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Ways to Give 

Your employees have several ways to make their donation: 
 

Join our virtual ClimbUP event 

Talk to your United Way partner about having your team join us for our virtual community special event. We’ll set 
your team up with their own fundraising pages and employees can raise funds via their vendors, clients, friends and 
family - all in support of community. 

 
Run a DIY virtual fundraising event 

If your employees are in the office, consider the tried-and-true in-person events that everyone loves – dress down 
days, bake sales, etc. 

 
If your company is working in a hybrid or remote model, set up an online, virtual event using a tool like JustGiving! 
JustGiving is a self-serve fundraising platform that allows you to create your own receipted online fundraising 
events. Holding a fundraising event that requires automatic tax receipts? Will you ask people to donate to your 
event or create a fundraising page to support your initiative? Is your event similar to the following: “If we raise 
$5000, our CEO will shave his head, “or “Jeans Days”? If your answer is YES, then this is the tool for you. It only 
takes 10 minutes to set up your own branded website that allows employees to raise money from their internal 
network, as well as friends and family. Your imagination is the limit! Talk to your United Way partner for lots of 
amazing (and easy!) ideas to jumpstart your fundraising. 

 
Ask for a one-time ‘top up’ gift 

Consider asking employees for a one-time top-up gift in lieu of the usual events and activities. A $25 gift can go so 
far in supporting the community in these unprecedented times. And employees get the benefit of a tax receipt. 

Talk to your United Way partner about the best way to engage the team in this super-easy but truly impactful ask. 
 

Run a raffle, bingo, or special event 

If you’d like to run special events in support of your campaign—a raffle, bingo, or special event—you must first 
obtain a license from the Alcohol and Gaming Commission of Ontario. See Lottery Licenses. 

 
Get creative! 

Your United Way partner has lots of fun, interesting and impactful suggestions to engage your team during your 
campaign. Things like: 

 

• Silent Auction 

• Crowdfunding 

• Etc. 

https://www.justgiving.com/campaign/unitedwaygt
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Lottery Licenses 

If you’d like to run special events in support of your campaign—a raffle, bingo, or special event—you must first 
obtain a license from the Alcohol and Gaming Commission of Ontario. 

 
Applications for lottery events licensed by the Alcohol and Gaming Commission of Ontario (AGCO) 
must be submitted at least 30 days prior to the date of the event and 45 days prior for organizations applying for 
the first time. 

 
Please note that per AGCO regulations, United Way Greater Toronto is unable to facilitate this process on your 
behalf and does not have any influence over the length of time required to issue a license. 

 
United Way Greater Toronto can provide a letter validating that your company is running a United Way fundraising 
campaign. We can also provide you with a link to the AGCO lottery license application form for you to complete and 
submit directly to AGCO. Contact your United Way partner or email us at assistance@uwgt.org or visit our 
Campaign Playbook 

 
Important 

 
• The AGCO requires a results report to be submitted by your organization, within 30 days after the 

completion of the fundraising event. 
 

• Proceeds derived from lottery events must be deposited into a separate bank account, designated as a trust 
account by the financial institution in which it is held, per AGCO rules. 

 
Types of special events that require licenses: 

 
• Raffle—AGCO mandates that a license number must appear on the tickets. 

• Bingo 

• Special Occasion Permit—Required any time liquor is sold or served anywhere other than in a licensed 
establishment or a private residence. 

• Social Gaming—Event where no more than a total of 20 blackjack and/or wheel of fortune tables are 
operated. 

• Break Open Ticket—Ticket with perforated cover window tabs, with winning or losing numbers/symbols 
behind. 

 
Any queries or requests for additional information should be directed to the AGCO at 416-326-8700 or 
agco.on.ca 

https://www.agco.ca/application-process
mailto:assistance@uwgt.org
https://rise.articulate.com/share/64nvK-7HRU9lWPrNinOMc7NuK6rm-RL1%23/
https://www.agco.ca/#modal
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Submitting Funds & Forms/Data to UWGT 

UWGT continues to support our donors, agencies and partners through hybrid work. To facilitate this hybrid work, we 
ask that you consider an electronic payment method whenever possible in submitting payments from your 
workplace special events. 

