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Purpose  

Carlt on Trail rece ives a varie ty of donat ions, such as cash gift s and/or gift s-in-kind. 
The  College  shall ensure  t hat  informed decisions are  made  upon t he ir acceptance  and 
that  such gift s are  rece ived in accordance  with t he  requirement s of t he  Canada 
Revenue  Agency, as we ll as t he  requirement s of t he  College  

Policy 

The  College  is a regist e red Charit y and an Agent  of t he  Crown and on both count s is 
authorized to rece ive  and issue  rece ipt s for donat ions 

Scope  

The  policy includes all charit able  gift s and donat ions including those  for which a 
donat ion rece ipt  is issued in accordance  with Canada Reve nue  Agency guide lines. 

De finit ions 

Gift : A gift  is a voluntary t ransfe r of property without  conside rat ion. A gift  is made  in 
any circumstance  where  all of t he  condit ions list ed be low are  sat isfied: 

• Some property is t ransfe rred by a donor t o t he  College ; 
• The  t ransfe r is voluntary; 
• The  t ransfe r is made  without  expect at ion of re turn. No conside rat ion or 

benefit  of any kind to t he  donor or t o anyone  designat ed by the  donor, may 
result  from the  t ransfe r. 

Gift -in-Kind: A gift -in-kind, also known as a non-cash gift , is a gift  of property, such as 
artwork, equipment , securit ie s, and cultural and ecological property, which normally 
requires appraisal or fair marke t  valuat ion for t ax rece ipt  purposes. See  Sect ion 3 
(Appraisals). 

 



Gift  o f Se rvice : A donat ion or gift  of se rvice  is not  recognized by Canada Revenue  
Agency for income t ax purposes. However, if t he  se rvice  would normally be  purchased 
and paid for, payment  could be  made  to t he  donor who may then donate  t he  
proceeds. 

Fair Marke t  Value : Although the  t e rm "fair marke t  value" is not  de fined in t he  
Income Tax Act , Canada Revenue  Agency requires sat isfactory evidence  of fair marke t  
value  of t he  gift . Fair marke t  value  shall be  int e rpre t ed to mean "t he  price  t he  
property would bring in an open marke t  t ransact ion be tween a willing buyer and a 
willing se lle r, act ing independent ly of each othe r and each having full knowledge  of 
t he  fact s." An arm's length sale  and purchase  of t he  property, at  or near t he  e ffect ive  
dat e  of valuat ion, is normally conside red the  best  proof of value  at  t he  t ime . 
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Guide line s  

1. Ge ne ra l                       

1.1  The  College  may accept  charit able  gift s in t he  form of cash or cheque , gift s-in-
kind, or gift s of se rvice . Ownership of all gift s shall vest  with t he  College , whe ther 
t hey be  for t he  benefit  of t he  College  in ge neral or for a specific purpose . 

1.2  The  College  (as per Sect ion 2 “Consult at ion”) maint ains t he  right  t o re fuse  any gift  
t hat  it  judges not  t o be  in t he  best  int e rest s of t heCollege . 

1.3  The  gift  shall be  such that  it  can be  re t ained as a College  asse t  and used in 
connect ion with Colle ge  act ivit ie s, with discre t ion as t o it s use  and management , or 
disposed. The  College  rese rves t he  right  t o dispose  of it ems rece ived asgift s. 

1.4  Gift s may be  accepted if t he re  are  no usage  rest rict ions se t  by t he  donor(s), or if 
t he  rest rict ions se t  by the  donor(s) allow the  gift (s) t o be  used in a manner consist ent  
with t he  needs and goals of t he  College  as judged by theCollege . 

1.5  Nothing shall be  done  which might  be  const rued as an acceptance  of a gift  unt il 
t he  College  has made  a decision to accept  (as pe r sect ion 2). In conside ring a gift , t he  



College  shall first  agree  t o accept  t he  t e rms and condit ions, including associat ed 
cost s, upon which the  gift  has beenoffe red. 

1.6   The  College  shall conside r t he  following when accept ing a gift  orgift -in-kind: 

• Potent ial liabilit ie s, including environmentalissues 
• Potent ial acquisit ion, inst allat ion, usage , st orage , or maint enancecost s 
• Condit ion and repair of t he it em 
• Inst ruct ional, aesthe t ic or othe r value  t o t he  College  or pot ent ial use rs 

2. Consult a t ion  

2.1  The  VP Finance  will be  consult ed prior t o t he  acceptance  of any gift s of real 
property, royalty agreement s (provided that  t hey are  in accordance  with t he  t e rms of 
Collect ive  Agreement s), and securit ie s 

2.2  The  appropriat e  manager will be  consult ed prior t o t he  acceptance  of donat ions 
t o a part icular depart ment . Where , in t he  opinion of said manage r, t he  acceptance  of 
t he  gift  would prove  administ rat ive ly difficult  and/or not  in t he  College 's best  
int e rest , t he  t e rms of t he  gift  may be  revised or t he  offe r declined. 

2.3  The  VP Finance  shall be  consult ed where  t he  donor has request ed that  condit ions 
be  place  on the  donat ion, such as rest rict ions on sale , leaseback, life  int e rest s, and life  
e st at es or in sit uat ions where  t he  asse t  is difficult  t o appraise . 

