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A Guideline for Club Projects  

 
IMPORTANT:  Projects must be approved BEFORE promising that tax receipts can be provided. 

 Clubs must be “in good standing” with the District & National By-Laws to utilize the Foundation.  

 Clubs must submit an application form to the District 4 Kin Foundation BEFORE accepting donations.   
The Foundation board will review and approve your application.  Once approval is received, then you may 
promote to your donors that tax receipts will be available.   

 Note:  Be sure to verify whether the donor requires an official CRA Charitable Receipt (usually requested for 
personal income tax purposes) or if they just need a regular receipt indicating that your club received cash 
(or goods) from them.    

 In order to have CRA tax receipts issued, funds must be donated to a registered Charity.  Your club will 
forward the funds to the Foundation; then the Foundation will issue tax receipts to the donors and hold the 
funds in trust until it receives the club’s request for cheques to be issued to a CRA approved Charity (or 
Charities) on the club’s behalf.   

 There is a $4.00 service charge per receipt to be issued that will be payable to the Foundation.  This will be 
invoiced to your club at the completion of the project.   (Service charge subject to change.) 

 Important: the total amount donated to charity must be at least 80% of the total amount for which tax 
receipts are to be issued.  The remaining amount can be used for the 15% Admin Fee payable to your Club 
(see below) as well as other expenses such as the service charge for receipts ($3 per receipt).   

 It is common practice for clubs to transfer 15% of the net proceeds of a service project from their Service 
account to their General account for administration purposes (Admin Fee).  And although the donated funds 
cannot be given back to the club (as they must be paid to a CRA registered charity), a cheque can be issued 
to the Club for this 15% Admin Fee.  Your club can decide whether this 15% should be deducted from the 
total amount payable to the Foundation OR if you would like a cheque to be issued to the club along with 
the other cheques for charity.   

 As you receive donations for your project, keep a list of all of your donors using the template provided 
(Donor-Receipt Spreadsheet) which includes the name, address, email, and amount.  If possible, please 
provide an email address that receipts can be sent to.   You may also issue temporary receipts.  

 Gift-In-Kind donations must include a description and the value of the item – this may be either: 
- Proof of purchase (receipt) or a price tag  
- Something listing the retail price (ie internet search) 

The Foundation will determine the final “fair market value” to be used for receipt purposes. 
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 Once your project is complete, the Foundation will require the 
following:  

- Completed list/spreadsheet of donors 
- Final budget / financial statement for the project  

 The Foundation will then review everything and invoice your club for the total amount payable, which 
includes the donated funds PLUS the service charge of $3.00 per receipt.   

 Tax receipts will be issued by the Foundation to the donors on your behalf.  Minimum value is $20.00.    
Receipts will be emailed if email was provided (preferred method), otherwise they will be sent regular mail.  

 The Foundation will issue cheques to the designated charities as requested by the club.  This can be done 
right away, or the funds can be held in trust until such time as the club wants to make a donation.  In order 
for your club to receive the recognition for the donation, all donation cheques will be sent to your club for 
you to present/submit to the charity as you wish.  Be sure to inform the recipient that the donation is 
actually coming from your club – it is only processed by the Foundation on your club’s behalf.   A sample 
cover letter is available upon request. 

 When soliciting for donations for your event, you may wish to have a list of pre-approved Charities that 
funds can go to (ie/ Cystic Fibrosis, STARS, Red Cross, etc.). Then donors can either select one or the club can 
decide this themselves.  The Foundation can help you verify if an organization is CRA approved. For example, 
most schools can be used, but the registered name may be something specific, not just the school name.   
 You can also check the CRA website at: www.cra-arc.gc.ca/chrts-gvng/lstngs 

 This is only a guideline outlining the normal process, but we realize that some club projects may be unique 
and the Foundation will work with your club to find a way to make it work for you.   
 
 

 
 
  

http://www.cra-arc.gc.ca/chrts-gvng/lstngs
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Examples 
 
Simple Club Fund-Raiser 

1) Club submitted application for fund-raiser, which was approved by the Foundation.  

2) Fund-raiser acquired 250 cash donations (cash/cheques) totalling $10,000.   

3) List of donors was kept using spreadsheet.   

4) Upon completion, a project report and list of donors was sent to the Foundation. 

5) There were 210 donations that qualified for receipts (other donations were less than $20, didn’t want/need 
receipt, didn’t supply address or email).    

 
After review of the report and donations, the Foundation sends the Club an invoice for the following: 

- Total amount of Funds raised $  10,000.00 
- Receipt Service Charge ($3.00 x 210) $ 630.00 
- Total amount payable to District 4 Kin Foundation $  10,630.00 

 
The Foundation will issue tax receipts to the donors. 
 
The Foundation will hold the $10,000.00 in trust until it receives the club’s request for cheques to be issued to 
the Charity (or list of Charities) as approved by the Canada Revenue Agency.  Cheques will then be issued to the 
charity and sent to the club for them to present/submit as they wish.    
 
Gift-In-Kind Donations 

1) Similar to example #1 only the club received both cash donations and gift-in-kind donations (items for silent 
auctions, door prizes, etc.). 

