AREA or TREFOIL GUILD:

Addrass 10 which chaqua should b2 maliad:
o

Agsial Soda
{wari) [, - |

(hams)

Part 1 — Camp/Event — H5T Collected on Fees

7z

B D

Part2 — Camp/Event — H5T Paid on Expenses

(. PR et apslw Sood rentel of el

®

MUS| bw sSuched Bc S clem fcom.
Sl Murs HED (Suarsml Momber S HE 1 P
% k1
Total HST Pakd on Expenese o run CampfEvent [you can clsim 100% of thie H3T) (attach
Recslpts —kasp coples for your financial recorde ) ¥ E
HETCDIIE:tEl:I{D}minUE HST Claimed {(E) .
If nagative amount you will recalve 3 refund; If poeltive amount plasss ancloss 3 chequa

By tha 15" of the month following your campéevent, send form and paymant (f applicabls) to: Gid Guides of
Canads-Guldes du Canada, Hewfoundiand and Labrador Councll {addrass at top).

®

®
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How to complete the form...

Part | — HST Collected on Fees
 HST collected on camps/events is detailed and receipts attached.

Part Il - HST Paid on Expenses

e 100% of HST paid on supplies for the HST'able camp/event can
be claimed with original vendor receipts attached.

"HST collected" less "HST paid" = amount due

O $50 - $20 = $30 owed to CRA by unit/district/area - include
cheque

O $50 - $60 = ($10) refund owing from CRA to unit/district/area
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Glrl GUideS GUideS Newfoundland and Labrador Counci
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» Where HST was paid...

» 50% of HST paid on all other expenses can be claimed
(Except HST paid to other GGC entities, e.g. National
Guide Store, GGC event/camp registration fees from
other levels/councils).

» The 'HST Rebate Claim Form' must be submitted to
Provincial Office periodically (at least annually) with
original vendor receipts. Keep copies of receipts for your
unit/district/area books.
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HST
Rebate
Claim
Form
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Newfoundland and Labrador Council
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HST Rebate Claim Form

Units, Districts and Areasmay be entitled to s 50% rebate on HET paid on purchasesof supplies,
rentals, etc. used in the everyday running of Units or Councils. Complete this form, attach receipts
[keep copies foryourrecords), and sendto the Provincial Office sttheaddress above.

ImportantNote: Whenyou run an Event/Camp and charge a fee to participants, youmust charge
HST on the fee. Youcanthen claim 100% ofthe HST paid on purchases of supplies, rentals, etc.
used in running the EventCamp. (Use form *HST Remittance and Claim Form” to claim.)

THE FOLLOWING DETAILSMUST BE PROVIDED. Please attach receipts, keep copies for
your records. HST on purchases from Girl Guides of Canadamay NOT be claimed.

®

SUPPLIER'S MAME 1= you suve mors s com SUPPLIER'S H5T PURCHASE HET
MCRES Fom W aspch, o My whd Sem ogesar) (Business) Number AMOUNT PAID

Total HST Paid

AmountofHET Claimed
[50% of Tota| HET Paid) | §

Name of UNIT or DI STRICT or AREA or TREFOIL GUILD:

Address to which cheque should be mgiled:
clo

Postal Code

Phone: [hame) [work) [cell)

e-mail address:
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Input Tax Credits and Rebates

What's the difference?

»Input Tax Credit (ITC) of 100% of HST paid can be

claimed when you purchase supplies or pay for rentals
or services to run a camp/event for which you are
charging HST on participant fees.

»HST Rebates of 50% of HST paid can be claimed when
you purchase supplies or services to run your regular
Unit/District/Area meetings (all other expenses except

GGC store and event/camp fees from other GGC entities.)
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How does this impact your unit/district/area records?

» Additional columns need to be added to spreadsheet for
tracking purposes:

= Revenue Side — HST Collected

* Expense Side
e 100% ITC (where HST was charged)
e 50% Rebate
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of Canada duCanada

Spreadsheet
Additional columns to add

13

1st SAMPLE UNIT Brownies

- "8 - " - "

Revenues Revenues

HST

Spring
(original) Fall (mint) Camp Weekly
f X

cookies ~ cookies ~ money  Dues
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Examples

1.A group is planning a two-night camp/event and charging a
fee of $25 per participant (plus HST). Total fee = $25 x 1.13
= $28.25 per participant. HST to be reported and submitted
to Provincial Office = $3.25 per participant.

