
Woodstock Hospital Foundation’s
Third Party Events Toolkit 

Third party events or community events are a great way to have fun 
while raising money to support Woodstock Hospital



Welcome
You’re what making a difference looks like. 
It is supporters like you, who make our hospital a pillar in our community. We are ecstatic you have chosen 
to raise funds for the Woodstock Hospital Foundation and cannot wait to begin working with you. 

Community events are a great way to have fun and support healthcare at our hospital. They can come in 
all shapes and sizes and can be a number of  things such as a sporting event, a fashion show, a dinner with 
friends, a ride, or even a penny sale. 

We are delighted our community has rallied to bring added funding and awareness to causes vital to patient 
care at Woodstock Hospital. We know firsthand how much time and hard-work goes into planning even 
the smallest event, so we are grateful for the support we receive. For that reason, we have developed the 
following Community Events Tool Kit to answer questions and help you in your planning. 

To get started please fill out the Community Events Proposal Form in this package and submit it to the 
Foundation Office for approval. You can also complete the Community Events Proposal Form online at 
www.wghfoundation.ca. 

We thank you for your interest in supporting the Woodstock Hospital Foundation. We look forward to helping 
you make your event a fantastic success. If  you have any questions regarding the information provided in this 
toolkit or want additional advice on how to make your event a success, please do not hesitate to contact the 
Foundation Office at 519-421-4226 or via email at foundation@wgh.on.ca 

Sincerely, 

Jocelyn Jenner
Senior Development Officer
Woodstock Hospital Foundation



Steps to a Successful Event
Who Is Your Audience?
Understanding who will support and attend your event is crucial to its success. Identifying your target 
audience is important for promotion and ticket sales.

Brainstorm
Chat with friends and colleagues to develop an idea for an event that excites you and your target audience. 
Need a bit of  inspiration? You can host:

Set Goals
Map your chart to financial success! The Budget Form available from WHF will help you identify expected 
income as well as expenses. Remember, the lower your costs, the larger your contribution.

Get Your Event in Our Calendar
WHF wants to know more about you, your goals and ideas. Once you have decided on an event concept, 
please complete our Event Proposal Form for the Foundation’s review.

Set the Schedule
Schedule your event for a time of  day and in a location convenient for those who will be in attendance.

Event Logistics
Attention to detail is essential to the success of  any event. We would be happy to review the logistics of  your 
event.

Media and Promotion
Eye-catching flyers, tickets and other promotional materials will help make your event a success. We would 
be proud to have your event materials display WHF’s logo and name but we must ensure that our branding 
identity is applied correctly. Therefore, we ask that any promotional materials that have WHF’s logo and 
name is approved by WHF. (Please allow three days for approval.)

Collection of Funds
We ask that you collect and submit all funds raised to WHF within 30 days of  your event.

Thank You
This is the most important step: please let those who attended and assisted with your event know how much 
you appreciate their support. Tell them how much money they helped to raise and what that means to our 

• “A-thons” of  any kind    
• Barbeques    
• Celebrity Appearances  
• Fashion Shows   
• Raffles      
• Parties

• Theatrical Events    
• Auctions
• Carnivals
• Dinners & Dances
• Holiday Celebrations
• Sporting Events 



How Can WHF Help You?
WHF can provide the following assistance once a completed Event Proposal Form has 
been received and approved:
• Advice and expertise on event planning.
• A letter of  endorsement for your event.
• A listing of  your event on WHF’s website. 
• Use of  our customizable event webpage template, if  applicable. You will be able to e-mail your family, 

friends and colleagues and have them make an online donation in support of  your event. This personalized 
website is perfect for collecting pledges or supporting online donations.

• Approval for the use of  WHF’s name / logo.
• Charitable tax receipts according to Canada Revenue Agency rules and regulations, if  applicable.

WHF cannot provide:
• Funding or reimbursement of  event expenses.
• Mail / e-mail lists such as donor contact lists and hospital staff  contact lists.
• Promotion or advertising of  your event except for WHF’s website. 
• Guaranteed attendance of  WHF staff  or volunteers at your event.
• Application of  gaming licenses, e.g. bingo or raffle licenses.
• Prizes, auction items or awards.

Requirements for Event organizers:
• Event proceeds must be received by WHF within 30 days of  the event.
• In order for tax receipts to be issued (if  eligible), a completed Community Events Receipt Form must 

be received within 30 days of  the event.
• Event organizers are responsible for obtaining all necessary permits, licences and insurance.
• All event materials that contain the WHF logo must be approved by WHF prior to printing and/or 

distribution. Woodstock Hospital Foundation’s logo cannot be used without the permission of  the 
Foundation.



