UNIVERSITY OF Fees & Financials

CALGARY Third Party Sponsorship (TPS)

March 2024

TPS application processing time: 3 - 5 business days (may vary with peak seasons).
Students are responsible for submitting the Sponsorship Letter and Application Form by Service Request to
set up a Third-Party Sponsorship (TPS). Full instructions, terms, and conditions are available here.

Awards, Scholarships or Bursaries issued by external agencies are not considered Third Party Sponsorships.
Additional information on external awards is available here.

1.  Log into MyUofC portal

Central Authentication
Service

Username

Password

2.  Go to the My Service Request page and click on the Create New Request link.
i

Use 'My Service Requests' to submit your inquiries, updates and forms including things I?

- Requesting updates to your personal information or student record

- Inquiring about your financial acceunt, including charges and payments
- Submitting financial aid forms, requests or applications

- Submitting a registration request or an exemption

Status of your Service Requests

Submitted: Your request has successfully submitted. If you need to make any changes
Updated by Student : Your request has been succassfully updated.

More Info Required: Your request requires additienal details to be precessed. Please revi
In-progress: Your request is being processed.
Cancelled by Student: You have cancelled your request.
Completed: Your request has been completed.
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My Service .
_R,;quesis Closed: Your request has not been completed and closed. Pleaze review comments and
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e After submitting your request, your status will be updated within 3-5 business days
3

For student resources on Service Requests, refer to Info about Service Requests.
Alumni Home

General inguiries should be directed fo: Contact us
! Information about your existing Service Request(s) can be viewed below.

My Service Reguests

Personal Info

R 2556 My Student Record Submit External 2021/08/04 .
Veqification Form {
My Financials i ;
Exame and 11060y General Account Inquiry 2021/05/18 )
Grades
Create New Request ‘
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https://www.ucalgary.ca/registrar/finances/tuition-and-fees/third-party-sponsors
https://www.ucalgary.ca/registrar/finances/tuition-and-fees/third-party-sponsorship
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3.  Select the “Enrolment Services” Request Category, then select Next.

Academic Institution | University of Calgary el

Select the Category for your requests:

fclect a Request Category

18: Enrolment Services

Cancel

Mext =

4. Select the “My Financials” Request Type, then select Next.

Enrolment Services
Ease select a request type below

f you have any quesfions about the request type, please contact us

elect a Request Type HEHE]

First €8 1-40f4 ¥ Last

L FLELEE R
) My Financial Support (Awards & Financial Aid)
O My Student Record

5.  Select the “Third Party Sponsorship Application” Request Subtype, then select Next.

lect a Request Subtype 0]z {3

First €8 170f7 ¥ Last

(O Late Interest Inquiry

O Caollections Inquiry

O _F_r;I_IEJ:ur:':l:l_p“rJ_r;_e;_é_L.l_bmitted Refund Reguest
@] Update T2202 Receipt due to Information Change

Cancel < Previous
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6. Read all the instructions of the application and scroll down to view the form and comment box.
7. Click on "Open Link” to access the required form for the Service Request.
Associated Forms Open Link Reguired
Third Party Sponsorship Application Open Link
Mote: All required forms must be completed before the request can be submitted.
Status Submitted Request Date 2021/12/21
Comment — = —
ik e ] Qb EHLe= Q
Format - Font - Size ~ B I U S
== ==t £ A- B- B
“ File Attachments | Find | | [ 1 b
Attachments
Attached File View  Add Aftachment
View Add Attachment ﬂ
8.  Select OK to generate form.
Please Click "0OK” button to generate the Request Form for
you to complete as part of your request.
OK
9. Complete form in full, using your Sponsorship Letter as reference. At the bottom, select Complete
Form once finished.
Page: q of 1 Previous Mext Save a Complete Form
10. Select Yes to submit the form.
=="I
Message -
Flease confirm your form is complete and sccurate. (25858.7)
By completing the form you sre certifying that all information provided is accurate and complete to the best of your knowledge.
Click *Yes' to certify and complete this form and return to the Service Request.
Yes 5
—i
11. Select OK to confirm.

Message

Submit’ your service request.

“four form will not be sent to staff to process unless you submit the request. (0.0)

i A—

“four form has been successfully saved and complete. Ensure that you provide any further detsils and required attachments and then

I 0 0 it
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12. If there is any additional information that may be relevant to your request, please include it in the
Comment Box (1). Use Add Attachment (2) link to submit your Sponsorship Letter. Finally, select
Submit (3) to finalize your Service Request.

Associated Forms Open Link  Required
Third Party Sponsorship Application : ink:

Mote: All required forms must be completed before the request can be submitted.

Status Submitted Request Date 2021/12/21
Comment — = b —
e Q@ (= Qi =B M= Q
Format - Font - Sze || B I U S
=T . I A-B B
“ File Attachments | Find | | | 4 ¢

Attachments
Attached File Vi Add Attachment
Add Attachment ﬂ
e

All future updates about the sponsorship will be communicated through the Service Request.
End of Procedure. For further questions, please contact Enrolment Services.
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https://www.ucalgary.ca/registrar/contact-us

