
 

 

 

 

 
 
 
 
 
 
 
Purpose: Proper donation recording and receipting are necessary to satisfy the                     

Canada Revenue Agency (CRA) rules regarding charitable organizations such 
as our Foundation. It is extremely important for the Foundation to be seen to 
practice ethically as stewards of our donor’s monies. Protection of the 
charitable status granted to us by the CRA requires the utmost care when 
providing charitable receipts, the issuance of which may have to pass intense 
scrutiny upon audit. 

 
Policy Statement: Donation receipts will only be issued once the gift is the legal                                    
property of the Foundation. Donation receipts require one (1) signature of the Chair, Vice-
Chair, Executive Director or the Treasurer. Receipts will usually be issued within one month 
of receipt of the gift by the Foundation. 
 
Donation receipts must include the following information as per CRA rules: comply with 
regulations set forth by CRA. 
 

 Name and address of donor 

 “Community Foundation of Portage and District Inc.” and address 

 Date gift was received 

 CFPD’s charitable registration number 

 Website address of the Canada Revenue Agency 

 Amount of the donation 

 Description of donation if in-kind (i.e. non-cash). 
 
All donations will be recorded and kept either in paper form or electronic form (where the 
data is easily reproducible). The date the donation is received and the date of deposit or 
transfer of funds is to be recorded, along with the charitable receipt number. Charitable 
receipts will be maintained in sequential order regardless to which fund the donation is 
deposited. Any direction given by the donor for a gift is to be noted and be able to be tracked 
for future reference. Should the donor give no direction of the donated monies, the gift will be 
placed into the CFPD Community Endowment Fund and recorded as such. 
 

POLICY:   Donation Recording and Receipting 
 
POLICY NUMBER:   2.07 
   
ISSUING AUTHORITY: Community Foundation of 
                                       Portage and District Inc.                                                        
  
 
APPROVED:   November 17 2015 
LAST REVIEWED:   June 21 2016 December 2019 
NEXT REVIEW:   June 2019December 2022  



 

 

 
Written donor direction will be received in writing at the time of the fund agreement signing 
for all gifts held in perpetuity (endowed). Such direction is to include notice that the gift is held 
by the Foundation in perpetuity, date of direction, name of Fund within the CFPD’s Smart and 
Caring Community Fund (the overall general endowment fund) that the gift is to be directed 
and that all gifts, now and in the future, are covered by the same direction unless the donor 
indicates otherwise. The written donor direction document is a component of all new fund 
agreements, in order to ensure their signing at the same time the fund is created. 
 
All gifts given to an established fund will receive a letter thanking the donor for the donation, 
along with a donation receipt suitable for income tax purposes. The letter will indicate which 
fund the donation was directed towards. The letter will contain the following statement: “Your 
gift is pooled and invested, with the generated income distributed as grants to local charities. 
As the original gift remains invested, your contribution will continue to benefit the people of 
the Community of Portage and District in perpetuity.” 
 
If donations are not assigned to a capital fund “in perpetuity”, then the reference to such as 
above must not be included in the correspondence. This would be the case when the 
donation is made towards flow-through funds/grants, managed funds, or for operational or 
special project expenses. 
 
Charitable tax receipts shall not be used to receipt funds received from other registered 
charities, government departments or for donations of furniture and equipment where an 
impartial fair market value for the donation has not been determined. 
 
A gift of cash, money order, or cheque is considered to have been given on the day it was 
mailed or received. For example, a gift sent by mail, if postmarked in December, qualifies as 
a charitable donation in that tax year, even if it is not received until January (CRA suggests 
the stamped envelope be kept as part of the Foundation’s books and records). A gift by 
credit card is considered to have been made on the day the obligation was incurred. 
 
The value of a gift of publicly-traded securities will be the fair market value as determined 
by the closing price of the security at the end of the trading day on which it was transferred to 
and received by the investment advisor/broker of the Foundation. Supporting documentation 
in writing must verify this valuation. It will be the decision of investment counsel as to whether 
the securities are sold and the timing of such, or if they continue to be held within the 
Foundation’s investment portfolio. 
 