 
United Way has an excellent reputation for its careful handling of donor dollars. By following the best practices 
listed below, you will help United Way maintain this record: 

 
• Whenever possible, it is a best practice to have a second person confirm that the total funds you’ve 

documented match what is being sent to United Way. 
 

• Keep any completed paper pledge forms and payments in a secure place until they are to be submitted to 
United Way and ensure that cheque payments remain affixed to individual paper pledge forms. This helps to 
keep the private and confidential donation information secure. 

 
Preparing red special event fund submission form 

 
Funds from credit card transactions processed through one of UWGT’s online fundraising platforms (TeamRaiser, Just 
Giving, etc.) will automatically be deposited to United Way’s bank account. No action is required on your part. 

 
For donations made through a paper pledge form and/or by cheque, we ask you to deposit those funds to your 
company’s bank account and then send funds to us via an electronic payment method (see below). 
Alternatively, cheques can be sent directly to UWGT for processing and deposit. 

 
All paper donation forms must be sent to UWGT for processing. The deadline for United Way to receive forms 
and payments to ensure a 2023 tax receipt is December 31, 2023. In order for United Way to protect our 
CRA Charitable Business status, there can be no exceptions. 

 
A Special Event Submission Form should be used to submit any offline funds (cheque) raised for: 

 
• Community special events, such as the ClimbUP 

 
• Workplace special events, such as virtual events, bake sales, auctions, etc. 

 
NOTE—Tax receipting rules between community special event donations and workplace special event donations 
may be different, so please submit each type with a separate submission form. 

 
NOTE—Do not data enter special event donations into the UnitedWay@work platform. 
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Step 1—Sort paper pledge forms by office location 
 

Separate the pledge forms by office location. You will need to prepare a separate Fund Submission Form for 
each location. This ensures that each location is attributed with the relevant funds raised. 

 
Step 2—For each location, sort pledge forms by payment type 

 
Separate the pledge forms for each location into bundles according to payment type: 

 
• Credit Card Payments—For donors who have submitted a paper pledge form, they must include the 

credit card number and expiry date and sign the pledge form. Credit cards will be processed once 
received by UWGT. 

 
• Cheque— Staple cheques to pledge forms to prevent loss. Once UWGT deposits the cheque, UWGT will 

mark the gift as received in the online event platform (if applicable). 
 

• Cash—If a donor has submitted a cash payment, please do not forward the cash. We would greatly 
appreciate it if your company could convert it to an electronic payment or cheque. Affix the company cheque 
or electronic transfer confirmation to the bundle of pledge forms with cash payments. Add any cash pledge 
forms covered by this new cheque to the cheque bundle (i.e., no cash amount will be recorded on the 
submission form). 

 
Step 3—Complete a Fund Submission Form for each location 

 
Bundle the pledge forms for each payment type together and tally up the total donation amount for each type. 
On the submission form, indicate the totals for each payment type onto the appropriate 
line. Complete the remaining details on the Fund Submission Form. Initial, sign and date the completed form. 

 
Step 4—Submit completed Fund Submission Forms, pledge forms and payments to United Way 

 
Make a photocopy/take a photo of the completed Fund Submission Form and keep it for your records. 
Send the completed forms in an envelope by courier to United Way Greater Toronto at: 

 
United Way Greater Toronto 
Attn: Processing Department 
26 Wellington Street East, 12 Fl. 
Toronto ON M5E 1S2 
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You can wire funds to us electronically using the details below: 

Electronic Payment Options 

Provide a payment by credit card 

If you would like to make a payment via your organization’s or your personal credit card, please contact our Donation 
Line at 416-359-2093and a member of our Customer Care team will be happy to process your donation. To ensure 
your information stays safe and secure, please do not send your credit card details by email. 

