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Project Gift Administration Information
Parks Foundation Calgary (PFC) acts as catalyst to help the citizens of Calgary enhance parks, amateur sport and river valleys throughout the city. Recognizing the valuable role citizen-led initiatives play in creating healthy and vibrant communities, Parks Foundation Calgary offers Project Gift Administration. We appreciate that many community organizations are volunteer-driven and may not have the capacity, experience or expertise to manage the financial transactions of a project. To that end, PFC’s Project Gift Administration supports communities by providing the following services:

· Opening a unique account for each approved project

· Receiving donations and gifts on behalf of the project

· Issuing tax receipts for eligible donations

· Managing the Accounts Payable/Receivable
Project Gift Administration is offered at no cost to organizations initiating projects with budgets of less than $1 million dollars. Projects with budgets over $1 million dollars are subject to a 2% administration fee.

Eligibility Requirements
To be considered for Project Gift Administration your group must be a non-profit organization and provide all of the following documentation as proof:
· Certificate of Incorporation (or proof of filing)

· List of Board of Directors (names, position on the Board and contact information)

· Copy of organization By-laws

In addition to the above documents, we also require:

· A completed application form (template available on our website at www.parksfdn.com)

· A detailed project budget

· A letter of permission from the landowner if applicable

· Photos or a conceptual drawing of the project

· If your organization is eligible for a GST return and would like us to apply on your behalf, please provide a copy of your organization’s most recent GST return
Process

Step 1:
Complete an application form and ensure the mandatory documents are received.

Step 2:
The application is then presented to the Parks Foundation Calgary Board of Governors for approval.
Step 3:
Once approved, the organization is sent a detailed package to be reviewed and signed.

Step 4:
The organization will return the signed documents to Parks Foundation Calgary along with a cheque for $2,500 in order to open an account for the project.
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