How to Complete the Gift Form

The GCWCC gift form has been designed to offer options for giving as clearly and concisely as possible. The form is now a one page form with a detachable payroll portion. All sections of the GCWCC gift form must be completed. The Departmental Treasurer must ensure to forward the detachable portion to the donor’s payroll office if the payment is payroll deductions.
There are four main sections to the gift form:

1. Name, addresses and other related information

Indicate appropriate form of address (Mr., Ms., Mrs., Miss, Dr. or other). 
Indicate your age group and language of preference – not mandatory fields
Include name, payroll identification and home address. 

* Canada Revenue Agency (CRA) requires that an address be complete when producing income tax receipts. The canvasser will add the canvasser number where required.
2. Amount of donation and method of payment

Donor must indicate the total amount of donation and the method of payment of choice. One can use multiple methods of payment but it must be clearly indicated which method of payment goes with which donation.
a. Payroll Deductions:

Indicate how much you wish to donate per pay period (there is 26 pay periods). Ensure that the amount of the donation can be divided into the number of pay periods (per example: $1,014 / 26 pays = $39 per pay). 

b. Cheque:

Make cheque payable to "United Way (Government of Canada Workplace Charitable Campaign)" and   attach to the gift form. 

c. Post-Dated Cheque(s):

Make post-dated cheque(s) payable to "United Way (Government of Canada Workplace Charitable Campaign)". Attach the post-dated cheque(s) to the gift form. 
d. Cash: 
Attach the money to the gift form. 

e. Credit card: 

· It is strongly advised to indicate your phone numbers, (home and workplace) in the event we need to get in touch with you due to a problem.
· Please indicate the type of credit card. 

· Indicate the name of the person appearing on the credit card, the credit card number and its expiration date. 

· If the expiry date will occur in the following year, we will contact the donor to obtain the new expiration date. 

· You must choose between the one-time (1) payment or the twelve (12) monthly payments. 

If you choose the one-time (1) payment, it will be processed once it is received and verified at United Way/Centraide Ottawa. 
If you choose the twelve (12) payments, each payment will be taken on the 15th day of each month, starting in January of the following year. 
f. Receipts:
Payroll Deductions: The amount of your donation amount will appear automatically your T4 slip.
Cash, Cheques and Post-Dated Cheques and one time (1) credit card payment: Receipts are automatically issued for donation of $20 or more. Please provide your home address to ensure that you receive your income tax receipt.

3. Signature of the donor

The donor's signature and date of donation is mandatory for all completed gift forms.
4. Donor choice

The donor should indicate where he or she wishes to direct the donation; to United Way/Centraide, Healthpartners, and/or any other Canadian registered charity or all of the above. The donor can choose:
BOX A – United Way/Centraide

You may choose to designate a donation to one or more specific United Ways/Centraides across Canada. Please refer to the codes on the back of the gift form. You may choose one of the following options:

· Distribute where it is needed most in order to provide the broadest range of support and help the greatest number of people (Community Fund);

· Distribute to one or more fields of service (Children & Youth; Victims of Abuse; Services to Alleviate Poverty; Seniors; Families); or 

· Distribute to one or more specific supported agencies. 

(For National Capital Region donors, please see agency listing on the back of the calendar)

(For donors from other regions, please verify options with your local United Way/Centraide)

· If you choose to give to more than one United Way/Centraide: It is necessary to clearly identify the United Way/Centraide name and identification number. 
BOX B –Healthpartners/Partenairesanté
· Designate a donation to the Healthpartners fund from which donations will be distributed to all its members.

OR

· Designate a donation to one or more specific Healthpartners member organizations.
(For National Capital Region donors, please see agency listing on the back of the calendar)

(For donors from other regions, please refer to the GCWCC brochure)

BOX C - Other Canadian Registered Charities

· The code indicated in the small boxes on the right hand side of this section, is the code that identifies the local United Way who will pay the ‘Other Canadian registered charities’ indicated in that section. In our region the code is ‘01001’.

· Designate a donation directly to one of more than 80,000 Canadian registered charities of their choice. Please indicate the exact name and the full address of the charity. This is important because many charities have similar names and some charities have multiple locations.

The charity must be registered with Canada Revenue Agency and you must indicate the business number of the charity which contains 9 numerical digits followed by 2 ‘R’ and lastly, 4 numerical digits (ex. 123456789RR0001). This number may be obtained by calling 1-888-892-5667 or 954-6215, or by referring to their website: www.cra-arc.gc.ca.

· A minimum $20 gift per charity is required in order for the GCWCC to honor the gift.

Please verify that the amounts reported at the top of the gift form are an accurate reflection of the designated amounts in Boxes A, B and C. In other words, the gift form must balance!

