
Poppy Funds:

Purpose, Administration, and 
Timelines



Workshop Topics

🧠🧠What are Poppy Funds?

📄📄 Reporting Requirements

🗓🗓 Poppy Campaign & Ordering Timeline

✅ Poppy Fund Do’s and Don’ts

🎓🎓 Bursaries

💼💼 Special Use Expenditures (SUEs)

❓Q&A



Legion Mission
• The Royal Canadian Legion’s 

mission is to serve Veterans, 
including serving military and RCMP 
members and their families, to 
promote Remembrance, and to serve 
our communities and our country.



Veteran 🎖🎖Canadian Armed Forces 
(current/honorably discharged)

🌍🌍Commonwealth/wartime allies Veterans

👮👮Regular RCMP members

✈Merchant Navy/Ferry Command 
(wartime service)

🛡🛡Peace Officers

Who is a Veteran?



What are Poppy Funds?

Legion Stewardship
- Legion holds Poppy funds in 
a separate, stand-alone 
trust bank account
- Manages & report with 
transparency

Purposeful Use
Funds are dedicated for:

- Promoting Remembrance
- Direct support to Veterans 
and their families

Building Trust & Presence
- Increased public trust in the 
Legion
- Stronger voice and 
presence in the community  

Canadian Public
- Donates to Poppy Fund
- Owner of Poppy Fund

⚠Poppy Funds are
not Legion property



Administration
Your first resource when 
you have questions  
about the administration 
of Poppy Funds



4 Levels of Poppy Funds

Poppy 
Funds

Branches

Dominion 
Command

Provincial 
Command

Districts/Zones



Dominion Command 
Responsibilities

🛠🛠 Policy Development
• Create & update rules for Poppy 

Fund
✅Oversight & Compliance

• Ensure funds are spent as 
authorized

🚫🚫Misuse Monitoring
• Identify and address improper use

📋📋Review Special Requests
• Consider applications for unusual 

expenditures

BC/Yukon Command 
Responsibilities

📋📋 Planning & Execution
• Plan, organize & implement all 

Poppy/Remembrance activities
📢📢Policy Communication

• Communicate policy to all Zones 
& Branches

💻💻Reporting
• Ensure Branch returns are 

submitted on time
💰💰Financial Oversight

• Poppy Fund Statement & Poppy 
Audit

Branch Responsibilities

👥👥Leadership & Planning
• Appoint Poppy Chair & 

Remembrance Committee
• Clarify roles & responsibilities for 

participants
📦📦Sourcing Materials

• Use only authorized Dominion 
Command supplies, sourced via 
Provincial Command

💰💰Financial Accountability
• Comply with General By-Laws:

• 1102: Separate trust bank 
account

• 1103: Authorized investments 
allowed

• 1104: Disbursements following 
Poppy Manual

Poppy Campaign Responsibilities and Financial Management



Branch Annual Compliance Requirements

Branch Poppy Fund Statement

Poppy Fund Assessments

Poppy Fund Audits



Reporting Requirements – Poppy Fund Statement

Purpose

• Information is used by BC/Yukon Command and Dominion 
Command to:

 Analyze the success of the campaign
 Plan future campaigns
 To assess how Branches/Commands are performing financially



Reporting Requirements – Poppy Fund Statement

Branches
• Poppy Manual 208 (h):

• Branch President’s 
responsibility  Poppy Fund 
Statement due by 31 January

BC/Yukon 
Command
• Consolidated Poppy Fund 

Statement by 31 March

Dominion 
Command



Reporting Requirements – Poppy Fund Statement



Reporting Requirements – Poppy Fund Statement

Documents Required

Due to Command by Jan 31

Copies of bank statements for the Poppy 
Fund account from Jan 1 – Dec 31

Electronic copies preferred

No staples please



Reporting Requirements – Poppy Fund Statement

Dominion’s 
Concerns 

• Are Veterans directly helped?
• Are funds reaching those in need?

Planned Branch 
Poppy Fund 

Statement Changes

Clearer Breakdown of:
1. Operating Expenses (Stamps, Ads, etc.)
2. SUE Funds Allocation:

🏥🏥Hospital %
🔬🔬Research %
🤝🤝 Direct Veterans Assistance %

Branch SUE 
Considerations

Will the funds directly help Veterans?



