Hospice
Waterloo Region Community Fundraiser Guidelines

Hospice of Waterloo Region (HWR) is grateful for the interest of all the community groups and
individuals who wish to support our work through fundraising efforts. It is important for Hospice to
retain the on-going trust of the community and as such, we request that the types of events being run in
the community on our behalf support the mission and values of our organization.

Many groups run events independently with proceeds delivered to HWR at the conclusion of their
event.

There are occasions when third party community event organizers ask for the involvement of HWR in
their event. This involvement may include use of logo, promotion, tax receipting, being present at the
event, etc. and these types of requests need to complete a “Third Party Community Event Proposal
Form” so that we are aware of your plans and will know how best we can assist you.

Please read the following guidelines:

1. Review the “Terms and Conditions” information and then complete the “Third Party Community
Event Proposal Form” and submit to HWR 4-6 weeks prior to your event for review. Please
note, receipt of your proposal does not guarantee that we will be able to provide any or all of
the assistance requested.

2. Timing of third party events should not conflict with an existing HWR fundraising event or
another Third party event, so it is important to connect early.

3. Staffing limitations and volume/scope of events may prevent HWR from providing staff and/or
volunteer support to plan, run and promote any event. Requests for such a presence will be
handled on a case by case basis and cannot be guaranteed.

4. Approval must be obtained for the use of HWR name and logo, and HWR must pre-approve all
promotional materials before distribution.

5. All materials must clearly indicate that the event is in support of HWR, and that it is not an event
being organized by HWR.

6. HWR assumes no legal or financial liability associated with the event. Third-party community
organizers are required to obtain the necessary licenses, permits, and insurance to cover the
event.

7. Confidentiality of our clients and their families is to be respected. No photos will be provided
for promotional use and clients are not asked to participate in any events.

8. HWR does not share mailing lists of donors, clients or families in accordance to its privacy policy.
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9. You cannot state or imply that you are an agent, subsidiary or partner of the Hospice of
Waterloo Region.

10. HWR requires that event organizers use satisfactory financial controls, and asks that the net
proceeds be donated to HWR within 30 days of the event. We reserve the right to inspect all
financial records if a question is raised about the event’s proceeds.

11. There are very specific Canada Revenue Agency regulations for charitable tax receipting. HWR
will provide tax receipts for income tax purposes within “30” days of receiving funds from a third
party community event under the following conditions:

For donations starting at $20

Complete name and address of the “donor” and amount of the donation, is provided
Cheques being submitted must be payable to Hospice of Waterloo Region

HWR does not issue tax receipts for in-kind gifts, raffle ticket sales, auction items or
event sponsorships
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