
 
 

Procedure: Opening a Team Bank Account for Burnaby Female Ice Hockey 
Association (BFIHA)-Affiliated Teams 

To open a non-profit business account for your BFIHA team, please follow the steps 
outlined below. 

 

Steps to Open the Account 

1.​ Request Letter of Direction 

o​ Request a Letter of Direction from the Director of Divisions 
(divisions@burnabywildcats.ca).  Please note, this is a legal document 
and the Association could be held liable for any misuse on the account.  
Please provide in the request email: 

▪​ Full legal names of at least TWO individuals who will be authorized 
to use the bank account 

▪​ The roles on the team for both individuals (ie. Team manager, 
co-manager, treasurer etc.) 

▪​ File with written signatures for both individuals.  The signatures will 
be cut and pasted into the document.  Pdf, jpeg, or doc files can be 
accepted. Signatures are required upfront to manage any risk.   

▪​ Team name that the bank account will be used for (eg.  Burnaby 

Wildcats U11 C3) 

2.​ Book an In-Person Meeting at Scotiabank 

o​ Contact our Business Advisor, Alice Jin, to schedule an appointment. 
alice.jin@scotiabank.com 
604-668-3939 extension: 3000 

o​ Email your Letter of Direction in advance of the meeting. 

o​ Meeting will be held at the following Scotiabank location: 
9-4299 Kingsway  
Burnaby, BC V5H 1Z5 

3.​ During the In-Person Meeting 

o​ Request a Not for Profit Basic Business Chequing Account under your 
team’s name ((eg.  Burnaby Wildcats U11 C3), affiliated with BFIHA. 
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o​ Sign the Onboarding Package & Pricing Agreement Letter  
▪​ The Pricing Agreement Letter entitles you a Monthly Core Service 

Charge Discout of 99% on published rates up to a monthly 
maximum of $50 per account.  Any charges in excess of the 
monthly maximum will be applied to the account.  Duration of up to 
one year upon acceptance.  An example Pricing Agreement Letter 
is shown at the end of this document. 

▪​ The Basic Business Account will have a $10.95/month account 

maintenance fee that will be covered by the $50 monthly core 
service charge discount.  Account maintenance fee is waived if you 
maintain a minimum monthly balance of $8,000.   

▪​ All incoming e-transfers will be free when using ScotiaConnect. 

▪​ ScotiaConnect offers 20 free outgoing e-transfers every month.  

Any further outgoing e-transfers will be charged $1.00 and do not 
fall under the discount scope. 

o​ Sign the ScotiaConnect Agreement which will provide you with online 
business banking access. 

o​ ScotiaCards will be issued to authorized signers as applicable. 

4.​ Book a 15-Minute Follow-Up (Online) 

o​ Schedule a follow-up meeting within 10 business days. 

o​ During the follow-up, the advisor will assist you with: 

▪​ ScotiaConnect registration 

▪​ E-transfer setup 

 

Account Closure Procedures 

Please complete the following steps after you receive your last statement. 

1.​ Team Preparation 

o​ Download all statements online. 

o​ Transfer balance out. 



 
 

2.​ Notify the Business Advisor by Email 

o​ Inform them that your team account needs to be closed. 

o​ The Business Advisor will request removal of ScotiaConnect services. 

o​ Once ScotiaConnect is removed, the Business Advisor will notify you via 
email or phone. 

o​ You may then visit any Scotiabank branch to close the account at the front 
line.  Account closure fees are waived by ScotiaBank. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

Sample Pricing Agreement Letter from Scotiabank 

 



 
 

 