Reporting Requirements – Poppy Fund Assessment

Purpose

• Revenue source for Command Poppy Fund to fund:
• Emergency funding Veteran Assistance
• Command Service Bureau
• Poppy Coordinator
• Poppy Campaign operations
• Poppy Programs – Poster & Literary



Reporting Requirements – Poppy Fund Assessment

• Due January 31
• Covers period from Jan 1 to 

Dec 31 of the prior fiscal year
• Assessed on all Poppy 

revenues
• Including Investments



Reporting Requirements – Poppy Fund Assessment

Documents Required

Branch Poppy Fund Assessment form

Cheques/proof of payment

Copies of bank statements for the Poppy Fund 
account from Jan 1 – Dec 31 (one copy for both 
Poppy Fund Statement and Assessment)

Electronic copies preferred

No staples please



Reporting Requirements – Poppy Audit

Purpose
🤝🤝Strengthen public trust
💰💰Ensure proper use of Funds
📊📊Maintain financial accountability
⚖Comply with legal and Legion standards
🔍🔍Identify and address issues
🛡🛡 Help improve controls



Reporting Requirements – Poppy Audit

•Branch 
selection

•Audit letter 
sent to 
Branches

April –
May 

Audit & 
follow up 

period

May -
August

•Audit 
Completion

•Reporting 
of audit 
results

May -
October

⚠If issues are encountered, Branches may be audited multiple years in a row



Reporting Requirements – Poppy Audit

⚠Poppy Fund Non-Compliance

Emphasis on 
Financial 

Accountability

• Repayment from General Fund
• Recommendation for Control 

Improvement
• Help from BC/Yukon Command 

Persistent or 
Material Non-
Compliance

• Flagging
• Probationary 

Management
• Trusteeship

BC/Yukon Command’s Goal: Support, Educate & Improve



Reporting Requirements – Document Retention Summary

📋📋 Keep a Copy
Always retain a copy of all submitted documents
🗂🗂No Originals
Do not send original paperwork
✅ Preferred Method
Scan and email documents
Hard copies only if absolutely necessary
📜📜 Bank Statements
Only one copy of full-year statements needed for both:
• Poppy Fund Statement
• Poppy Fund Assessment
🚫🚫No Staples



Poppy Campaign – Poppy Order Processes

📝📝Plan & Order
•Estimate all campaign supplies
•Include Poster & Essay Certificates
•No delivery dates – orders shipped 
upon receipt

•Order deadline: September 1st

📤📤Submit Orders
•Email (preferred): 
info@legionbcyukon.ca

•Mail: Unit 503 – 17665 66A Avenue, 
Surrey, BC V3S 2A7

•Fax: 604-575-8820

📦📦When Supplies Arrive
•Check your shipment
•Report issues within 14 days
•Poppies & Wreaths: Dominion Command 
 1-888-301-2257

•Promotional items: BC/Yukon Command 
info@legionbcyukon.ca

•Include photos + packing slip/order form 

💳💳Invoices & Payment
Invoices sent with supplies & via email
Payment due: 30 days from invoice 
date

🤝🤝Poppy Tagging
Section 1101(C.) of General By-
Laws: Last Friday of October to 
November 11

✅After Poppy Campaign
• Count and reconcile inventory
• Store in a safe place with 

restricted access

mailto:info@legionbcyukon.ca


Poppy Campaign – Poppy Campaign Tips



Timeline Summary

1st week 
of Jan

Command
Memo & 
Annual 

Reporting 
Forms to 
Branches

Jan 31st

Branches
Poppy Fund 
Assessment 

Form, 
Poppy Fund 
Assessment 
Payment & 
Poppy Fund 
Statement 

Due

Mar 31st

Command
Audited 
Financial 

Statements & 
Consolidated 
Poppy Fund 
statements 

to Dominion 
Command

Apr – May
Command

Audit 
Letter to 
Branches

May – Aug
Branches

Poppy 
Audit

May – Jun
Command

Memo: 
Poppy & 
Wreath 
supply 

Guides & 
Pricing to 
Branches

Jun – Sep 
1st

Branches
Poppy 
Order 

Submission 
Poppy 

Invoices 
Payment

May – Oct
Command

Audit 
Completion 

Letter to 
Branches

Last Friday 
of Oct –
Nov 11th

Branches
Poppy 

Invoices 
Payment

Poppy 
Campaign

Nov – Dec
Branches & 
Command

Year-end
Inventory 

Reconciliation



Poppy Fund: Do’s and Don’ts

Poppy Manual: Chapters 4 & 5

• ✅Keep Funds in a separate Trust Bank Account

• 🔍🔍Ensure all fund use is pre-approved

• 📞📞If unsure, contact BC/Yukon Command before spending

• ⚠Unapproved use must be repaid from Branch General Funds



Poppy Fund: Do’s and Don’ts

Feature Bursary Scholarship

Based on Financial need Academic achievement, talent, or 
other merit criteria

Application 
Process

Includes income documentation 
and financial details

Often includes academic transcripts, 
essays, references

Eligibility • Veteran
• Descendant/spouse of 

Veteran
• Low income
• Financial need demonstration

High grades, leadership, athletics, 
arts, community service

Purpose Provide access and support to 
those in financial hardship

Recognize and reward excellence or 
potential

Source of 
Funds

✔ Poppy
✔ General
✔ Lottery (with restrictions)

🚫🚫 Poppy Fund prohibited
✔ General 
✔ Lottery (with restrictions)



Poppy Fund: Do’s and Don’ts

Bursaries
• Application Package

• Branch Corner

https://legionbcyukon.ca/branch-corner/poppy-sues-and-finance/


Poppy Fund: Do’s and Don’ts
Bursaries



Poppy Fund: Do’s and Don’ts

Bursaries – CRA Compliance

⚠ Issuance Requirement:
>$500 Bursary Payment  T4A Slip mandatory even if not taxable to recipient 

📜📜 Information Required:
• From Recipient:

 Full legal name
 Mailing address
 Social Insurance Number (SIN)
 15-digit CRA payroll account number of the educational institution (if paid 

directly to the institution)
• From the Branch:

 15-digit CRA payroll account number (9-digit business number + RP000x)
 Legal name of the Branch
 Mailing address
 Contact details for CRA-authorized representative



Poppy Fund: Do’s and Don’ts

Bursaries – CRA Compliance

Jan – Dec of the calendar year
Bursaries Issued

Last day of February following the calendar 
year

T4As to CRA
T4As to Recipients

Late Filing Penalties

Number of information 
returns (slips) filed late Penalty per day (up to 100 days) Maximum Penalty 

1 to 50 $                                   10 $                          1,000 

51 to 500 $                                   15 $                          1,500 

501 to 2,500 $                                   25 $                          2,500 

2,501 to 10,000 $                                   50 $                          5,000 

10,000 or more $                                   75 $                          7,500 



Poppy Fund: Do’s and Don’ts
Bursaries – CRA Compliance

Only use Box 013 if 
recipient is a 
business. Enter 
recipient’s business 
account number. If 
this box is 
completed, then box 
012 is not required

Branch Legal Name
Year of Payment

Branch CRA Payroll #

Recipient’s mailing 
address

Total bursary 
amount paid for the 
year

Recipient’s legal name



Poppy Fund: Do’s and Don’ts
Bursaries – CRA Compliance

Calendar year of 
bursary payments

Contact info for the person 
who filled out the form

Date, signature & position for 
the person who filled out the 
form

Branch CRA payroll account number

Branch legal name & mailing address

Total # of T4A slips filed for the year

Total amount of bursary 
payments for the year



Poppy Fund: Do’s and Don’ts

Bursaries – CRA Compliance

Filing Method Best For Slip Limit Filing Type

Web Forms Small filers, manual 
entry

Up to 100 CRA online portal 
(real-time)

Internet File Transfer 
(XML)

Larger filers, 
automated batch 
submissions

Unlimited CRA online portal 
(upload)

Authorized software 
(Efile)

Accountants, 
Bookkeepers, NPOs 
with software

Depends on software 
license

Online

Paper Filing Very small filers Max 5 Mail

CRA Approved Methods for Filing T4A Slips



Special Use Expenditures

Approved at Branch General/Executive Meeting?

Yes

Within SUE category limits?

Yes

Submit Request Form with:
1. Meeting Minutes

2. SUE application form
3. Email contact

Approved by BC/Yukon Command?

Yes
Pay from Poppy Fund

No

Cannot use Poppy Fund

No

Adjust request to meet % cap

No

Cannot use Poppy Fund



Special Use Expenditures Application Tips

🔍🔍Key Principle
Clear Details = Faster Approvals

Examples of Required Details
🩺🩺Medical Appliances (403ii c)  Specify:

• Type of appliance
• Purpose

🎖🎖Support of Cadet Units (403ii g)  Include:
• Specific unit name/number
• Exact use of funds (training equipment, Remembrance Day support, Poppy 

Campaign logistics, etc.)



Review
Your first resource when 
you have questions  
about the administration 
of Poppy Funds



Contact Information

✉Email
Digital submission preferred
lance.jenn@legionbcyukon.ca

📬📬Mailing Address
Attn: Poppy Fund Coordinator 
Unit 503 – 17665 66A Ave
Surrey, BC V3S 2A7

mailto:lance.jenn@legionbcyukon.ca


🎉🎉 Well done! Recognizing awesome work in 2024 Poppy Fund Reporting:

🌟🌟Br# 013 Terrace 
🌟🌟Br# 053 Cowichan
🌟🌟Br# 092 Salt Spring 

Island
🌟🌟Br# 236 Westwold
🌟🌟Br# 266 Valemount

Poppy Fund 
Statement

🏆🏆Br# 010 Nanaimo
🏆🏆Br# 139 Williams Lake

Poppy 
Assessment

✨Br# 006 Cloverdale
✨Br# 107 Chase

Poppy 
Audit

Thank you for your dedication and timely efforts!



❓Questions

Join us at the Meet & Greet 3:00pm – 3:30pm
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