
 

 

 
 

Steps to Establishing a Donor Funded Student Award  
Supporting Learners at Royal Roads University 

       
  Complete the attached Worksheet using this support document 

The following information provides a step-by-step guide to complete the worksheet 
to establish a new award. The numbering system coincides with the Worksheet. 

 

Develop the Terms of Reference 
Once you have had a chance to review this information, and record your preferences 
please contact the Foundation office and we can assist in the next step, which is to 
draft and finalize the terms of reference document and honour your wishes.  

 

What are student awards? 
Royal Roads University is committed to working with donors to build a strong student award 
and financial aid program to recognize and help deserving learners with a desire to pursue a 
post secondary education.  A student award provides recognition of excellence or financial 
assistance to learners who demonstrate a financial need.   

 
Establishing a new award 
Awards can be named in honour of a family member, yourself, a professor, a colleague, 
your program at Royal Roads, or anyone else who you would like to honour.   

 
Supporting existing awards 
You may choose to add to an existing award fund to enhance our awards, scholarships and 
bursaries.  Please visit the RRU website for a list of existing student awards (listed by month 
of award competition – see left hand column) http://www.royalroads.ca/awards 
 
Tax Receipting and Cost Recovery 
A charitable tax receipt will be issued to donors in a timely manner. Royal Roads 
University has a policy of recovering from all donations over $1,000 to cover the cost of 
administration and accountability to donors. This policy is consistent with industry practices 
and Canada Revenue standards.  Our goal is to be completely transparent and accountable.  
Charitable Registration Number:  881174528 RR0001  
 
Adjudication for awards 
The Awards Adjudication Panel will adjudicate all entrance and in-course student awards 
applications that have been pre-screened for applicant eligibility by University Life staff.  A 
recommended roll of recipients will be submitted to Academic Council through the Awards 
Committee for approval.  Nominations for Convocation Awards will be the responsibility of 
the Faculty Deans, or the Registrar or on a peer-nominated competitive basis depending on 
the award terms. 
 
 

 

http://www.royalroads.ca/awards
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Glossary 
Awards A generic term including any award that may be based on a combination of academic 

and non-academic criteria including any scholarship, fellowship, grant, bursary, medal, 

plaque, or prize. 

    

Bursaries A monetary award provided on a competitive basis and based primarily on 

demonstrated financial need.  The purpose of a bursary is to provide learners with a 

supplemental source of income, which, when added to other major sources of income, 

will provide the funds necessary to defray educational expenses.  Learners must 

demonstrate financial need by supplying income and expense statements.  Bursaries 

will have a fixed minimum value of $500 annually. 

    

Scholarships A monetary award provided on a competitive basis and based primarily on outstanding 

academic achievement or excellence in a specific subject or group of subjects, having a 

fixed minimum of $500 annually. 

    

Fellowships A monetary award, normally given to a graduate student, based on general academic 
excellence alone or in combination with financial need, having a fixed minimum value 
of $5000 annually. 

    

Prizes A monetary award of small value or a non-monetary award based on general academic 
excellence, or on proficiency in a specific area of study or competition; if monetary, 
having a value of less than $500. 

  

Emergency Funding A monetary loan or bursary awarded to a learner who is nearing completion of studies 

and struggling with unforeseen expenses. 

    

Graduate/Under Graduate: A learner who has received a bachelor's degree or equivalent and who is 

enrolled in a program leading to a master's degree.  Undergraduate: enrolled in a 

bachelor’s degree program. 

    

Entrance The Royal Roads University Entrance Award program recognizes prospective learners 

who have demonstrated achievement through academic or other preparation in one 

of our major theme areas: sustainable development, entrepreneurship, empowering 

leadership, conflict analysis and management and international hotel management. 
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How to Establish a New Award 
 

The Foundation office will work with you to draft your award’s terms of reference for 
approval by the Finance office and Awards Committee. We have enclosed a worksheet to 
assist you in designing the type of award you would like to establish. We encourage you to 
complete each step of the worksheet as you go through sections 1 through 6. 
 