In the case of a gift of publicly-traded securities, the accompanying “thank-you” letter shall 
also include a description of the donation to include the number of shares, name of the 
company held, the appraised value of the shares, and the name and address of the appraiser 
(the broker, manager or custodian who has provided the value for receipting purposes). 
 
Gifts of life insurance to the Foundation may take several forms. The simplest is where the 
donor retains ownership of the policy but names the Foundation as a beneficiary upon death. 
This results in the insurance payout going directly to the Foundation without being part of the 
will or probate process. The estate will then receive a charitable donation tax receipt (credit). 



 

 

 
The second scenario is where the donor irrevocably assigns the ownership of their life 
insurance policy to the Foundation (either an existing policy or one purchased by the donor 
specifically to donate to the Foundation). The Foundation then names itself as the sole 
beneficiary of the policy. The donor will then receive a charitable tax receipt for any future 
premiums paid, as well as for any cash surrender value and interest and dividends on 
deposit in the policy (less any policy loans). The donor will also receive charitable donation 
receipts yearly for any future premiums paid. If the donor chooses to not continue payment of 
the premiums, the Foundation could retain the policy and pay the premiums itself, surrender 
the policy and collect the cash value of the policy, or change the policy to a paid up policy by 
either altering the policy or paying enough cash up front to pay for any future premiums. In 
this second scenario described in the above paragraph, the donor’s estate does not receive 
any charitable donation receipt upon the donor’s death. 
 
 

Owner Beneficiary Tax benefit to 
donor during life 

Tax benefit to donor at 
death 

 
Charity 
 
 
 
Donor 

 
Charity 
 
 
 
Charity 

 
Charitable 
donation tax credit 
for premiums paid 
 
none 

 
None 
 
 
 
Charitable donation tax 
credit for proceeds paid 
at death 

 
It is very important to note that no tax receipt for premium payments is allowed until 
ownership is absolutely assigned to the Foundation and CFPD receives written confirmation 
from the insurer. In the case of a new policy the donor will need to delay the first premium 
payment until CFPD is the owner of record.  
 
For all charitable receipting for gifts other than the above, such as split receipts (for 
example, special events), property bequests such as real estate or art or others, gifts of 
residual interest, charitable remainder trusts, etc. must be vetted by the Treasurer first, and 
the amount determined by the most current CRA rules.  
 
CFPD may need to engage the services and expertise of a professional evaluator when the 
value of a gift is not clearly established. Generally, fair market value is considered the highest 
price, expressed in dollars that a property would bring in an open and unrestricted market, 
between a willing buyer and a willing seller who are both knowledgeable, informed and 
prudent, and who are acting independently of each other. CRA has specific rules regarding 
proper valuation of certain gifts other than and including property which can be found on their 
website. CRA also recommends that records of the value determination be kept with the 
record of the receipt (for example: invoices, website listings, price lists....and details of the 
calculations) 
 



 

 

The Treasurer is to make a final recommendation for the amount of the charitable receipt of 
these latter gifts (gifts other than cash, money order, cheques, publicly traded securities and 
life insurance described above), to the Board of Directors for approval at the next Board 
meeting. Please refer to the Gift Acceptance policy for other examples of gifts. 
 
Not all receipts written by the Foundation will be “charitable” receipts. Ordinary receipts will 
by necessity be issued in the course of regular business and maintained separately from the 
charitable receipts. There must be due diligence is distinguishing between the two as failure 
to do so can negatively impact the Foundation’s charitable status. These “ordinary or regular” 
receipts should not include the Foundation’s charitable number, nor should the covering 
thank you letter include any reference to the donation having been “assigned to a capital fund 
and/or in perpetuity.” 
 
Copies of official donation receipts must be kept for a minimum of six (6) years from the end 
of the calendar year in which the donations were madethe minimum set by CRA. Records for 
in perpetuity gifts must be kept for as long as the Foundation is registered as a charity and a 
minimum of two years after the date the registration is revoked or lapses. Books and records 
may be destroyed earlier than the required retention period but only with permission of the 
CRA. 
 
Responsibility: Review, and revision of this policy if required, with subsequent                              

recommendation to the Board for approval, shall be the purview of the 
Investment and Finance Committee. 

 
  
 

 

 

 

 

 

  

   