 

Electronic Funds Transfer (EFT)/Wire Transfer 
 

 

When sending an EFT or wire transfer, please send us an email notification to accountsreceivable@uwgt.org with details of the 
payment. Notifying us by email allows us to ensure we process your gift quickly, so your organization has the funds attributed to 
your campaign. 

 
If you are remitting a Corporate or Special Event payment, please include those details in your email, along with any specific 
office location information. For donations, please indicate your name, company (if applicable) and donation amount. 

E-Transfer 

If you would like to use the e-transfer option, please contact us at: accountsreceivable@uwgt.org for further details. 

mailto:accountsreceivable@uwgt.org
mailto:accountsreceivable@uwgt.org
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PayPal 

Quickly, easily and securely send us cash leveraging your PayPal account. Choose from a payment type that works 
for you! Please note that this option is for non-receipted gifts only. 

 
1. Visit https://www.paypal.com/paypalme/uwgta 

 

2. Click “Send” 
 

 
3. Log In or Sign Up to PayPal 

 
 

https://www.paypal.com/paypalme/uwgta
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4. Enter the amount of your gift 

 
5. Add your company name in the “What’s this for?” box 

 
 
 

 
 

6. Click “Next” 
 
 

 

7. Please note, the defaulted "Goods and Services" option will ensure no PayPal fees are added to your 
transaction 
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8. Click on “Send" to submit your gift 
 
 

 
 
 

Note: Tax receipts are not issued for donations via PayPal. Please speak with your Employee 
Campaign Chair if a tax receipt is required for your donation. 

 

 
Cheques & Cash 

If these electronic options for submitting funds are not feasible, please send your cheque(s) to UWGT 
for processing (see details below). 

 
United Way Greater Toronto Attn: 
Processing Department 
26 Wellington Street East, 12 Fl. 
Toronto ON M5E 1S2 

 
Do not send cash campaign funds and with pledge forms through the mail. It is not secure! 
Should you require assistance, contact your UWGT staff partner to discuss a pickup of your forms 
and funds. 
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Tax Receipting 

Always check to ensure a donation is receiptable under Canada Revenue Agency tax receipting guidelines before 
promising a tax receipt to a donor. This applies to any donation—lottery tickets, goods for an auction, casual day 
donations, etc. One of the most unpleasant tasks a volunteer can face is telling a donor they will not be receiving a 
tax receipt. 

 
There are detailed tax receipting guidelines below. We strongly encourage you to read this section. If you have any 
doubt about a receipt request, please consult United Way at assistance@uwgt.org. 

Please remember, these are Canada Revenue Agency tax guidelines. United Way must follow them to retain 
charitable status. There can be no exceptions. 

 

Receiptable Partially Receiptable Not Receiptable 

• Payroll deductions (receiptable 
amount will appear on your T4 slip), 
direct cash, cheque and credit card 
donations of $25 or more, where 
the value of the benefit is of no (or 
nominal) value. 

• Sponsorship donations of $25 or 
more for events such 
as GetUP (CN Tower Climb) 
bowl-a-thons, etc. 

• Donations of physical goods and 
merchandise over $100 by 
individuals and businesses 
(excluding art, jewellery and items 
listed on page 14). 

 
  

• Donation portion 
of a meal or event where the 
admission includes a donation. 

•  Some auction items (bidder). 

• Donations where the donor 
received an advantage (financial 
benefit that is more than a  
nominal amount). 

•  Donations of business or 
personal services (that is, 
time, skills or work) 

• Corporate 
event sponsors who receive 
more than minor recognition or 
promotional value (example: 
banners or advertising of 
products, etc.). 

•  No part of the cost 
of a lottery ticket. 

• Non-voluntary contributions. 

•  Donations of art or jewellery. 

• Donation 
of personal vacation proper 
ties. 