Funding options 
Awards can be funded by outright gifts (cash, cheque, securities), a pledge payable over a 
period of time or through a planned gift (such as a bequest, insurance policy, annuity or 
charitable remainder trust). Capital for an award can be accumulated over several years. 
The first award can be made when the fund reaches the appropriate level. 
 
Planned gifts are usually donations of assets earned or acquired over a lifetime, in contrast 
to gifts from annual income. The most common planned gift is a bequest arranged through 
a person’s will. A donor can, while living, make award arrangements years in advance, even 
though the award will not be funded, or awarded, until the bequest is received.  By creating 
the award terms of reference in advance, we can ensure that your wishes are  aligned with 
the student awards process at Royal Roads.  Please note that the recipient selection process 
is the sole responsibility of the Awards Adjudication Panel. 

 
Fund Governance 
All funds are managed by the Royal Roads University Finance department and overseen by a 
sub-committee of the Foundation Board of Directors. All funds are pooled and the fund 
operates as a pooled fund whereby new contributions to the pool are assigned units, based 
on their current market value, similar to a mutual fund in the marketplace.  
 
The use of the pooled fund concept ensures the equitable distributions of income to unit-
holders, preserves the capital of existing unit-holders when new contributions are made to 
the pool and provides a larger dollar value base for investment purposes.  
 
Royal Roads University maintains a conservative investment strategy.  Currently, the 
portfolio is invested in 70% bonds/fixed income funds and 30% equity funds.    
 
The University is committed to protecting the capital in the Foundation through prudent 
investing and spending.  In times of economic uncertainty and periods of no (or low) returns 
on endowments, the university may not provide the award. 
 
The Prudent Man Rule: The fundamental principle for professional money management, stated 
by Judge Samuel Putnum in 1830: "Those with responsibility to invest money for others should act 
with prudence, discretion, intelligence, and regard for the safety of capital as well as income. 

http://www.investorwords.com/3845/principle.html
http://www.businessdictionary.com/definition/professional.html
http://www.investorwords.com/3104/money_management.html
http://www.businessdictionary.com/definition/judge.html
http://www.businessdictionary.com/definition/responsibility.html
http://www.investorwords.com/2598/invest.html
http://www.investorwords.com/3100/money.html
http://www.businessdictionary.com/definition/act.html
http://www.businessdictionary.com/definition/prudence.html
http://www.investorwords.com/1480/discretion.html
http://www.businessdictionary.com/definition/safety.html
http://www.investorwords.com/694/capital.html
http://www.investorwords.com/2400/income.html
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1.  Gift Type 
 

There are two ways to fund an award: a. Endowed gift    b. Annual gift  
 
What is an Endowed donation? 
Only the interest earned on the invested capital is used to fund the award, thereby creating 
an award that can last in perpetuity.  An endowment fund must be invested for a full fiscal 
year (April 1 to March 31) before expendable earnings will be made available for the award. 
 
To create an endowed award, an initial principal or endowment needs to be raised. The 
minimum amount required to establish a named endowed fund is $25,000. This may be 
achieved through contributions from friends, family members, colleagues and others 
associated with the individual and/or award.   Endowments established that do not meet 
the minimum amount can be pooled with other similar student award endowment funds if 
the Fund has not reached the $25,000 within a reasonable period of time (up to five years) 
or can be offered as an annual award.  The University will make every effort to retain the 
original intent and spirit of the award.  
 
If markets are poor and returns are negative or do not meet the $500 minimum award 
amount, the award may be carried over to the following award competition. 
 
What is an Annual donation? 
The capital and earned interest of the donation is paid out and awarded annually.  The 
minimum amount required is $500 annually – with a two year commitment for named 
awards – total $1,000.  Donors select the amount that you want the learner to receive and 
define the number of awards given out annually. This type of award continues until all of 
the monies in the fund are depleted.  
 

2. Award Type 
 

Determine what award type you would like to create (see pg. 2 Glossary for full definitions): 
 
Bursary:  based primarily on demonstrated financial need; $500 minimum annually  
 

Scholarship:  based on outstanding academic achievement; $500 minimum annually 
 

Fellowship:   based on general academic excellence alone or in combination with financial 
need, having a minimum award value of $5000 annually - $6,000 donation 
 

Prize:  a monetary award of small value or a non-monetary award based on general 
academic excellence, or on proficiency in a specific area of study or competition; if 
monetary, having a value of less than $500 
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3. Criteria and Application 
 
This information directs the selection of candidates for the award. Broader terms of 
reference will result in a larger number of applicants from which to choose a deserving 
recipient. Please distinguish between those criteria that are required and those that are 
preferred. 
 