Policies and Procedures
Guidelines
WHF welcomes community events sponsored by outside organizations on our behalf. Community fundraising 
is a group of  people or an individual who wishes to raise money for Woodstock Hospital (WH). However, 
such events must be consistent with WHF’s Mission; adhere to our Community Event Policies; maintain a 
positive image for both our organization and the cause; and have profitability or public relations value. 

We are happy to supply our logo and branding to organizers; however, approval must be granted by WHF 
before it can be used. The approval process includes completing an Event Proposal Form. 

Policies
1. Prior to support granted from WHF, your Community Event Proposal Form will be reviewed to 

ensure the event is appropriate and will not tarnish the public image of  WHF.  
2. The event should strive to have a positive image and raise awareness of  the cause and WH. 
3. WHF will incur no costs on behalf  of  the community event organizer. 
4. The Foundation requires final approval for all event materials that contain WHF’s logo prior to printing 

or distributing. The Woodstock Hospital Foundation’s logo cannot be used without the permission of  
the Foundation. 

5. A license is required for all lotteries/ raffles and must be obtained and followed by the event organizer. 
6. Charitable donation receipts can be issued for all donations of  $20 or more. Receipts will conform to 

Canada Revenue Agency regulations. All money and requests for such receipts must be submitted within 
30 days of  the event. 

7. All donations will be accepted and processed in accordance to WHF gift acceptance policies and 
procedures. 

8. The Woodstock Hospital Foundation is not in any way liable or responsible for any injury which may 
occur as a result of  the event. All participants and volunteers must sign a waiver to that effect. 

Recognition
1. WHF will support your event on our Foundation website. 
2. Your event may be featured in Hospital and Foundation publications and websites. A photograph and 

report would be appreciated for such matters. 
3. Event supporters will be recognized in accordance with WHF’s individual donor recognition policy.
4. The Event will be recognized as per our recognition policies for third party events. 

Our Mission
The Woodstock Hospital Foundation is a registered charity, established in 1988 to receive, invest and disburse 
funds for the Woodstock Hospital. We are the fundraising arm of  the hospital, providing ongoing resources 
for equipment and capital expenses. The Foundation does not support the hospital’s expenses.

Through the Foundation, individuals, businesses, service clubs and community organizations can help 
to improve the quality of  healthcare for the citizens of  Oxford County by making contributions to the 
Woodstock Hospital Foundation. 



Charitable Tax Receipting Policy
The Woodstock Hospital Foundation’s (WHF) Charitable Tax Receipting Policy is based on Canada Revenue 
Agency (CRA) guidelines. Detailed CRA guidelines can be found on CRA’s Charities and Giving website – 
www.cra-arc.gc.ca/tx/chrts/menu-eng.html.

Fair Market Value (FMV): The CRA indicates that the FMV is “the highest price, expressed in dollar amount, 
that the property would bring, in an open and unrestricted market, between a willing buyer and a willing seller 
who is knowledgeable, informed, and prudent, and who are acting independently of  each other.” 
The suggested minimum value for a tax receipt is $20.00.

Business
Gifts in Kind
In general, there is no benefit to a business to obtain a charitable tax receipt for a donation of  items from 
inventory. It is considered a business expense. The Foundation will provide an acknowledgment letter stating 
the items donated.

A business that donates inventory will deduct the cost of  the inventory as a business expense. If  a donation 
receipt is obtained by the business, the business is required to include the FMV of  the donated property as 
income, which is then offset by the deduction of  the charitable donation. As a result, no benefit is obtained 
from the donation receipt.

Services
The CRA disallows donations of  services for receipts. Contributions of  services are not property and do not 
qualify as gifts. Gift certificates for services cannot be receipted if  the donor is the same as the issuer of  the 
certificate.

Cheques/ Cash 
A charitable donation receipt will be issued by the Foundation for regular donations of  money. All information 
regarding the donor must be attached.

Individual
Transfer of  Property
As per CRA guidelines, where a transfer of  property constitutes a gift for tax purposes, the charity is entitled, 
pursuant to Income Tax Regulations 3501 (1h), to issue an official receipt for income tax purposes to the 
donor. The donor may only claim a tax credit in respect to a charitable gift made directly by himself/herself.

Gifts in Kind 
A charitable donation receipt can be issued for items donated by individuals when the item is accompanied 
by a receipt of  purchase.