 
 

Workplace Special Events 
Requesting a receipt for a special event 

Special event donations must adhere to strict guidelines in order to be receiptable. If you are unsure whether a 
receipt can be issued after reviewing these guidelines, please consult United Way at assistance@uwgt.org 

Direct cash, cheque and credit card donations ($25 or more) are receiptable for the tax year in which they are 
received. Donations must be received (or postmarked) by United Way by December 31, 2023 in order to be 
receipted in that same calendar year. CRA forbids exceptions. 

mailto:assistance@uwg.org
mailto:assistance@uwg.org
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Income tax receipts for funds collected through a special event must be requested at the time the funds are submitted to 
United Way. The total tax receipt amount requested cannot exceed the amount remitted. Please ensure you submit the 
following: 

 
• Cheque for the total amount of donations (payable to United Way Greater Toronto) 

 
• List of individuals that will be receiving a tax receipt. A full name, complete mailing address and personal 

email address are required in order to issue a tax receipt. 
 

Casual day donation 

The value of the benefit received by participants of casual days is nominal. A tax receipt can be issued if the amount is 
$25 or more, e.g., if you are charging $2.50 per day to dress casually, sell the donor 10 casual days ($25 value). 

 
Individual sponsorship donation 

The pledging and/or sponsoring of participants in our ClimbUP event are receipted under the same guidelines as 
cash and cheque donations. The rule also applies for organization-run sponsorship events like 
Hockey Tournaments, walk-a-thons or any other similar event. 

 
Auctions 

The successful bidder on auction items generally does NOT receive a tax receipt as they are receiving the item in 
return for the bid amount. However, where the value of an item is clearly ascertainable and made known to all 
bidders in advance and the successful bid is more than 125 percent greater than the posted fair market value, then the 
amount in excess of 125 percent of the fair market value may be receipted. 

 
When requesting tax receipts for auction bids—The United Way volunteer must include copies of the 
bidding form and documentation or proof of the fair market value for the item. A letter from the supplier, sales 
receipt or listing in a catalogue would be appropriate documentation. This ensures UWGT is compliant with CRA 
regulations for tax receipting. 

 
Lotteries/raffles 

CRA states that no part of the cost of a lottery ticket is receiptable. 

Non-receiptable Items 
Auctioning off tax receipts 

Special event proceeds cannot be raffled off with (or without) the intention of the winnings being donated back to 
United Way by the winner. The donation, in this case, would not be voluntary and therefore would not qualify as a 
receiptable gift. 

 
Donation of personal vacation properties 

CRA has ruled that the temporary transfer of personal property does not constitute a gift and is therefore not 
receiptable. 
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Donation of services 

Workplaces can receive the donation of a service from an individual or business. These services are not 
receiptable. 

 
Gift-in-Kind donations from individuals and businesses 

Donations of physical goods for use in an organization’s employee workplace campaign are receiptable. The receipt issued 
is referred to as a Gift-in-Kind tax receipt and is different from the tax receipt issued for cash donations. Prior to 
accepting a product (Gift-in-Kind) please inform the donor of the following: 

• Gift-in-Kind receipts are only issued for items at $100 or more. 

• Gift-in-Kind receipts for $1,000 or more require an approval from United Way for a receipt. Additional support 
may be requested by United Way to establish the value of the gift. 

• Adequate documentation (i.e., sales receipt) is required to establish the value for the donated product. 

• Taxes paid (i.e., HST) is not considered part of the value of the product and will not be included in the value of 
the receipt. 

• It is the donor’s responsibility to provide adequate support to determine the “fair market value”. 

• Services are not receiptable. 
 

How to request a Gift-in-Kind tax receipt 

Complete the Gift-in-Kind Tax Receipt Request Form on page 19-20 to ensure your donors receive their Gift- in-Kind 
tax receipt in a timely manner. Please ensure section 1 and 2 are completed. Due to CRA regulations, a tax receipt will 
not be issued if one of these sections is incomplete or does not have the appropriate signature. 