3. Appraisa ls  

3.1  Gift s valued at  less than $1,000.00: 

Canada Revenue  Agency will accept  t he  appraisal of a College  st aff member, provided 
the  st aff member is knowledgeable  in t he  fie ld of t he  gift  and qualified t o appraise  
t he  gift  for it s fair marke t  value . The  appraisal and rat ionale  shall be  provided in 
writ ing to t he  VP Finance  with t he  comple t ed Charit able  Gift  Acceptance  Form. 

3.2  Gift s valued over $1,000.00: 

Gift s valued over $1000.00 must  be  appraise d by and a writ t en appraisal rece ived 
from an independent  appraise r. Writ t en, t hird-party appraisals must  be  rece ived by 
the  VP Finance  with t he  comple t ed Charit able  Gift  Acceptance  Form. 

3.3  Appraisals: 

The  donor shall bear t he  cost  for appraisal unless othe rwise  agreed. Donors and 
department s should confirm the  College 's willingness t o accept  a gift -in-kind be fore  
init iat ing an appraisal if cost s are  involved. 



4. Docume nt at ion 

4.1  Charitable Gift  Acceptance Form 

4.1.1  The  manager of a department  t o which a donat ion is be ing offe red will 
comple t e  and submit  a Charit able  Gift  Acceptance  Form to t he  VP Finance  for 
approval, whe ther or not  an income t ax rece ipt  is request ed. 

4.1.2  The  Account ing Department  will gene rat e  a t ax rece ipt  and provide  required 
informat ion for year-end Financial St at ement s and government  re port ing. All 
donat ions shall be  recorded in t he  financial records of t he  College . 

5. Budge t  Form 

5.1  Budget  Form 

5.1.1  If cash is donat ed for a specific purpose , a proposed budge t  will be  prepared 
and approved by the  manager of t he  recipient  department  and will be  submit t ed t o 
t he  Account ing Department . Upon rece ipt , t he  donat ion will be  credit ed t o t he  
appropriat e  department . 

6. Re ce ipt s 

6.1  The  VP Finance  shall de t e rmine  whe ther or not  a gift  mee t s Canada Revenue  
Agency's de finit ion of a donat ion and is e ligible  for a Charit able  Donat ion Tax Rece ipt . 

6.2  The  Account ing Department  shall issue  charit able  donat ion t ax rece ipt s for all 
e ligible  donat ions, and non-t ax rece ipt s for non-e ligible  donat ions. Donat ion rece ipt s 
shall be  signed by the  VP Finance  or designat e  and re turned to t he  rece iving 
department  for de live ry with a le t t e r of t hanks from the  rece iving department . 

7. Sponsorship and Charit able  Giving 

7.1  The  Deve lopment  & Communicat ions Manager shall provide  cent ral support  for 
coordinat ing request s of t he  College  for donat ions t o othe rs. 

7.2  In general, as t he  College  is it se lf a charit able  organizat ion which rece ives 
donat ions, it  does not  cont ribut e  financially t o othe r charit ie s. However, t he  College  
promotes it se lf as a support e r in t he  community and as a result  is oft en asked for 
promot ional it ems, gift s-in-kind or mone tary donat ions t o various charit able , not -for-
profit  polit ical organizat ions. Allowable  financial cont ribut ions t o not -for-profit s or 
charit ie s include , but  are  not  limit ed t o: 

• Community event s t hat  support  educat ion, re search and /  or t he  cultural 
deve lopment  of our community may be  support ed subject  t o budge t  and /  or 
merchandise  availabilit y. 



• Academic and administ rat ive  unit s may pay for it ems like  corporat e  t ables at  
fundraising event s where  it  is import ant  for t he  College  t o be  present  and 
show the ir support , but  not  if it  is a benefit  t o a federal, provincial or municipal 
polit ical group. 
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CHARITABLE GIFT ACCEPTANCE FORM 

Donor: 

Name: 
________________________________                                                                                                     
                                                                                        

Address: 
________________________________                                                                                                     
                                                                               

Phone : __________________                 Fax: ______________                                 

As donor, I agree that  the informat ion below is correct  and I agree to t erms or 
rest rict ions as out lined and at tached hereto. Further, I understand that  the College 
maintains the right  to refuse, or to use, t ransfer, sell, or dispose of the donat ion(s) in any 
way it  deems appropriate. 

Signat ure : _________________________                                      Date : 
______________________                                                       

Donat ion: 

[    ] Cheque /Cash: $________________ 



[    ] Property Descript ion: 
_____________________________________________________________________ 

[    ] Se rial No. ___________________________________________________________ 

[    ] Appraisals (At tach independent  appraisals) 

[    ] Est . Fair Marke t  Value : $___________________________ 

[    ] Terms & Condit ions (At tach documentat ion for considerat ion) 

Pro je ct / Scholarship Informat ion: 

[     ] Code : ___________________________                Project  Name: 
_______________________________________________                                     

[     ] Cost s(inst all, othe r): 
_______________________________________________________________________________
___________                                           

[     ] Budge t  at t ached (if cash is donated for a  specific purpose) for approval and input . 

Manager: ________________________________________               Date : 
________________________________ 

Approval: 

[     ] The College declines acceptance of the donat ion(s) as noted above 

[     ] The College agrees that  the donated it em(s) described above are acceptable and will 
assume any ongoing cost s associated with the maintenance and use of the gift . 

VP Finance : 
_______________________________                                Date :   __________________________ 

Account ing De part me nt : 

Rece ipt :   [     ] Charit able          [     ] Non-donat ion 

  