2) The fund-raiser acquired 45 cash donations totalling $5,000. 

3) The club also received 10 donations of items to use on a silent auction.  The receipt amount will be for the 
“Fair Market Value” of each item (proof of value is required such as a receipt, price tag, internet search, 
etc.).  The final value will be approved or determined by the Foundation.   In this case, the total value of the 
10 items was $1,725.   

4) Upon completion, a project report and list of donors (along with proof of value for gifts-in-kind) was sent to 
the Foundation. 

 
After review of the report and donations, the Foundation sends the Club an invoice for the following: 

- 45 Cash Donations received $  5,000.00 
- 10 Gift-In-Kind Donations received $ 1,725.00 
- Receipt Service Charge ($3.00 x 55) $ 165.00 
- Total amount payable to District 4 Kin Foundation $  6,890.00 

 
The Foundation will issue tax receipts to the donors and hold the $6,725.00 in trust until it receives the club’s 
request for cheques to be issued to the Charity (or list of Charities) as approved by the Canada Revenue Agency.  
Cheques will be issued as instructed and sent to the club for them to present/submit as they wish.    

 



Option #1 for 15% Admin Fee  

1) Club submitted application for fund-raiser, which was approved by the Foundation.   

2) Regarding the option for how the 15% Admin Fee for the Club’s General Account is to be handled – the club 
selected for the amount to be deducted from the total sent to the Foundation.   

3) Fund-raiser acquired both cash and gift-in-kind donations (items for silent auctions, door prizes, etc.). 

4) The fund-raiser acquired 25 cash donations totalling $5,000. 

5) The club also received 10 donations of items to use on a silent auction with a total value of $2,000.   

6) Upon completion, a project report and list of donors (along with proof of value for gifts-in-kind) was sent to 
the Foundation. 

 
After review of the report and donations, the Foundation sends the Club an invoice for the following: 

- Total amount of Funds raised ($5,000 + $2,000) $  7,000.00 
- Less 15% for Club Admin Fee $ - 1,050.00 
- Receipt Service Charge ($3.00 x 35) $ 105.00 
- Total amount payable to District 4 Kin Foundation $  6,055.00 

 
The Foundation will issue tax receipts to the donors and hold the $5,950.00 in trust until it receives the club’s 
request for cheques to be issued to the Charity (or list of Charities) as approved by the Canada Revenue Agency.  
Cheques will then be issued to the charity and sent to the club for them to present/submit as they wish.    
 
 
Option #2 for 15% Admin Fee  

1) Club submitted application for fund-raiser, which was approved by the Foundation.   

2) Regarding the option for how the 15% Admin Fee for the Club’s General Account is to be handled – the club 
selected for a cheque to be issued to the Club after the project is complete.   

3) Fund-raiser acquired both cash and gift-in-kind donations (items for silent auctions, door prizes, etc.). 

4) The fund-raiser acquired 25 cash donations totalling $5,000. 

5) The club also received 10 donations of items to use on a silent auction with a total value of $2,000.   

6) Upon completion, a project report and list of donors (along with proof of value for gifts-in-kind) was sent to 
the Foundation. 

 
After review of the report and donations, the Foundation sends the Club an invoice for the following: 

- Total amount of Funds raised ($5,000 + $2,000) $  7,000.00 
- Receipt Service Charge ($3.00 x 35) $ 105.00 
- Total amount payable to District 4 Kin Foundation $  7,105.00 

 
The Foundation will issue tax receipts to the donors and issue a cheque to the Club for $1,050.00 for the Admin 
Fee.  The remaining $5,950.00 will be held in trust until it receives the club’s request for cheques to be issued to 
the Charity (or list of Charities) as approved by the Canada Revenue Agency.  Cheques will then be issued to the 
charity and sent to the club for them to present/submit as they wish.    
 
 
 
 
 



Golf Tournament 
 
Need to determine what the players are being offered when they purchase their ticket, and what the actual 
expenses are. 

 
$300 per person ticket price includes:  
 Round of golf  $35.00 
 Club rental (if applicable)  $15.00 
 Golf cart  $25.00 
 Other transportation (to/from event)  $20.00 
 Meal  $25.00 
 Refreshments (ie alcohol)  $15.00 
  Total:  $135.00 
 
 
The allowable income tax receipt value is calculated as follows: 
 Cost of Ticket: $ 300.00 
 Less Expenses:  $ 135.00 
 Balance: $ 165.00    (remaining amount to be donated to charity) 
 
 
 

- 20 golfers at $165 per golfer $  3,300.00 
- Receipt Service Charge ($3.00 x 20) $ 60.00 
- Total amount payable to District 4 Kin Foundation $  3,360.00 

 
The Foundation will issue tax receipts to the donors and hold the $3,300.00 in trust until it receives the club’s 
request for cheques to be issued to the Charity (or list of Charities) as approved by the Canada Revenue Agency.  
Cheques will then be issued to the charity and sent to the club for them to present/submit as they wish.    
 
If sponsorship is given for advertising on or throughout the golf course as a hole sponsorship, a tax receipt may 
be given for the amount of sponsorship less any costs for meals, rounds of golf, cart rental etc. 


