Third Party Events Handbo y

How to raise funds for Cowichan District Hospital Foundatlon

N Fundraisers as unique as you are!

Thank you for considering Cowichan District Hospital Foundation (CDHF) as the recipient of the
proceeds from your fundraising event. Through your fundraising efforts and support of the Foundation,
you are helping us advance our mission to harness the power of philanthropy to fund and support
exceptional medical equipment at Cowichan District Hospital and Cairnsmore Place, enhancing health
and wellness in the Cowichan Valley.

The following information provides guidance for individuals and organizations considering a fundraising
event in support of the Foundation.

In addition to following these guidelines, please speak with us before holding any major event or
fundraising campaign and be sure to submit a Third-party Event Application.

N Overview

What is a Third Party Fundraiser and how do I hold one?

We appreciate all donations raised by individuals, organizations, or businesses who engage in
fundraising events. Such events are considered “Third Party” events, meaning that you are responsible
for the planning, promotion, and expenses associated with the event and CDHF is the recipient of
revenues generated by the event.



Any event associated with CDHF must promote and maintain a positive image of the Foundation, and
associating our name with your event must receive prior approval. Materials may not state or imply that
the event is a Cowichan District Hospital Foundation event.

There are many different ways that you could raise money. There are a few ideas below, but the most
important thing is to choose something that is a good fit for your time and available resources.

e Throw a Party - Galas, dinner parties, concerts, fashion shows, picnics, barbeques, the
opportunities to have some fun while doing some good are endless!

e Host a Sporting Event - Organize a run or walk for a cause, a cycling event or a mountain hike or
climb. Golf tournaments, bowling night, scavenger hunts and more are all great opportunities to
promote healthy living and exercise while raising money for a great cause.

e Sell Something - Do you have a product you are a master at making or a service you are skilled
at? Jewellery sales, food fairs, garage sales, car washes, craft sales, esthetic services, haircuts,
yard work, the list goes on and on. Sell what you are great at and donate a portion or all of the
proceeds to support health in Cowichan.

e Presence Instead of Presents - If you or someone you know is hosting a birthday or graduation
party, a bridal shower, getting married, or any other life occasion consider offering your "presence
instead of presents" and making a donation to our Foundation in yours or someone else's honour.

\ Approval & Compliance

Help us to help you!

CDHF must be notified via the Third-Party Event Application form at least 10 days in advance of all
fundraising events held on its behalf. This is to ensure that we are aware of your event and to assure
you that it is in keeping with the Foundation’s brand and mission. Any individual, organization, or
business wishing to conduct a fundraising event using the Foundation’s name must first contact the
CDHF team at info@cdhfoundation.ca.

The Foundation reserves the right to decline participation and support for any fundraising event that
does not fall within our mandate. The Foundation may also, at any time, withdraw the right to use its
name for fundraising or other purposes, and all such activities shall immediately cease.



Once the Third-Party Events Application has been approved, you will be notified by a member of the
CDHF team and provided with a signed copy of the application

YOUR RESPONSIBILITES

You will be responsible for your event from conception to completion. It is your responsibility to acquire
donors, publicize the event, plan your budget and secure prizes, etc. Foundation staff is available to
answer your questions and provide support where they can.

LIABILITY

The Foundation shall not be responsible or liable in any manner for any action, obligation, or
commitment whatsoever arising from a fundraising event. The organizer is responsible for securing
insurance for the event. The Foundation is not responsible for the costs of fundraising or for shortfalls in
fundraising goals. If personal information (such as contact details) is collected from donors at an event,
the organizer must ensure that the information is kept confidential and secure.

The organizer is to ensure that adequate coverage has been purchased, and risk management best
practices are adhered to. We recommend that you put any necessary procedures in place to ensure
everyone’s safety to avoid accidents.

Third-party event revenues and expenses will not flow through the Foundation unless approved prior to
the event.

\ Event Promotion

Advertising your event

PUBLICITY & MATERIAL APPROVAL

Any individual or organization wishing to use the CDHF name, logo, and/or charitable registration
number on any materials, including advertising, must receive prior approval in writing.

FOUNDATION SUPPORT

CDHEF staff is available to help with any questions you may have while planning your event. The
Foundation is able to offer some assistance with marketing, depending on the size of your event.