Your group pays for supplies to run the camp/event
and is also paying for rent of a facility that charges HST on
the rental fee. You can claim back 100% of the HST (original
receipts must be submitted, with the supplier's HST number
and the amount of the HST that has been charged.)
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* Glﬂ Guides Guides Newfoundland and Labrador Council

Spreadsheet
Example 1

15t SAMPLE UNIT Brownies

- s :»/m's

Revenues




® & & ® & & ® ® ® & & &
@ & ® & & ® ® ® & & & H H O H H H O ® & & & &
& ® ® & & ® ® ® & & ®

Glrl Gl,ﬂdes GUideS Newfoundland and Labrador Council
of Canada duCanada

Examples

2.A group is planning a two-night camp/event and charging a
fee of $25 per participant (including HST). Fee = $25. You
will need to calculate the amount of HST to report and submit
as follows: $25 + 113 x 13 = $2.88. The remaining $22.12 is
the amount you will have available to cover your camp/event
COsts.

Your group pays for supplies to run the camp/event
and Is also paying for rent of a facility that charges HST on
the rental fee. You can claim back 100% of the HST.
(Submit original receipts with your claim that show the
supplier’'s HST number and the amount of the HST.)
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Spreadsheet
Example 2

15t SAMPLE UNIT Brownies
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Examples

3.A group (primarily under 14 years of age) is planning a
one-day camp/event (no overnight) and charging a fee of $5
per girl (HST does not apply).

Your group pays for supplies to run the camp/event and
IS also paying for rent of a facility that charges HST on the
rental fee. You can claim back 50% of the HST (original
receipts must be submitted, with the supplier’'s HST number
and the amount of the HST that has been charged.)
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Spreadsheet
Example 3

1st SAMPLE UNIT Brownies

£ - s - s - s 500 "%

ues Revenues Revenues
* - -
HST {(original) Fall (mint) Camp Weekly
Collected cookies cookies money Dues

$ 5.00
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Examples

4.A group (primarily over 14 years of age) is planning a one-
day camp/event (no overnight) and charging a fee of $5 per
girl (HST applies).

Your group pays for supplies to run the camp/event and
IS also paying for rent of a facility that charges HST on the
rental fee. You can claim back 100% of the HST. (Submit
original receipts with your claim that show the supplier's HST
number and the amount of the HST.)
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Spreadsheet
Example 4

15t SAMPLE UNIT Brownies

Spring
HST (original)  Fall (mint) Camp Weekly
Collected cookies cookies money Dues

0.65 $ 5.00
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Examples

5.You buy t-shirts for your camp/event for $10 each and you
are paying 13% HST for each ($1.30). You sell them to your
participants for $11.30, to recover your direct costs. No HST
applies. You can claim the 50% rebate of HST that you paid
to purchase the shirts from your supplier.

However, if you are selling the shirts for a price above
your direct cost, then HST will need to be collected and
remitted. Then, you will claim 100% Input Tax Credit of the
HST that you paid to purchase the shirts from your supplier.
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Tracking and Reporting Reminders

»|f you have not had a camp/event during a month, you do
not need to submit a HST Remittance and Claim
Form.

»You should submit the HST Rebate Claim Form

periodically (at least annually) to claim the 50% HST
Rebate on expenses that you use in running your
Unit/District/Area.

»You can not claim HST on items purchased from Girl
Guides of Canada.

» QOriginal receipts must be attached to your remittance

and claim form(s) and all the required information
must be included on the form — keep copies of receipts for
vour records.



Sample Guide Unit

Toolkit Examples

H5T

Running Rebate

EXPENSES

REVENUE

Description Chq# Deposit Cheque Balance (50%) ITCs (100%) Badges & Pins Crafts Winter Camp| HST Collected Winter Camp
UNIT EXPENSES EXAMPLE: 585.93
'Feb 18-14 Greta Guider 64 19.90 566.03 1.14 18.76
I'Feb 25-14 Lori Leader 65 660.08  499.95 66.08
I'I'|.I"Iar 1-14 Dollar Store 66 47.50 45245 2.73 a44.77
TOTAL 133.48 3.88 66.08 63.52
'May 30-14 Deposit- GGC - Provincial Office 3.88 -3.88
WINTER CAMP EXAMPLE:
IrI'|.|'1ar 15-14 Camp Funtimes 67 256.00 29.45 226.55
'Mar 31-14 Deposit (20 girls @ $50) 1,000.00 115.04 834.96
';&pr 15-14 ABC Bus Company 68 557.00 64.08 492,92
'ﬁpr 23-14 Greta Guider 69 35.75 4.11 31.64
TOTAL 1,000.00 B848.75 97.64 751.11 115.04 884.96
I'I't.‘1aw,,|' 15-14 GGC - Provincial Office 70 17.40 -97.64 -115.04