 
Section 1—Gift verification (to be completed by United Way volunteer) 

• Detailed description of donated item. 

• Fair Market value and documentation supporting the amount, i.e., appraisal, catalogue, written opinion of 
independent third party or the United Way volunteer. The opinion of the donor is not an acceptable basis for 
valuation. 

• Date the item was donated. 
 

Section 2—Donor declaration (to be completed by donor) 

• The donor must complete and sign the donor declaration 
 

PLEASE NOTE 

CRA stipulates that all Registered Canadian Charities must issue tax receipts no later than February 28 for receiptable 
donations received in the preceding year. Please submit all Gift-in-Kind tax receipts forms prior to February 9, 2024, 
for items eligible for a 2023 tax receipt to allow United Way Greater Toronto to produce the tax receipt by the 
required deadline. 
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Gift-in-Kind Items 
Appraisals and fair market value 

Appraisals should be for the current resale value, not the replacement value of the donated item. The appraised 
amount should be equal to the price that the property would obtain in an open market between a willing buyer and 
a willing seller who are both knowledgeable, informed, and prudent and who are acting independently of each 
other. The fair market value of an item does not include taxes paid on purchasing the item. Taxes are a cost incurred by 
the purchaser and are payable to the Crown. The amount entered on the official donation receipt should be the fair 
market value of the item before taxes. 

 
Donations from inventory 

An organization may donate inventory items as a Gift-in-Kind. Fair market value for these products is based on the 
price available in the open marketplace. Once fair market value is determined, the organization would submit an invoice 
(excluding taxes) for the Gift-in-Kind. 

 
Gift certificates 

A person who buys a gift certificate and donates it to a charity may receive a tax receipt for the fair market value of the 
certificate. 

 
Crafts, hobbies and handmade items 

It is difficult to establish the fair market value of these items. Find a comparable item for sale in a store or catalogue and use 
it as the basis for establishing the fair market value. 

 
Used items 

A donated item that is more than one year old or is not in perfect condition is generally not receiptable as its value is 
subjective. Used clothing can never be receipted. In the event it is necessary to receipt a previously enjoyed item, 
the receiptable amount should be determined by depreciating the original price by 20 percent per year on a declining 
balance basis. As in all other cases, the original price and the age will need to be documented as well as the 
calculation of the receiptable amount. 

 
Paintings, prints, art objects and jewellery 

Gift-in-Kind donation receipts are not issued for any of these items due to the difficulty in authenticating the fair market 
value. 

 
Air Miles and other programs 

United Way Greater Toronto does not accept Air Miles and other point programs as Gift-in-Kind. The donor is advised to 
redeem these points into cash/trip/item for which the fair market value can be determined. It is the fair market value that 
determines the amount to be placed on the donation receipts. 

 
Please note 

• Services cannot be receipted. 
• The fair market value does not include the taxes. 
• Gift certificates for services cannot be receipted (e.g. hotel accommodation). 
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Gift-in-Kind documents 

• Fair market value documentation for items under $1,000: sales receipt, price printed on item (i.e., tickets), 
comparable item found on a website (i.e., eBay), appraisal by an independent third party (United Way 
volunteer). 

• All items of $1,000 or more must be accompanied by an appraisal (see section 1.4.2). 

• Multiples of the same item on one form (i.e., 3 x $40/ea. tickets). 

• Incomplete documentation will be returned for correction. 
 

Most common reasons for a delay in receiving a Gift-in-Kind tax receipts 

• Unsigned form by United Way volunteer. 

• Unsigned Donor Declaration. 

• Gift-in-Kind Tax Receipt Form amount does not match the back-up documentation attached. 

• The Gift-in-Kind Tax Receipt Request Form does not have acceptable supporting documentation. 

• Documentation provided does not clearly state the fair market value. 

• Date of the documentation provided is more than a year old. 

• Different types of items on one form (i.e., 1 x $40/ea., sweatshirt + 1 x $35/ea., gift certificate + 1 x 
$80/ea., ticket). 

