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Collection of Social Insurance Number for T4A Issuance 
updated: May 2025
Collection of Private Information for T4A Issuance Process
Queen’s University must collect certain private information to issue tax slips and report to the Canada Revenue Agency (CRA), including Social Insurance Number (SIN).
For example, any individual receiving cash payments of $500 or more within a calendar year, is required to be issued a T4A. To produce a T4A, their SIN, full name, mailing address, and the amount being paid at the time a payment is initiated are required. This collection must be done securely. Refusal to provide a SIN does not preclude a T4A from being issued.
There are options for collecting this information to provide to Financial Services to facilitate the production of the appropriate tax forms. The options have been reviewed by the privacy office. For more details on these options as well as data retention and destruction questions please contact Financial Services at finance@queensu.ca. 
Access Review Process:
Access to directories involved in this process is restricted to individuals whose roles require them to have this information and are employed within Financial Services. Access to these directories is subject to regular review.
Retention and Destruction of SIN information:
Data in the restricted directory is kept for 7 years as per the Queen’s Records Retention Schedule 31-Payroll Taxes (AD2700 Taxes).
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