A donation receipt will not be issued for auction items in which the value of  the item is not clearly ascertainable. 
This includes dinners at a private residence or certain personal items such as sports paraphernalia and celebrity 



The Foundation is responsible for reporting the FMV of  the gift in kind on the official donation receipt. In 
order to determine FMV of  a gift in kind, a proof  of  purchase or an independent appraisal is required for 
items over $1,000. If  the item was purchased within the last three (3) years, the receipt will be based on the 
lower of  Cost or Appraisal Value.

Art Donated for Auctions 
A charitable donation tax receipt can be issued for artwork if  there is a letter of  appraisal from an independent 
retailer verifying the value or a receipt of  purchase to clearly indicate the FMV.
For individuals who make artwork for a hobby, only the value of  the inventory used to make the art piece is 
eligible for a charitable donation tax receipt. (Time cannot be factored in the value).

Services 
The CRA disallows donations of  services for receipts. Contributions of  services are not property and do not 
qualify as gifts. Gift certificates for services cannot be receipted if  the donor is the same as the issuer of  the 
certificate.

Cheques / Cash 
A charitable donation receipt will be issued by the Foundation for regular donations of  money. All information 
regarding the donor must be attached.

Coordinator of a Fundraiser 
It is the CRA’s view that where a Coordinator of  a Fundraiser collects funds from the general public and pays 
the amount to a registered charity, the Coordinator would not be the person entitled to a charitable donation 
receipt. The Coordinator of  a Fundraiser appears to be acting as an “Agent” for the persons (donors) whom 
the funds are collected. The property transferred to the charity is the property of  the persons from whom 
the gifts were collected on the understanding it would be given to a charity. Those persons are entitled to a 
charitable receipt within the guidelines of  charitable tax receipting rules applicable to events.

Receipts for Tickets To Fundraising Events
(Examples of  ticket events include: golf  tournaments, galas or fundraising dinners.)

Guidelines 
The Foundation must calculate the portion of  the purchase price that is eligible for an official donation receipt 
by determining the FMV of  the advantages received for the fundraising event. The advantages include meals, 
beverages, green fees, door prizes, gift bags, entertainment, etc.

If  your fundraising event plans to provide gift bags or door prizes, please ensure the value does not exceed 
the lesser of  $75.00 or 10 per cent of  the amount of  the ticket (CRA regulations).

A raffle is not recommended, since requirements include a separate bank account, lottery license and the sale 
of  separate tickets for the draw.



Frequently Asked Questions
Q: I want to organize an event in support of WHF. How do I start?
A: We are delighted you want to organize an event on our behalf. We have created this Community Events 
Toolkit to help you get started. Once you have read through the materials and have an idea of  what type of  
event you would like to organize, please fill out our Event Proposal Form. After we have received your 
form, a Foundation member will review your proposed event and get back to you within 5 business days to 
let you know if  your event has been approved. 

Q: What is the Woodstock Hospital Foundation’s Charitable Registration Number?
A: WHF’s Charitable Registration Number is BN11930 3758 RR0001. 

Q: Is WHF able to issue receipts for my event?
A: The Woodstock Hospital Foundation is able to issue tax receipts for your event; however, there are certain 
Charitable Revenue Agency guidelines an event must follow for WHF to be able to do so. Please refer to the 
Charitable Tax Receipting Policy for more information on these guidelines. A Foundation staff  member 
will be happy to help you follow these guidelines once your Event Proposal Form is received. 

Q: Can WHF reissue tax receipts if someone misplaces theirs or never received one?
A: Yes, we can reissue tax receipts. We just require the name and mailing address of  the donor and the name 
of  the event they supported. 

Q: Can WHF help with finding sponsors, auction items or door prizes for my event?
A: We are unable to find and secure sponsors, auction items or door prizes for your event.  

Q: Can WHF help advertise my event?
A: WHF is unable to promote or advertise your event, other than placing it on our Foundation website. 

Q: Will WHF provide me with a list of donors or staff to invite to my event?
For privacy reasons, we are unable to share lists of  staff  or donors. 

Q: Can I use WHF’s logo on our event materials?
A: Once your event has been approved we can provide you with WHF’s logo. All event materials that contain 
our logo must be approved by a Foundation staff  member before they are distributed or printed. Please send 
your event materials to the Foundation and allow 3 days for approval.

Q: Can WHF get media, celebrities or key people to come to my event?
A: The Foundation is unable to contact the media, celebrities or key people regarding your event. There is a 
free listing in the Oxford Shopping News that you can advertise your event in. 

Q: Can WHF help pay my event expenses?
A: The Woodstock Hospital Foundation is unable to help pay for any of  your expenses. 