Bursaries always have financial need as the primary criteria; one or two supplementary 
criteria are encouraged to aid the Awards Adjudication Panel in selecting an appropriate 
recipient.  Awards and scholarships may have financial need as a secondary criteria. 
 
Gender, race and other factors covered by the human rights legislation may be included in 
selection criteria only if there is clear numerical evidence that the group designated is 
under-represented in the area of study (for example, men in communications). 
 
Some criteria to consider are: 
- undergraduate or graduate learner 
- field of study (specific program, school, Faculty, or unrestricted) 
- field of work, special talent or skill  

 

4.  Number of Awards and Value 
For both endowed and annual awards, consider the number of awards to be created:  
Whether your award will fund one, two, or more learners/year. 
 
a. Calculate the award balance eg: $4,000 minus 20% cost recovery:  $3,200 balance 
b. For annual awards only, determine award number:  Determine how many awards you would like 

to provide on an annual basis.  Eg:  $3,200/year balance divided by 4 awards 
c. For annual awards only, determine value of award:  $3,200 divided by 4 = $800                                 

*Cannot predetermine amount for an endowed award as amount is based on the  
       interest. For endowed award:  Please insert the total amount of the initial donation to establish  
       the endowed fund – minimum $25,000.   
 

5.  Proposed Award Name 
 

Donors often include their name and the faculty/school they support in the award name. 
For example: “The John and Jane Smith Communication Award”  
 
Individual or family donors often include a family name in the title in memoriam.  
For example: “The John Smith Memorial Award”   
 

Organizations often include the organization name in the title:  
For example:  “The Acme Company Award” 
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Class awards – created by a graduating cohort or class include their name in the title: 
For example:  “The BA in Justice Studies Class Legacy Award” 
 

6. Description of the Fund (Award) – how the award will be given 
 

Example of an annual award description:  The [fund name] will consist of two annual awards 
of $500 each to support two learners in the School of Peace and Conflict Management.  
Recipients to be determined by the Awards Adjudication Panel.  In case of a tie the award 
[may/may not] be split. 
 
Example of an endowed award description:  The [fund name] will consist of two annual 
awards commensurate with the interest earned on the endowment, up to a maximum of 
$1,000 annually (interest over $1,000 to be reinvested in the fund).  If interest earned is less 
than $500 the award will be held over.  Preference will be given to a First Nations learner.  
Preference will be given to applicants enrolled in the School of Peace and Conflict 
Management.  Recipients to be determined by the Awards Adjudication Panel.  In case of a 
tie the award [may/may not] be split. 

 

7. Spirit and Purpose of the Award – why the award was developed 
 
Example:  An endowment fund from the estate of the late Thelma King has been established 
to provide bursaries to support undergraduate learners in the BA in Justice Studies program 
at Royal Roads University.  Mrs. King was a very vocal advocate with respect to human 
rights issues.  Born in 1926 in Golden, British Columbia, Thelma was also an avid 
mountaineer – she was the first woman to climb Mt. Assiniboine in the Canadian Rockies.  
Mountaineering is just one example of her leadership and bravado that was evident in all 
that she did. Through the creation of this bursary, donors hope that her passion will live on. 
 
Example:  The Acme Consulting Inc. award was established to provide support for RRU 
learners in the Bachelor of Science in Environmental Science program.  The Acme Consulting 
Inc. Awards are awarded to select BC students who are leaders and role models in their 
schools and communities and who demonstrate a balanced lifestyle and commitment to a 
post-secondary education.  Acme Consulting Inc. believes that creating awareness among 
the next generation is one of the keys to energy sustainability for our province.   

 
For further information or to establish a student award through your will, please contact: 
Julie Barlow, Development and Communications Coordinator  
250-391-2600 ext. 4248       e-mail:  julie.barlow@royalroads.ca 

 

mailto:julie.barlow@royalroads.ca