Marketing support that is available (at the discretion of the marketing team):

Personalized online donation page

Event information sent to Cowichan District Hospital staff
Posts on social media promoting the event

A listing on the Foundation’s website

Copy of Cowichan District Hospital Foundation Logo

Other support available (determined on a case-by-case basis):



Donation forms

Foundation marketing materials (dependent on staff involvement)
Foundation banner

Foundation swag

A Foundation representative to speak at your event — based on availability

It is important that you represent your event clearly to the public so everyone understands what portion
of their contribution will be donated to CDHF. Acceptable wording to use in advertising for your event:

What’s going to the Foundation? Wording to use in advertising

If all the money collected is going to Cowichan District Proceeds benefit Cowichan District Hospital Foundation
Hospital Foundation

If all the money minus your expenses is going to the A portion of the proceeds benefit Cowichan District
Foundation Hospital Foundation. Or net proceeds to benefit

Cowichan District Hospital Foundation

If a specific dollar amount in the purchase of a product You must state the dollar amount. e.g. For every painting
is going to the Foundation we sell on Sunday, $100 goes to Cowichan District

Hospital Foundation

If a percentage of the proceeds are going to benefit the You must state what percentage. e.g. 50% of the
Foundation proceeds to benefit Cowichan District Hospital

Foundation

N Collecting Donations

Donations can be given by:

e Cash

e Donation form: writing down the donor credit card information that will later be charged by the
Foundation’s finance department.

e Foundation’s website: The Foundation accepts credit cards on the website cdhfoundation.ca. A tax
receipt is automatically generated and emailed to the donor.

e Cheque: The cheque needs to be made payable to “Cowichan District Hospital Foundation”.

CUSTOM ONLINE DONATION FORM

CDHF staff can create a custom online donation form for your fundraiser and provide you with a link to
share. Donations will come directly to the Foundation and tax receipts will be automatically provided.



DONATING EVENT PROCEEDS

Once you have completed your event and you are ready to give the proceeds to the Foundation, we ask
that it be done through a cheque, cash, or manual processing of a credit card payment by Foundation
staff. Please do not forward the proceeds through our website platform, as we will be unable to split
donations for tax receipting purposes.

Funds raised are not transferable to any other organization.

N FAQSs

Your questions answered

Who can organize a third party fundraiser?
@ Any individual, organization, or business (“the Organizer”) is eligible to fundraise for CDHF, provided
o} that they ensure transparency and accurate record-keeping, sharing the required information with
CDHF within a reasonable time-frame of the event.

Are any events prohibited?
CDHF will not sanction the following types of fundraising events, including, but not limited to:

e Events that encourage/involve behaviour that is counter to the Foundation’s mission, values,
and programming activities;

e Activities that involve a professional fundraiser, telemarketer and/or agreement to raise funds
on a commission or bonus basis;

e Direct solicitation (i.e. door-to-door canvassing - other than close friends and family),
telemarketing or internet methods not aligned with the Foundation’s current online fundraising
practices;

e Events involving the promotion of a political party or candidate or appearing to endorse a
political activity.

Will donations to our fundraiser be eligible for a tax receipt?

Tax receipts will only be issued by the Foundation in accordance with Canada Revenue Agency
guidelines and the Income Tax Act. The Foundation reserves the right to make a final decision as to
whether a tax receipt will be issued or not, and for the receipt amount.

@ CDHF will issue tax receipts for donations of $10 or more, once the following information is
provided:

e A complete list of those who made a donation, including: Full name, mailing address with
postal code, phone number and/or email address, amount of donation.
e Optional information: Opt-in to receive information from the Foundation



Do | need a license?

Liquor: If a liquor license is required, the event organizers must apply for and obtain the license in
their name.

Gaming: a gaming license is required for raffles and 50/50 draws in BC. As the event organizer, you

are required to obtain that appropriate gaming license and pay the fee. Please note that all gaming
licenses must be applied for under the event’s name, not Cowichan District Hospital Foundation.

Please visit the British Columbia Lottery Corporation for information on gaming.

THANKYOU

Thank you for your interest in raising funds for the Cowichan District Hospital Foundation. We know that
events require a lot of time and hard work, and we appreciate your desire to help make a difference in
our community. To thank you and to acknowledge your hard work, the Foundation will invite you to a
cheque presentation of the monies raised that will be shared on social media.

Please contact the Foundation if you have any questions or require further information.

Thank you for being a proud supporter of the Cowichan District Hospital Foundation!

Nl Contact Information

Call our office, 250-701-0399 or email info@cdhfoundation.ca