Toolkit Examples — Unit Expenses

@ Girlguides Guides rafoundmnd wnd msmss o
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HST Rebate Claim Form

Units, Districts and Areasmay be entitied toa 50% rebate on HST paid on purchaesesof supplies,

rentals, etc. used in the everyday running of Units or Councils. Complete this form, attach receipts
(keep copies for yourrecords), and send to the Provincial Office atthe address sbove.

Important Note: Whenyou run an Event/Camp and charge a fee to participants, you must charge
HST on the fee. Youcanthen claim 100% ofthe HST paid on purchases of supplies, rentals, etc.
used in running the Event'Camp. (Use form "HST Remittance and Claim Form' to claim.)

THE FOLLOWING DETAILSMUST BE PROVIDED. Please attach receipts, keep copies for
your records. H5T on purchases from Girl Guides of Canada may NOT be claimed.

SUPPLIER'S NAME =y s mers sus con SUPPLIER'S H5T PURCHASE HST
reCEES from W wopplen o My edd Sen Sogen) [Business) Number | AMOUNT PAID
Coslco — Grela Guider As perreceipt 47.50 .47

DaollarStore Asperreceipt 189.80 225

=

Total HST Paid

AmountofHS T Claimed
[50% of Total HST Paid) | § 3.88

Name of UNIT or DISTRICT or AREA or TREFOIL GUILD:

Sample Linit
Address to which cheque should be mailed:
clio
Paostal Code
Phone: [hame) [work) (cell)

e-mailaddress:




Toolkit Examples — Winter Camp
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HST Remittance and Claim Form

Name of UNIT or DI STRICT or AREA or TREFOIL GUILD:

Sannple Uit
Addrass 10 which chaque should b2 maliad:
]
Postal Code
Pnone: {hama) {wark) e=1)]
=mall 3ddrass

Part 1 — Camp/Event — H5T Collected on Fees

7z

elume J

Selume O

Mo of partopanty lotal HE) Coliected (Codd x Cedl)

H H H ]

A

Uiz 0

A

e

e pw paopwst mgudomg HEl om A - Mo of parT T ET T lotal HS 1 Colleched (lods x Lodli)
3 50.00 $5.75 20 3 115.04 b
Part2 — Camp/Event — H5T Paid on Expenses
T . e
Vdmow WMUS] bw sfeched fo S clem Scom i of reowEta Sor pour Bowncwl meoooda )
Date of Camp/Event: Apr 1517 014
Supslw Marm HE) (Eeecaadl Mormnber dwowstal | cha HED M
Camp Euntimss s per recsipt $256.00 52945
FABC Bus CTompany As perrecaipt T5E TO 254 0B
THreta uder A5 peer recelpt 31575 34.11
Total HST Pakd on Expenese o run CampfEvent [you can clsim 100% of thie H3T) (attach o7 .64
Recslpts —kasp coples for your financial recorde ) ' E
HETCDIIE:tEl:I{D}minUE HST Claimed {(E) «1T.40
If nagative amount you will recalve 3 refund; If poeltive amount plasss ancloss 3 chequa )

By tha 15" of the month following your campéevent, send form and paymant (f applicabls) to: Gid Guides of
Canads-Guldes du Canada, Hewfoundiand and Labrador Councll {addrass at top).
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Where to get forms?

This information (and forms to remit HST collected and to
claim HST Input Tax Credits and Rebates) will be available
on our website (www.qggcnf.org) or from the Provincial Office.

Please send your questions to:
Catherine Neary - Office Manager
Provincial Office (726-1116)
officemanager@gqgcnf.org
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Please help us ensure that all levels of
Guiding comply with these new regulations.

Questions?