 
Reasons why an income tax receipt is not issued  

• Tax receipt requested is for services. 

• Tax receipt is for jewellery, vacation property or art. 

• Other items stated in the guide as non-receiptable items. 

• The value of the Gift-in-Kind tax receipt being requested is less than $100. 



 

 
 

Gift-in-Kind Tax Receipt Form 
 Please complete and sign both pages to process your tax receipt. 
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 SECTION 2—To be completed by donor  

 
To receive a receipt, please answer question A and B 

Please check off box that reflects the donated item. 

 It was acquired this year 

 It was acquired in the last three years 

 It was acquired in the last ten years with the intent to donate to charity 

 It was received in the last ten years from a family member or other non arm’s length person 

What was the original cost of this item? 

In each of the cases above, the tax receipt amount will be the lower of the donor’s cost and the fair 
market value. 

Is this donation being made under a Donation Tax Shelter Gifting arrangement or Limited 
Recourse Debt scenario? Yes No If yes, these gifts will not be receipted. 

 
Donor Declaration 
My signature below confirms that the information I have provided on this form is true and accurate. I 
hereby authorize United Way Greater Toronto to use this information in determining the value of the tax 
receipt I receive and to share this information with CRA. 

Donor Name (please print): Donor Signature: 
 

Address:  

Street City Province Postal Code 
 

Please forward all Gift-in-Kind requests to: 

Gift-in-Kind Administrator, United Way Greater Toronto, 
26 Wellington St. E. 12 Fl. Toronto ON M5E 1S2 

If you have any questions, please call your United Way staff partner at 416-359-2093 or email 
assistance@uwgt.org 

 

 
 

$ 

mailto:assistance@uwgt.org


 

 


	United Way Special Events Finance & Processing Guide
	Ways to Give
	Your employees have several ways to make their donation:
	Run a DIY virtual fundraising event
	Ask for a one-time ‘top up’ gift
	Run a raffle, bingo, or special event
	Get creative!

	Lottery Licenses
	Important
	Types of special events that require licenses:
	 Bingo


	Submitting Funds & Forms/Data to UWGT
	Preparing red special event fund submission form
	A Special Event Submission Form should be used to submit any offline funds (cheque) raised for:
	Step 1—Sort paper pledge forms by office location
	Step 2—For each location, sort pledge forms by payment type
	Separate the pledge forms for each location into bundles according to payment type:

	Step 3—Complete a Fund Submission Form for each location
	Step 4—Submit completed Fund Submission Forms, pledge forms and payments to United Way


	Electronic Payment Options
	Provide a payment by credit card
	Electronic Funds Transfer (EFT)/Wire Transfer
	E-Transfer
	PayPal
	Cheques & Cash


	Tax Receipting
	Workplace Special Events
	Requesting a receipt for a special event
	Casual day donation
	Individual sponsorship donation
	Auctions
	Lotteries/raffles

	Non-receiptable Items
	Auctioning off tax receipts
	Donation of personal vacation properties
	Donation of services
	Gift-in-Kind donations from individuals and businesses
	How to request a Gift-in-Kind tax receipt
	Section 1—Gift verification (to be completed by United Way volunteer)
	Section 2—Donor declaration (to be completed by donor)

	PLEASE NOTE


	Gift-in-Kind Items
	Appraisals and fair market value
	Donations from inventory
	Gift certificates
	Crafts, hobbies and handmade items
	Used items

	Paintings, prints, art objects and jewellery
	Air Miles and other programs
	Please note
	Gift-in-Kind documents
	Most common reasons for a delay in receiving a Gift-in-Kind tax receipts
	Reasons why an income tax receipt is not issued
	Please complete and sign both pages to process your tax receipt.
	To receive a receipt, please answer question A and B
	Please check off box that reflects the donated item.
	What was the original cost of this item?

	Donor Declaration
	Address:
	Please forward all Gift-in-Kind requests to:



