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Fully Reviewed, Revisions Drafted Spring 2020 and Revisions Approved June 22, 2020 
Amended March 24, 2021, to include Reserve Policy 
Amended August 31, 2021, to include Audit and Risk Management Committee Terms 
Amended February 22, 2022, to include Email Policy 

Amended March 22, 2022, to include revised media, attendance Legacy Project Policy 

Amended April 26, 2022, to include Charitable Receipt and revised Fiscal Policy 

Amended June 28, 2022, to include Imagine in the Park Policy 

Amended August 3, 2022, revise Audit and Risk Management Committee Terms of Reference and 
Name to Risk Management 
Amended March 20, 2025, to reflect most recent by-laws, updated strategy (i.e. Imagine in the Park), 
communication protocol, Abuse, neglect and harassment Policy, membership types, grants 
process, Paul Harris awards, Board calendar, Fiscal policies.  

 

● The Board of Directors of the Rotary Club of Hamilton AM has been in operation since 1986. When the Board 
was formed, bylaws were created and approved by the membership of the rotary club of Hamilton AM. The last 
revision of the by-laws was approved on December 14, 2022, by the membership. 

● The Board determined that the by-laws needed to be reviewed and that governance policies be written. Board 
members contributed to the writing of the governance policies which were circulated along with revised bylaws 
to Board members for input. This original set of governance policies was approved at the May 29, 2018, Board 
meeting of the Rotary Club of Hamilton AM. 

● In 2018-2019 a few new policies were added - including the New Member Award. 
● In the 2019-2020 Board Year, the board elected to review the entire policies to determine if any further revisions 

were needed in order to keep this document relevant and front and centre in our work. Most Board members 
were assigned a section to review. As a result, some new sections were added included policies as it relates to 
Rotary Legacy Project.  We will be asking the Board to adopt this revised policy manual at the June 22, 2020, 
Board meeting. 

● In the 2021-2022 Board year, a few more policies were added and approved. 
● In the 2024-2025 Board year, Directors were consulted on required updates. The comments shared by the 

various Board members were used to amend the current version of the Governance policies, reflecting the new 
reality required to comply with the by-laws requirements, the most recent strategic plan vision as well as latest 
changes brought by the Ontario Not-for-Profit Corporations Act (ONCA), and related fiscal requirements. 
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CLUB BOARD GOVERNANCE POLICIES 

RESPONSIBILITIES OF COLLECTIVE BOARD OF DIRECTORS 

● The Board of Directors of the Rotary Club of Hamilton AM have six main roles that the Board is striving to deliver on: 
▪ Ensure our club has good financial health (a yearly budget and the ability to manage to the budget); 

▪ Take actions to ensure that our club is a vibrant club (recommended standards are defined by Rotary International 
for us to use as guideline - see Rotary International website); 

▪ Ensure the deliverables for the collective board, individual board members and committees are clear and that the 
committees are effectively resourced to develop and implement the club’s vision and strategic plan – ensuring that 
actions are being taken each year that move the plan forward significantly; 

▪ To develop and implement the club’s vision and strategic plan – ensuring that actions are being taken each year 
that move the plan forward significantly; 

▪ Ensure the existence of a sound governance framework including policies to guide how we work as a board and 
an effective board orientation process; 

▪ To be ambassadors and advocates for our club – both inside the club with our members and in the community. 

RESPONSIBILITIES OF ALL INDIVIDUAL BOARD MEMBERS 

● Arrive at Board meetings on time and prepared having reviewed the material in advance. 
● Keep issues deemed as such confidential. 
● Be willing to serve on committees or take on other tasks between meetings to help our club be successful. 
● Provide considered input into board decisions – considering the perspectives of the various members who make up the 

Rotary Club of Hamilton AM. 
● Whether a Board Member was supportive or not of a Board decision, each need to publicly support the decisions of the 

Board to the Club as part of his / her ambassador role 

WHAT DECISIONS MUST INVOLVE THE WHOLE CLUB? 

● As the by-laws note, the Club will from time to time have a full and official meeting of the membership. This can be the 
annual meeting (typically takes place in December) or a special meeting of the membership. 

● Decisions that must be taken to the full membership: 
▪ Changes to By-Laws; 
▪ The nomination slate for the Board of Directors – including future Presidents; 
▪ Approval of the auditor or process to be used to audit the books; 
▪ The Club Vision. 

WHAT DECISIONS ARE FOR THE BOARD TO DECIDE? 

● The Board of Directors has the decision-making authority for the overall direction of the club, thereby working to ensure 
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it is a vibrant club that is moving towards our club vision. 
● The following are decisions that need to be made by the full Board of Directors: 

▪ Setting of strategic direction and priorities – including annual action plan; 
▪ Conducting evaluation of how Board is performing as a collective; 
▪ Approving the budget ; 
▪ Establishing all governance policies; 
▪ Developing all committee direction and goals; 
▪ Hiring of any contract staff to perform certain functions. 

WHAT DECISIONS ARE FOR INDIVIDUAL DIRECTORS TO DECIDE? 

● Typically, individual board members are empowered to figure out the “how” not the “what”. For example, a Board of 
Director might be asked to ensure we run two fundraising events that generate X dollars. 

● The board might set some other parameters as well such as the two events need to be four months apart and in general 
draw on different participants (rather than us making a double ask of our supporters). 

● With those parameters set, it is up to the Director of the Board (with input from their committee) to determine how this 
will be accomplished. 

CHARITABLE CORPORATION BOARD GOVERNANCE POLICIES 

WHAT DECISIONS ARE NO LONGER FOR BOARD OR GENERAL MEMBERSHIP TO DECIDE?  

New ONCA legislation was introduced in 2023, requiring the closing of the previous Trust and allowing the creation of a 
Charitable Corporation, allowing the organization to maintain its charitable status. The Charitable Corporation has its own set 
of by-laws, and must be treated as a separate entity from the club board. The management agreement determines the 
boundaries of each entity, ensuring clarity and decision-making rights for each board. 
● The following are decisions must be made by the Charitable Corporation Board: 

▪ Approving the organizations that receive grants from funds raised by the club; 
▪ Approving the amount of such grants. 

It operates independently from the club board and delegates certain duties to the club, which operates these activities 
through the Grants committee. Refer to the Charitable Corporation By-laws and Management agreement for more details. 

 

CLUB BOARD MEETING GROUND RULES AND WAYS OF OPERATING 

Board members should adhere to the following principles when participating in board and committee meetings: 

● Send a few days before the Board meeting a written report to the Secretary that will be shared with the Board 
members at least 2 days prior to the Board meeting. 

● Read the materials in advance of the meeting and come prepared to discuss.  If you must miss the meeting, submit 
your perspectives to the committee chair or Board chair. 

● Watch the agenda items.  If the item is “for your information” – bring questions of clarification. Recognize that this is not 
a decision-making item.  A decision has already been made. Your questions should be focused on understanding the 
key messages – not making new recommendations on how things could have been done. 
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● If the item is “for your input”, bring your suggestions and ideas. Diverse perspectives will be heard and recorded. 
Recognize that the item is to generate perspectives and is not yet ready for a recommendation or motion to be put 
forward and voted on by the group. 

● If the item is “for your approval” – it will need a motion and needs someone to own that motion and put it on the floor 
and then a seconder. Once the motion has been tabled, the board is welcome to ask questions and offer opinions.  At 
the end of the discussion, the Chair will ask people to vote.  You can vote for, against or abstain. You typically abstain 
because you don’t have enough information to cast your vote for or against the item. 

● Occasionally, a motion will be put on the floor and after some discussion – there appears a need to amend the motion. 
A friendly amendment means that the person who put the motion on the floor and the seconder agree to change the 
wording of the motion. If they agree, then we say it is a friendly amendment and the amended motion will be what the 
board members vote on. 

● It is more than acceptable to offer diverse perspectives.  High performance governance boards are not boards where 
there is always consensus. Diverse opinions should be shared in very respectful ways – taking care to be hard on the 
issue and not the person. 

 

CLUB OPEN BOARD MEETINGS 

● All meetings of the Board of Directors will be open to any interested member of our club, by being posted on 
ClubRunner. Individuals planning to attend a Board meeting are encouraged to inform the President of their attendance 
to ensure that there is adequate seating available. 

● Individuals attending the Board meeting are observers and do not participate in the discussion, and especially the 
decision-making deliberations, of the Board meeting. 

● If the conduct of a guest is disruptive, the President of the Board meeting will request that the individual leave meeting. 
● Note that if the board invites a presenter to attend the board meeting, the same expectations apply.  In addition to 

giving a presentation, the individual can be invited by the board to offer a comment or answer a question during 
decision-making deliberations – understanding that it is the Board who is making the decision. 

 

CLUB CLOSED / IN CAMERA MEETINGS 

● An in-camera meeting is closed to club members when any of the following matters are discussed: 
▪ Membership: in particular, motions to dismiss a member; 
▪ Legal: any existing or potential litigation; 
▪ Matters affecting the property of the organization; 
▪ Any other matter for which the President of the Board declares the meeting closed. 

● All declarations of in camera sessions must be approved by a majority vote of the Board members in attendance. 
● At an in-camera session the Board of Directors may include no one else, or anyone else, as it chooses. 
● When it is known in advance that a meeting or part of a meeting will be closed, it will be noted on the published agenda. 
● The nature and content of matters discussed at an in-camera session shall not be discussed outside the meeting 

without the consent of the Board of Directors. 
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CLUB BOARD EVALUATION PROCESS 

● Being a highly effective governance Board of Directors takes time and regular assessment. Having an effective 
evaluation process is critical. This includes the need to have an evaluation process built into each Board Meeting. At 
the end of each meeting, time needs to be taken to assess “what worked well today”; “to what extent were the agenda 
items appropriate for us as a governing board”; and “what could we improve in terms of how we conducted ourselves in 
the meeting”. This evaluation can be written or verbal but is essential to improving the functioning of the Board. 
Improvements should be documented in the minutes for record keeping. 

● In addition to evaluating the meetings all the Board members will complete an annual online survey at the end of the 
year (June) that assesses: 

● The degree to which the Board stayed focused on the key roles of the Board as stated in Governance Policies. 
● The extent to which Board meetings were effective and what could be done differently to make them more successful. 
● The main accomplishments of the Board in the past year – including its ability to advance the strategic plan. 

● This survey should be distributed by the current President and monitored to ensure 100% response rate from all board 
members. 

● The results should be summarized and brought to Board as a whole for further discussion and action. 
● As a result of the governance survey results, the Board is to identify 2-3 actions it will take to further enhance its 

governance effectiveness. 
 

MEDIA RELATIONS AND EXTERNAL COMMUNICATION 

● The Chair of the Board of Directors (aka President of the Club) is the official spokesperson for the organization with the 
media. 

● At the discretion of the Chair, this responsibility may be shared or assigned to other Directors on a case-by-case basis. 
● All correspondence to elected public officials is to be under the signature of the President of the Board of 

Directors/designate. 

 

EMAIL COMMUNICATION PROTOCAL 

− A set of standardized email addresses shall exist in keeping with the below chart. 

− Each fiscal year, effective July 1st, the email address use shall be amended to reflect the intended 
outcomes set out in this chart and the Board shall engage such professional services as necessary to maintain 
the intended management of club email communication. Emails should not be forwarded and access to proper 
inbox should be granted to the appropriate Board members as per the below chart:  
 

Email Address Access provided to: 

president@hamiltonamrotary.ca President 

info@hamiltonamrotary.ca Secretary 

donate@hamiltonamrotary.ca Treasurer 
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ATTENDANCE POLICY - REGULAR MEETINGS 

● The Rotary Club of Hamilton AM (the “Club”) holds its regular meetings on Wednesday mornings from 7:15 am to 8:30 
am, at a location to be agreed upon by the members from time to time. 

● The Club encourages attendance by its members at the regular meetings. Ideally a member will attend at least 50% of 
the regular meetings. Attendance is taken at the regular meetings and recorded in Club Runner by the Secretary or 
one of the club representatives assigned to this task. Each member can independently correct its attendance records 
in ClubRunner. 

● The Club recognizes that regular attendance at the regular meetings of the Club is not always possible for members, in 
which case members are encouraged to attend at other satellite Rotary Club. 

● Make Ups - If a member attends a meeting of another Rotary Club, engages in a Rotary Club’s service project, attends 
a Rotary committee meeting, or engages in any other meaningful Rotary activity, the member may advise the Secretary 
of the Club who shall record the external event and the date of such attendance and such attendance shall be counted 
as a makeup for any missed regular meeting of the Club which occurred either 14 days before or after the member 
attended  the external event. Each member can independently correct its attendance records in ClubRunner. 

● Rule of 85 – Any member whose age combined years of service in Rotary totals 85 shall advise the Secretary and be 
exempt from any attendance requirements. 

 

NEW MEMBER AWARD 

CONTEXT: 

Every year, Rotary International reports that Rotary Clubs have a large issue with engaging new members. There are lots 
of reasons for this, but one is that Clubs don’t always reward new members for getting involved. 

In June 2019, the Rotary Club approved this policy and started an annual new member award to be awarded at the 
changeover event. 

ELIGIBILITY: 

● anyone who are new to Rotary and have joined the Club within the previous 3-Rotary years. 
● excluded are members who have joined the Club but were previous Rotarians. 

CRITERIA: 

Criteria include new members who have: 
● shown leadership by engaging in fund-raising and / or service projects that help our club achieve its goals; 
● jumped in to help others - be it by joining one or more committees, the board or volunteering to help at events; 

● acted as an ambassador for the club and Rotary by bringing guests to events and meetings and promoting to others 
their involvement with our club. 

PROCESS: 

● The list of new members who have joined the club would be made available to all members by online survey in the 
month of May. 
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● Each member could place a vote on who they see as most deserving of the new member award. 
● The Board, at its June meeting, would review the results of the voting and make the final decision. 
● The award would be given at one of the final meetings of the Club in June. 
● The name of the selected member would be kept a secret until it was awarded. 

THE AWARD: 

● The award would be a framed certificate, an announcement on our website and a call-out at one of the Club’s fund- 
raising events. 

 

PROCESS FOR AWARDING MAJOR DONATIONS: 

Unless the Club board provides direction for a different timeline, the following schedule is established to guide the activities of 
the Grants committee: 

● January: Grants committee to confirm that the grants applications process is functional on the club website. Notification 
sent to Club members advising of updated Guidelines and that the application process is open. Club PR Committee to 
promote application process (Press release to Hamilton Spectator, Social Media, Other channels), explaining that any 
organization can apply, even if they do not possess a charitable status. Grants committee to make a call out to the 
membership to encourage the receipt of desired grants requests.  

● March: Submitted applications to be reviewed by the grants committee and validated against the selection criteria 
determined by the grants committee, in line with the club's strategic plan.  

● April: Charitable Corporation Board to provide final approval of the selection of the causes to be funded with the funds 
gathered during the spring and following summer fundraisers, based on the recommendation from the grants committee 
related to the grants request received and reviewed. Charitable Corporation Board to advise its decision to both the 
Grants committee and the Fundraising committee. 

● May: Grants committee meets to review results of the spring fundraiser and make recommendations of the amounts to be 
donated to the selected charity. Grants committee to send email notification to successful applicants no later than May 
31. Sponsorship packages should be issued based on the charitable corporation board's decision, to encourage targeted 
and effective fundraising efforts during the large summer fundraiser. 

● August: Grants committee meets to review current application Guidelines and makes recommendations for any required 
changes according to changes made to the strategic plan. 

● September: Grants committee meets to review results of the summer fundraiser and make recommendations of the 
amounts to be donated to the selected charities directly to the Charitable Corporation Board, while it informs the Club 
board of such recommendation. Committee Chair uses the updated application guidelines draft to request approval by 
September 30. 

● October: the Charitable Corporation Board comments and subsequently approves the updated Grants Guidelines at the 
latest by October 30, through documented minutes. The Grants committee writes the equivalent cheque requisition 
forms, using board approval minutes and applications as back-up. The treasurer then issues the cheques, which can be 
awarded at a club meeting, or a special event planned for the occasion and information about the donation with 
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accompanying pictures is to be posted on the club website and publicized via social media. 

● November: Grants committee follows the same process as described above related to the fall fundraiser so that the funds 
raised at the event are paid out by November 30th. 

● December: Grants application criteria and application Guidelines reviewed and posted to Club website. 
 

PROCESS FOR AWARDING SMALL DONATIONS: 

● The Small Donation Grants’ yearly information is posted on the Club web site. This information contains the criteria and 
the available amounts. 

● All requests for small donations are forwarded to the Chair of the Committee for review. 

● Chair of the Committee reviews all applications to determine if an application meets the Club’s selection criteria. 

● If the application meets criteria, the Chair requests approval from the Charitable Corporation Board. When approval is 
granted either via email exchanges or Charitable Corporation Board meeting minutes, the Chair makes a cheque 
requisition request to the Club Treasurer. 

● The Club Treasurer sends the cheque to the approved applicant. When appropriate, the recipient will also be invited to 
the club for a cheque presentation and the donation will be noted on our website as well as on social media. These 
activities are coordinated via the Grants committee though the other club committees (communication, speakers, etc.). 

● The Club Board determines the annual Budget in July, advising the total annual amount available for Small Donations 
each year. 

 

CODE OF ETHICS, CONFIDENTIALITY AND CONFLICT OF INTEREST 

● To encourage and foster open and candid discussion at its meetings, the Board of Directors of the Rotary Club of 
Hamilton AM believes confidentiality must be maintained. Therefore, it is the policy of the Board of Directors that each 
director and Club member shall keep confidential any and all information relating to discussions at its meetings unless 
compelled by legal process to disclose such information, or as otherwise agreed by the Board. 

● While Board members are free to discuss agreed upon decisions or actions of the Board (if that is part of agreed upon 
communications plan), disclosing any information about what was said during the discussions leading up to the decision 
is prohibited. Same is true with documents shared at Board meetings. They are confidential and not to be shared 
outside the Board table unless the Board explicitly agrees to the documents being shared (e.g., they will be posted with 
the published club minutes). 

● Board members acknowledge that any violation of this policy could cause harm to or risk the reputation of the Rotary 
Club of Hamilton AM frustrate Board deliberations. Therefore, any Board member who violates this policy shall be given 
one warning. An additional infraction will result in termination of his/her Board position. 

● All Board and members of the Rotary Club of Hamilton AM are expected to act honestly and in good faith with a view to 
the best interests of the Club. 

● Board members shall attempt to avoid all conflicts of interest or report immediately any perceived or potential conflict. 
● No member of the Board or the Club shall derive any personal profit or gain, directly or indirectly, by reason of his/her 
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participation with the Rotary Club of Hamilton AM. 
● A "conflict of interest" is defined as an actual or perceived interest by a Board or committee member in an action that 

results in, or has the appearance of resulting in, personal, organizational, or professional gain. 
● When a conflict has been declared, it shall be recorded in the Board minutes. 
● To avoid potential conflict of interest problems, the Board will abide by the following procedures: 

▪ If a Board Member believes that he or she is in a potential conflict of interest given the agenda items to be 
discussed, this should be declared up front; 

▪ If another Board Member believes that a fellow Board member is in a potential conflict of interest, he / she can 
raise the concern for the Board to discuss and vote on action needed; 

▪ Upon such disclosure, the individual shall not contribute or actively participate in the discussion or voting when 
that item comes to the floor; if deemed necessary, the individual can be asked to absent themselves while that 
particular item is discussed; 

▪ The interested individual's presence at the meeting may be counted in determining whether a quorum of the 
Board or committee is present, but that individual shall not vote on the transaction. 

● Areas of potential conflict of interest include, but are not limited to: 
▪ Material Gain:  A member has a conflict of interest when she/he participates in discussion, decision-making or 

acts in a manner which may, directly or indirectly, benefit the member, a family member, or a private interest of the 
member, regardless of the size, or nature, of the benefit; 

▪ Outside Employment: A member has a conflict of interest when outside employment or association causes, or 
would reasonably be perceived to cause the member, not to act in the best interests of the Club; 

▪ Other Organizations:  A member is expected to declare if they are a member, or are asked to become a 
member, of the board of directors of any organization whose mission conflicts with the mission or goals of the 
Rotary Club of Hamilton AM; 

▪ Gifts or Bequests: Members may not accept monetary or material gifts from or on behalf of service users, 
suppliers, vendors, or community members except for a token, personal memento of non-appreciable value. Gifts 
or Bequests are to be forwarded to the Club as a donation; 

▪ Honoraria: Honoraria received by a Board member in connection with activities relating to involvement with the 
Rotary Club of Hamilton AM are to be paid to the Club. 

● These specific conflicts are related to Board recruitment and/or employment practices. 
● Only one member of a family can serve on the Board of Directors at any given time. 

 

CONDUCT AND DISCIPLINE POLICY 

● All members of the Rotary Club of Hamilton AM (the “Club”) are expected to treat all other members and guests with 
decency and respect, without discrimination, intimidation, or harassment, and are expected to create and maintain a 
positive and safe environment for all. 

● All members are expected to follow The Four Way Test in their dealings with other members and guests of the Club: 
▪ Is it the truth? 
▪ Is it fair for all concerned? 
▪ Will it build goodwill and better friendships? 
▪ Will it be beneficial to all concerned? 
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● The Rotary Club of Hamilton AM will take disciplinary action for any behaviour that violates this policy. 
● If any member believes another member has violated this policy, such member shall make a report to a member of the 

Board who shall be required to bring such report to the attention of the Board at large at the next Board meeting (or at a 
Board meeting called for the purpose of discussing the violation if the perceived severity requires). 

● Upon receiving the notice as set out above, the Board shall: 
▪ Undertake a full investigation to determine if the member has violated this policy if it appears that after undertaking 

an investigation that there is sufficient evidence to show that the member has acted in a manner deemed to be in 
violation of this policy, take prompt action to prevent any further inappropriate behaviour and to mitigate and 
eliminate any discomfort created by the member’s actions; 

▪ Take such disciplinary steps to ensure that the member does not offend the policy in the future and if necessary, 
ask the member to resign from the Club if it appears that the ongoing membership would be disruptive to the Club. 

● In undertaking any investigations with respect to the matters herein, use discretion as may be deemed appropriate and 
not unnecessarily embarrass or cause any undue harm to either the person making the original complaint, the member 
against whom the complaint is made or any other member or person in the community. 

 

ABUSE, NEGLECT AND HARASSMENT POLICY 

The following policy is based on information in ‘ROTARY INTERNATIONAL DISTRICT 7090 ABUSE, NEGLECT AND 
HARASSMENT PROTOCOL’. 
● The Rotary Club of Hamilton AM members and volunteers recognize the potential negative effect on the Club of 

comments or actions that are either based on gender, sexual orientation or cultural differences, even if meant in a 
joking or non-serious manner and discourage such comments and actions accordingly. Understanding that the 
club has a moral and legal responsibilities in everything we do, the Club, individual Rotarians, and volunteers are 
responsible for protecting the safety and security of everyone we encounter in the provision of service to our 
community. We have a special obligation to those individuals with greater vulnerability due to age, physical 
limitations, or mental limitations. 

● Rotarians are obliged to do those things that protect and reinforce the physical and emotional safety and security 
of themselves and others. This includes operating a motor vehicle safely, ensuring the proper use of safety 
equipment, avoiding the use of illegal drugs, and avoiding the excessive consumption of alcohol while providing 
service to others.  

● It is the duty of all Rotarians, Rotarians’ spouses, partners, and other volunteers to take appropriate action when they 
observe other Rotarians or volunteers behave in ways that contradict the values contained in the District and Club 
policies and to protect vulnerable individuals with whom they come in contact through Rotary activities and to 
prevent any physical, sexual, or emotional abuse, or harassment, and neglect. Fulfilling this duty protects the 
individuals and enhances the interests of Rotary Clubs and Rotarians in their volunteer efforts to improve the quality 
of life in our communities. Further, Rotary’s reputation is maintained and the risk of liability, including legal liability is 
minimized. 

● As recommended by the policy established by District 7090, the club will ensure, to the extent possible, that 
individuals involved in events or programs, including Rotarians themselves, are not subject to harassment, which 
includes conduct that erodes the dignity of the individual, particularly based on the individual’s colour, race, national 
origin, ethnic origin, age, gender, physical characteristics, sexual orientation or physical or mental disability. 
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● Types of behaviour that constitute harassment include remarks and jokes that are unwelcome or reasonably could be 
expected to be unwelcome; displaying or distributing racist, pornographic, or other offensive material; practical jokes 
based on race, sex, or other prohibited grounds; verbal abuse or threats; inappropriate or offensive gestures; insistent 
and unwelcome romantic gestures, and physical assault. 

● If any issue is noticed by a volunteer, associate or Rotarian, the club has the responsibility for the protection of 
vulnerable people, including children, youth, the elderly and people under a disability. The issue should be raised to 
the designated members of the Club (“Club Counselors”), by default being the past-president and/or the chair of the 
membership committee. Any member of the club should provide access to such people (or an alternate) for 
confidential and time sensitive safe contact.  

● The Club activities will consequently be planned to minimize situations where abuse, neglect and harassment may 
occur, including minimizing situations where Rotarians and other volunteers are alone in the company of vulnerable 
individuals. Giving everyone involved a written description of their role and the tasks involved when dealing with 
vulnerable individuals is another way to ensure safety is maximized, as well as providing proper supervision to help 
ensure the protection of vulnerable individuals, and prepare Rotarians and other individuals receive and understand 
the abuse, neglect and harassment policy.  

● Rotarians and volunteers should know that they have a responsibility to report anything that concerns them about the 
personal security of others and especially vulnerable individuals involved in Rotary programs. Rotarians should be 
trained to be sensitive to changes in behaviour or signs of physical injury that might indicate something is wrong. The 
Club promotes an attitude that reporting suspicions and/or taking action is the right thing to do and that no reprisal 
will occur. Rotarians should not attempt to deal with a problem alone but rather should report complaints, allegations 
or suspicions to the Club Counselor who will determine further steps including reporting to authorities. 

● The club will minimize risk by obtaining the proper documentation (i.e. a police check) before placing volunteers or 
Rotarian in contact with vulnerable people. It will also ensure the validity of driver’s license and adequacy of 
insurance prior to transporting Rotary program participants, to the extent possible. Finally, it will conduct a risk 
assessment based on District 7090 form when engaging in a new program involving vulnerable people to determine 
the proper measures to ensure safety in all activities.  

● When engaging in Youth Exchange Programs, every member of the host family is required to fill out the volunteer 
assessment form  

 

STRATEGIC PLAN 

● The Board of Directors will provide continuity of effort to ensure that the Strategic Initiatives approved in the Club’s most 
recent Strategic Plan are accomplished. 

● The Board or delegates shall review progress toward goals and report results, challenges, opportunities and progress to 
the Board and membership at least twice each year in January and June. 

● The Board or delegates will initiate a strategic planning process upon completion of planning goals every 3 to 5 years. 
 

BOARD COMMITTEES 

● Committees of the Board support and advance the goals and avenues of service of Rotary International, the Board’s six 
key governance roles and the Club’s Strategic Plan. 

● Committees may include: 



Rotary Club of Hamilton AM 

PAGE 13 OF 38 

MISSION | VISION | VALUES 

Making a difference through service above self 

Healthy and prosperous communities 

Fellowship – Global Understanding – Ethics and Integrity - Diversity 

 

 

▪ Executive Committee 
▪ Nominations Committee & Governance Committee (in charge of Strategic & Succession Planning) 
▪ Fundraising Committee 
▪ Communications/Public Relations Committees 
▪ International/World Services Committee 
▪ Youth Committee 
▪ Community Services Committee  
▪ Club Services (including Sergeant-at-Arms) 
▪ Social, Speakers and Vocational Committees 
▪ Membership Committee 
▪ Risk Management 

● All Board members are encouraged to become involved in and oversee one or more committees. 
● Each Committee is to have and review their Terms of Reference annually. 
● Minutes can be recorded, and appropriate records can be maintained in ClubRunner by each committee chair as deemed 

needed. 
● Each Committee will meet regularly and provide reports on their activities to the Board quarterly. 
● Each Committee will report to the membership on their work at the Annual General Meeting. 
● The Board will create ad hoc committees by resolution when the need for such committees arises. 

COMMITTEE TERMS OF REFERENCE AND AUTHORITY 

The chart below provides the details on the objectives and duties for each committee (terms of reference). Each committee is required to 
post meeting notes in Club Runner and provide quarterly updates on work being done during club assembly meetings. 

 

Committees Terms of Reference 

Executive If the Board of Directors is greater than six Directors, the Board can form an Executive Committee made up 
of four individuals for the purpose of convening in ‘emergency circumstances’ only. 

Governance Committee / 
Nominations 

To ensure the Board has a current strategic plan, that the governance policies and by-laws reflect it and that 
each Committee has goals that support the achievement of the Strategic Plan’s goals. 
To ensure the Board has defined measurable one-year goals to be achieved as a result of the Strategic 
Plan.  
To provide an update on the Strategic Plan progress to Club membership at least twice a year (at AGM and 
Passover). 
To ensure the leadership positions successions are planned and that a slate of Board officers is created to 
present to the Club membership for the AGM. 

Fundraising To ensure that the Club has one 1 major and 1 minor event annually. 
To oversee fundraising activities to ensure the Club has funds to meet local and international needs to 
support the goals of the Club, including Polio Plus and the Rotary Foundation. 

Speakers / Social / 
Vocational 

To ensure that weekly meetings are attractive by bringing awareness to the membership on a diversity of 
topics interesting to Hamiltonians. 
To organize social events to encourage fellowship within club members. 
To engage members in sharing their professional experience and encourage business development. 
To encourage members to present their vocational talks. 
To provide opportunities for educating, mentoring, and engaging youth in careers and employment 



Rotary Club of Hamilton AM 

PAGE 14 OF 38 

MISSION | VISION | VALUES 

Making a difference through service above self 

Healthy and prosperous communities 

Fellowship – Global Understanding – Ethics and Integrity - Diversity 

 

 

Communications/Public 
Relations 

To Identify ways in which the Board and Club will connect with and communicate to various stakeholders 
(e.g., Club members, public, sponsors). 

International/World To focus on and select projects that engender self-reliance and sustainability while contributing to stability in 
the world. To focus on projects that ensure maximum use of Club’s available funds. 

Youth To support SLAPSHOT, RYLA, Rotaract and Youth Exchange. 

Community Services To provide opportunities for the membership to support our local community through hands-on projects. 

Membership To engage in activities allowing the club to attract, retain and engage our membership.  

Grants committee (major 
and minor) 

To set the selection criteria, lead the application process and make recommendations for the chosen local 
community recipients of Major Grants and Small Donations, based on available funds as determined by 
the club Board. 

Club Services To oversee and support regular meeting activities, including: 
● Manage front desk materials, ensuring adequate supplies, including Speaker certificate or gift.  
● Order name tags and pins for new members and for replacements if needed. 
● Assign weekly Club Duty Roster. 
● Track and report Club attendance and breakfast dues if applicable. 
● Work with Speaker chair to ensure speakers has necessary AV tools. 
● Coordinate a rolling roster of Sergeants-at-Arms, in charge of providing an entertainment piece at the 

weekly meetings, used to encourage raising funds for Polio eradication. 
● Liaise with the meeting location on all aspects of the catering arrangements if applicable. 

Risk Management 
The authority and 
responsibility of the Board of 
Directors includes financial 
and risk management 
oversight 

Primary responsibility is protection of assets, management of risk, fiscal control, management reporting and 

regulatory compliance. To fulfill these objectives, the committee may undertake such inquiries, reviews, and 

oversee the fiscal, regulatory and risk management activities of the Club as it deems necessary and of the 

Charity. 

The committee shall be familiar with and ensure adherence is made to the Income Tax Act ( RSC , 1985,  

c. 1 (5th Supp.)), (ONTARIO) Not-for-Profit Corporations Act, 2010, S.O. 2010, c. 15, CLUB ARTICLES OF 

INCORPORATION, BYLAWS AND POLICIES. 

To act on behalf of the Board of Directors in overseeing all material aspects of financial reporting, internal 

controls, the internal audit function, external (if any) audit or review of the financial transaction and risk 

management related to club matters and related to the  services required under the Charity Management 

Agreement. In particular the committee shall conduct with respect to the Club and the Charity routine and 

annual assurance review of transactions, cause the preparation of year end financial statements, cause the 

report of an audit, review or internal review or compilation (as may be allowed by any regulatory requirements) 

an audit of the year end financial transactions and statements (except as otherwise directed by a resolution of 

the membership), recommend approval by the Board of Directors of year end financial statements and that 

these be reported to the members, report independently to the members of the Club and to the Charity board 

an opinion regarding the acceptability of the year end financial statements for each respectively, cause all 

regulatory filings to be done, ensure charitable tax receipts are issued in accordance with all regulator 

requirements, oversee the retention and recording of financial transaction records   (revenue, expenses, 

statements, bank statements and government filings), and oversight of enterprise risk management including 

review of contracts the Club enters into (including but not limited to contracts for services, supplies, 

program/project activities, employees and independent contractors) and review of Club and Charity “Director 

and Officers” Liability Insurance. 

Composition: Treasurer, as chair, one other Director, one Non-Director member and President (Exofficio). 

https://laws-lois.justice.gc.ca/eng/acts/i-3.3/
https://laws-lois.justice.gc.ca/eng/acts/i-3.3/
https://laws-lois.justice.gc.ca/eng/acts/i-3.3/
https://www.ontario.ca/laws/statute/10n15
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ROTARY MEMBERSHIP FEES 

• Rotary International and District 7090 set a yearly fee for Rotary Clubs. 

• Rotary International fees are paid July 1 and January 1 based on the number of Club members on those dates. These 

fees are paid in Cdn dollars if invoiced by Rotary International from their Canadian office . 

• District 7090 fees are paid July 1 based on the numbers of Club members on July 1. These fees are paid in Cdn dollars. 

if invoiced by Rotary International from their Canadian office  

Club fees are set by the Board on an annual basis to provide funds for ongoing Club operations. 

 

TYPES OF MEMBERSHIPS 

a. INDIVIDUAL MEMBERS 

• The individual member’s fees are a combination of RI, 7090, Club fees to be paid by all members who are active as of 
July 1. 

• If a member wants to resign from the club but has not done so by July 1, the individual is responsible for the total 
annual fee. 

• Membership fees for persons under 40 (or such age as the Board may determine from time to time) may be 
reduced to a rate as set by the Board. 

• The Board may make provision for the appointment of Honourary Members from time to time upon terms as they 
may determine to be appropriate. 

b. CORPORATE MEMBERS 

▪ The first member of the corporate organization pays the full Individual Member’s fee and subsequent members of 
the corporate organization pay a reduced fee as set by the Board. 

 

RESERVE POLICY 

Rotary Club of Hamilton A.M. Operating & Opportunity Reserve Policy, Board Approved March 23, 2021, Opportunity 
Reserve Policy 

To ensure there is transparency about funds held by the Charity, beyond what has been raised through fundraising events and 
donations, an Opportunity Reserve Policy will indicate why money is held, what it may be spent on and how it will be 
replenished. Prudent governance recommends allocating 100% of what is raised from the community back to the community 
(if sufficient funds are not raised for allocation to projects in a given year, they may be returned to the community over a three- 
year period, adding temporarily to the reserve, before they are spent – ‘unofficial’ club policy is to return funds raised to the 
community in the year they are raised). 

The Opportunity Reserve is intended to provide an internal source of funds for donating to worthy projects. 

Distribution of the opportunity reserve is at the discretion of the board. The determined schedule for giving is to be maintained 
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by the Treasurer as approved by the Board of Directors. 

The target amount of the Opportunity Reserve for any year is set at $30,000 based on the 2019 survey results (22% of the 
members wanted a $0 reserve; 33% wanted a $25,000 reserve; and 45% wanted $50,000 reserved), unless a new survey is 
conducted, and new amounts are decided by the club Board. 

The Board of Directors will direct the Treasurer to disburse the reserve funds (amount, recipient). The Opportunity Reserve 
will be reported by the bookkeeper in the financial statements. 

 

IMAGINE IN THE PARK 

The Imagine in the Park festival is a signature event of the Club on behalf of The Charitable Corporation of the Rotary Club 

of Hamilton “A.M.”. The festival shall receive the ongoing funding support of the Charity and operational support on behalf 

of the Charitable Corporation by the Club indefinitely, upon a renewal in two-year commitments (beginning with the 2023 

festival during the Charity fiscal year of 2022-2023 and for review to continue for the 2024-2025 fiscal year), or until such 

time as the Charity shall terminate its funding and operational support as a program of the Charitable Corporation. 

The foregoing arrangement reflects the Charitable Corporation support of the festival since about 2009 and the agreement 

entered between the Club with the founders of the festival dated November 2016. 

The operational arrangement is founded on the following principals which the Board of Directors of the Rotary Club of 

Hamilton AM shall use in managing the festival activities: 

▪ Annual funding from the Charitable Corporation of expenses over income not to exceed $10,000 per annum 

▪ Unused Charitable Corporation funding support shall not be accumulated or carried over from year to year 

▪ Not less than 15 months prior to June 30, 2023 (being March 2025) the Board of Directors shall consider and 

recommend to the Charitable Corporation the continuation or termination of festival support 

▪ Authorization and reconfirmation of the festival dates for the two year period be approved by the Charitable 

Corporation with input from the Club 

▪ Annual budget to be considered and approved by the Charitable Corporation with input from the Club 

▪ All third-party contracts, including but not limited to independent contractor services (artists, presenters, first aid 

personnel, committee management), rentals facility contracts, advertising, web site or social media services 

▪ Insurance coverage is available to the Charitable Corporation, Charitable Corporation Board members, Club, Club 
directors and festival participants 

▪ Record keeping and financial oversight is in accordance with Charitable Corporation and Club policy 

▪ Routine reporting to the Board of the Club on behalf of the Charitable Corporation 

▪ Festival leadership may include non-Club members or Charitable Corporation Board members, however, at least 

one of the primary festivals organizing committee chair or co-chair shall be a member of the Rotary Club of 

Hamilton AM 

▪ Charitable Corporation and Club support shall be recognized in the manner required by the Charitable 

Corporation and the Club in all publications, social media, web site and printed materials related to the festival 
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▪ The Charitable Corporation and the Club shall leave open and consider offers to have the festival operations assumed 
by others 

 

LEGACY PROJECT 

In addition to minor/small and major annual giving, it is club policy to undertake to place into reserve, over a multi-year 

period (3-10 years), funds to use in financing a “Legacy Project”. 

The Legacy Project is undefined and subject to future determination as to the beneficiary, and nature of the funding. The 

preferred outcome is a substantial, one-time, or ongoing, contribution(s) for the betterment of the overall greater community. 

The gift may be described as one that lives on after its initiation and demonstrates in form and operation the Rotary Club of 

Hamilton AM commitment to ‘Service Above Self.’ Where achievable, the Legacy Project would allow for demonstrable, 

active participation by every club member with hands-on and financial contributions as an essential value to the effort. 

ANNUAL FUNDING OF LEGACY PROJECT 

Without limiting the authority of the Board of Directors to manage club finances, it is the intention of this policy that not less 

than 25% and as much as 50% of annually raised funds be placed into the Legacy Project Reserves as a temporary 

restricted fund and the accumulated amount of the fund be set out in the financial statements of the corporation. 

A target budget for Legacy Project Funding is $100,000. 

MEMBER INVOLVEMENT 

A report of the results of the assessment of the applications prepared by the LPC shall be submitted to the Board of 

Directors for its input. Following the input of the board and any further improvements to the report which ensue, the Club 

Secretary on the instructions of the Board, shall call a meeting of members to receive the report and provide input and a 

meeting of members the following week from the first meeting to vote on the members acceptance or non-acceptance of the 

Board of Directors to support the recommendation of the LPC, or such other alternative as the members may decide. 

At the meeting called for the purpose of reviewing the LPC report, members shall be afforded the opportunity to raise 

questions, obtain clarifications and information regarding the report and the Legacy Project RFP process and outcomes, 

and offer input to the LPC. 

At the meeting to vote on the outcome members shall be entitled to vote in person or by proxy. 

Vote and input results shall then be shared with the LPC which shall make a further or changed recommendation, as the 

case my require, to the board of Directors who shall make a final decision with respect to the successful proponent from the 

Legacy Project RFP submission, detailing the amount of the award, payment schedule, reporting requirements and other 

relevant factors and approving the entering into an agreement to fulfill the funding commitment and report the result to the 

club membership. 

LEGACY PROJECT COMMITTEE, COMMUNITY INPUT, SELECTION PROCESS AND CRITERIA 

The Board shall not later than December 31, 2022, create a Legacy Project Committee (LPC) consisting of a club member 
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as chair, one additional club member, the President and President-Elect as ex-officio members, and two community 

members. The committee shall meet and report to the Board of Directors not less than semi-annually and not less than 

quarterly once legacy project funding has achieved 80% of the budget or the process of community input and/or proposal 

calls have been initiated. 

Ahead of preparing any decisions and call for proposals, the LPC shall consult with community stakeholders including, but 

not necessarily limited to, the Hamilton Community Foundation, Social Planning and Research Council of Hamilton, United 

Way of Halton-Hamilton, Hamilton Conservation Authority, City of Hamilton, McMaster University, Mohawk College of 

Applied Arts and Technology, other area Rotary Clubs, YWCA Hamilton, YMCA Hamilton Brantford Burlington Hamilton 

Centre for Civic Inclusion, and such other significant community stakeholders as the PLC shall determine. 

A “Request for Proposals” (Legacy Project RFP) is prepared by the LPC and recommended for approval by the Board of 

Directors. Input on the content, form and timing for the Legacy Project RFP shall be obtained through broad consultation 

with club board of Directors, community groups and from a person or persons skilled in the creation of RFP’s. The Legacy 

Project RFP is to include details as to the form of application and required information to submit with the application, the 

criteria for screening and selection (scoring), submission deadlines, decision making process and deadlines, reporting, 

payments, project reporting and follow up, recognition requirements, written agreement terms, and such other information 

as the Board may approve. 

Without limiting the LPC authority and the design of the Legacy Project RFP, the following is suggested criteria and scoring 

plan for RFP submissions: 

Screening criteria includes “A” and “B” level requirements. To be selected to the short list of Legacy Projects, the 

submission must meet at least one of the A level criteria and the successful proponent must have at least one of the B level 

criteria met and an overall high score. Scoring is discretionary to the LPC. 

A Level – 20 Points Each B Level – 5 Points Each 

▪ Children/Youth 

▪ Literacy/Education 

▪ Health 

▪ Club Project for Community 

 

▪ Serves Significant Community Need 

▪ Offers Matching Funding Partner 

▪ Immediate & Measurable Impact 

▪ Significant Rotary Exposure 

▪ Significant Rotary Member Engagement 

▪ Other Significant Benefits in view of LPC 

SELECTION OF SUBSEQUENT LEGACY PROJECTS 

Six months before the completion of an existing Legacy Project, the Board of Directors at the call of the President may 

initiate the process of establishing a new Legacy Project using the same terms and arrangements as set out above. 
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GIFT ACKNOWLEDGEMENT & GRANTS RECOGNITION 

CONTEXT: 

So often our Rotary Club of Hamilton AM gives significant funds or otherwise does good work, and we receive little 
recognition for our efforts. We also struggle with people not knowing all that we do. It is for this reason that the following 
policy has been developed and approved by the Board of Directors. 

RECOGNITION: 

The Charitable Corporation of the Rotary Club of Hamilton AM, when awarding gifts of $1000 or more, should notify the 
recipient organization or group that we request that our organization be publicly acknowledged as having supported this 
project. It can also delegate this task to members of the Grants committee.  

● In all instances and for funds less than $500: a written acknowledgement addressed to the Rotary Club of Hamilton AM. 
● Funds of less than $1,000 and greater than $500.00: also, shall provide written acknowledgement within one (1) or more 

of the funded project or program promotional forms (website, social media, brochures, etc.). 
● When more than $1000 - ask that we are acknowledged on the website as a supporter, donor etc. 

● When the gift is $4000 or larger - ask that the organization find three meaningful places to show others about our 

support (newsletter, annual report, news release, brochure). 

● When the gift is $10,000 or larger - ask that the organization find five meaningful places to show others about our 

support. Ideally, one of these ways should take the form of permanent signage that will long be associated with the 

project itself. Before finalizing what, these will be, the organization should engage us for our input so we can work 

together to make the gift acknowledgement as mutually beneficial as possible. 

The Club will make the Rotary logo and other materials available as needed so that the recipients have what they need to 
publicize the Rotary assistance received. It will be the responsibility of the Major and Small Donations Committees as well 
as World Community Service to monitor compliance with this policy. 
 

PAUL HARRIS AWARD CRITERIA 

The Paul Harris Fellowship Award is one of the highest honours Rotary can bestow upon a person. Awards are given to 
Rotarians, community professionals and noteworthy citizens - in recognition of their outstanding contributions to the 
community. 

NOMINATIONS 

● Club members can nominate another Club member or non-member at any time during the year. For awards using 
the club's points, nominations can be submitted by an active club member, reviewed and approved by the Board, be 
endorsed by the Club membership committee, and must have met the criteria described below. The Secretary must 
engage Rotary International to complete the points transfer and receive the physical elements of the award (i.e. pin). 
These Awards are preferably given to the nominee during one of the club's fundraising events. For awards using 
individual members points, no approval process is required. The individual members must engage Rotary 
International to complete the points transfer and receive the physical elements of the award (i.e. pin). These Awards 
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are preferably given to the nominee during a regular or special meeting. 

NOMINEES 

● Nominees must be residents of the community who are age 21 years or over and have demonstrated a commitment to 
the purpose of Rotary and exemplify the principles of Rotary’s Four Way Test, as evidenced by the following judging 
criteria: 
▪ outstanding leadership within the community; 
▪ exceptional and meritorious service within the community; 
▪ personal commitment to the principles of Rotary. 

SELECTION CRITERIA: 

● Based on the above, the Board shall review the manner in which nominees have attained their level of personal 
achievement and the extent to which they have given leadership and special service to others in the community. 

● Final nominee selections shall be presented to the club for approval prior to notification. 
● The Board has the final discretion to determine if a Paul Harris Fellowship will be awarded. 

 
Note: 
● The request for a Paul Harris Award pin is made by the Board President to The Rotary Foundation using the 

Recognition Transfer Request Form. For Club members, their Rotary membership number is required as the type of pin 
will be based on their Rotary Foundation contributions to date. 

 

RECRUITMENT OF BOARD MEMBERS 

NOMINATING COMMITTEE 

● Each year the Board requests members for the Nominating Committee to recommend nominations for the next Board 
year. 

● The Nominating Committee members include the Boards President Elect, another Board member and up to 3 additional 
Club members. 

● One month in advance of the work of the Nominating Committee, the Board surveys its members using a Board 
Competency and Interest Matrix, and provides to the Nominating Committee the skills, experiences, interests, etc. that 
the Board deems needed (e.g., financial, legal, marketing, fundraising). 

NOMINEES 

● Club members can put forth their own name or the name of another Club member, with the member’s approval, to be 
on the slate of nominees for the Board. 

● The Nominating Committee can use the Board Competency Matrix to determine nominees’ skills, interests, abilities, etc. 

PROCESS 

● The Nominating Committee reviews the Matrix to help determine Board nominees. 
● The Nominating Committee prepares a slate of officers to present to the Club membership at the Annual General 

Meeting. 
● Nominees with the greatest number of votes will be elected to the Board. 
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For the Board of Directors and the Club Nominating Committee to carry out their responsibilities in providing and forming an 
effective board, appointing appropriate Board Officers, and creating successful committees, all members are asked 
periodically to indicate their areas of skill and interest through the Board Competency matrix and interrst survey, as found in 
Appendix 1 of the governance policy. 

 

BOARD CALENDAR 
 

 
Month 

 
Focus 

 
Comments 

July New Board Access to emails 
RI and District 7090 Dues  
Orientation of New Board Members on governance 
policies & by-laws 
Organizational Structure - committees and goals for 
year 
Review & publication ofaft Budget 
Prepare T1235 form to include in CRA submission 

Transfer accounts to the new appropriate person on the Board 
Pay Dues 

Plan Board Meeting – dates, location, focus  
 
Determine Committee chairs & members 

August Select financial auditor 
Set club goals to be Inputted in Rotary Club Central 
and communicated to club members 
Major Fund-Raising Event 

Motion must be approved and minuted 
Review RI Citation requirements 
 
Participate in Major Fund-Raising Event 

September Strategic Plan and Goals updated or revised  
Imagine in the Park - Review of Budget, Income and 
Expenses 
Prepare for District Governor Visit or Meeting / 
Webinar 
Review of summer fundraiser results 
Major grants amounts recommendations by 
grants committee 

Review Strategic Plan and Goals  
 
 
Prepare for DG visit including Foundation cheque 
presentation 

October Vocational Services Month 
District Conference 
Nominating Committee to start their assessment of 
board openings for coming year 
Governance committee review 

Determine focus for Vocational Services 
Participate in District Conference 
Determine Nominating Committee 
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November Foundation Month 
RI Foundation Grant Seminar - Grant Applications  
Audited Financial Statement review  
Nominations of Board Members 
Package finalization & and give notice re AGM to 
membership 5 days prior to AGM 
Approval of large grants amounts and subsequent 
payment 

Determine Foundation Month event 
Attend Grant Seminar 
Motion must be approved and minuted 

December Annual General Meeting 
T3010, T1235 and T1236 forms to be filed with CRA 
Hess Street Pancake Breakfast 
Grants selection criteria review 

Hold AGM & ensure 40% quorum is attained 
Submit approved financial statements to CRA 
Participate in seasonal events 
 

January RI Dues 
Call for Major Grants 
Review Progress regarding strategic plan, budget 
and club goals 
Major & Minor Fund-Raising Events - planned out for 
year ahead 

Pay RI dues 

Finalize Awards by World Community Service 
Determine dates, focus of funds, $ targets 

February President Elect Training 
 
Major Project Paul Harris Recipient process of seeking 
nominations begin 
Next year budget initiation  

Decide on Changeover Meeting 
PE Training 
Determine Paul Harris Recipient 
 
Input Request of Director’s and Committee Chair’s 

March Submit - Foundation and Polio Plus Funds 
President Elect Multidistrict Training – 
Club Assembly 
Major Grants Applications Close 

Pay 
PE Training 
Prepare for Club Assembly – Update SP & Goals 

April Order Paul Harris Pins for Presentation at Major Fund 
Raiser 
Committee Chairs/Membership reviewed to ensure as 
high retention as possible and club members are being 
well utilized 
Major grants selection 
Next year Budget finalization 

Order Develop Draft 
 
 
 
 
Charitable Corporation approves the selection 
Preliminary Draft Circulated for Director, Committee Chair, and 
Member Input 



Rotary Club of Hamilton AM 

PAGE 23 OF 38 

MISSION | VISION | VALUES 

Making a difference through service above self 

Healthy and prosperous communities 

Fellowship – Global Understanding – Ethics and Integrity - Diversity 

 

 

May New member award online survey 
Club Leadership Training for next Board 
Review objectives and budget completion 
Announcement of Major Donation Recipients 
Prepare yearly survey 

General membership vote 
Outgoing Board Members to plan & start training Incoming 
Board Members 
 

June New member award 
Yearly review of the strategic plan 
Yearly annual Board evaluation 
Joint Board Meeting  
Budget requirements established by next Board 
Imagine in the Park  
RI Convention 
Next year budget Board Consideration and Approval 

Board Directors vote 
Annual online survey sent to the membership 
Results of the Board directors annual online survey 
Participate 
Participate 
Participate 
Participate 
Approve Data Input to Accounting Program/Records 

 

FISCAL POLICIES  

With new tax legislation coming into force in 2023, the Rotary Club of Hamilton AM has had to terminate the Trust previously 
in existence and replace it with a Charitable Corporation. This is a separate legal entity from the club. Both entities have their 
own applicable scope of work, and consequently relevant fiscal policies as detailed below.  

A. FISCAL POLICIES FOR THE CLUB 

Authority 

Fiscal responsibility shall be vested in the Treasurer and Club President. 

Signing Officers 

The President, President-Elect, Vice President, Secretary, Treasurer and Past President are the signing officers for the Club. 

Non-Invested Fund Balances for all Accounts 

The club shall maintain in its accounts not less than a total aggregate float of Five Thousand Dollars ($5,000) and on July 

1st and January 1st such additional cash as necessary to satisfy dues payable to District 7090 and Rotary International. The 

latter requirement is achieved as membership dues are to be received in advance as monies that are used to fund the 

District and Rotary International dues allocations.  

Credit Cards 

The club will not have any credit card accounts. 

Petty Cash 

Club meetings shall have a petty cash float of $50. No other petty cash shall be routinely opened, and event petty cash or 
cash float requirements must be approved by the Treasurer and event Chair. 
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Membership dues, Rotary International and District dues 

Club membership dues (and specific categories) are determined in the budget process. Without limiting Board discretion, 

the following principals are to be considered in the setting of club dues: 

▪ Defined dues rates result, as near as possible, in a break-even outcome for operating expenses should not be 

intended to fund the Charity. 

▪ At a minimum dues should cover out-of-pocket expenses related to the individual membership, including District 

7090, Rotary International Dues, Magazine subscriptions, and related miscellaneous expenses. 

▪ Reflect the costs of District 7090 Dues invoiced once annually and RI dues invoiced twice annually and recognize 

the accrual of dues that may arise from pro-rata membership inductions. 

▪ Corporate membership dues are deductible against business income (unlike individual membership dues which 

may be deductible for some members and not for other members). 

▪ Anticipated other and charitable incomes that might come from certain classes of members. 

Note that should the Club costs be budgeted to exceed the amount of the dues, the Club will earn a management fee from 

the Charity as the Club manages the fundraising activities of the Charity. This management fee should be budgeted to be 

an adequate amount to cover the Club’s approved budgeted expenses so that the Club has a Nil budget. [Note see Charity 

Management agreement]. 

Investments 

The objective of the foregoing is to define the authorities and responsibilities for investment of restricted and unrestricted 

club funds. The Treasurer, with the advice and input of the Audit and Risk Management Committee will act in an advisory 

capacity to the Board of Directors, which has the responsibility to monitor investment performance and decide the overall 

investment program. 

The basic investment objectives are to ensure funds are invested in a prudent and effective manner and are sufficiently 

flexible to support cash flow requirements. 

Investment objectives include: 

▪ Preservation of capital 

▪ Optimize the rate of return, within the constraints of this policy and Board accepted risk 

▪ Maintain liquidity to meet cash flow requirements 

Authorized investments shall be those which provide for Canadian Deposit Insurance Corporation protection. 

Investment restrictions include: 
▪ Borrowing from any source to make investments 
▪ Speculative investments, including but not limited to derivatives, options, futures, hedge funds or forward contracts 
▪ Investments in forms that are inconsistent with the club mission, vision, values, and objects of Rotary 

 
At least quarterly, the Board shall receive a report on the investment performance and cash flow requirements.  

https://www.cdic.ca/
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RESERVE FUNDS AND LEGACY PROJECT FUND 

Opportunity Reserve Fund and Annual Giving 

The club promotes returning into community projects and activities in each fiscal year the amount of funds raised in the 

respective fiscal year. Recognizing the time horizon for deciding projects and activities worthy of funding from the club may 

be longer than one fiscal or calendar year, it is the policy of the club to have an “Operating Reserve” at the end of each 

fiscal year in the amount of $30,000. From this reserve fund it is possible for the club to make commitments to fund Legacy 

projects and activities in the next ensuing fiscal year with confidence there is sufficient available cash funds to complete 

those commitments, even if fund raising efforts fall short of the total of those commitments. 

Decisions to fund community projects and activities are set out separately in this Governance Policy and such decisions 

may not align perfectly with club financial activity each year. The Opportunity Reserve provides a means to conduct funding 

decisions without reservation to the ability to finance those decisions. 

The club and Charity abilities to raise funds may vary from year to year, and will vary in relation to the general economy, 

the club volunteer capacity, and the events designed to generate charitable income. 

It is the club goal to raise Fifty Thousand ($50,000.00) or more each year. It is club policy to allocate those funds in each 

given year as follows:  

Restricted Reserve Funds 

The club, on the advice and decision of the Board of Directors, may provide for certain ‘permanent’ or ‘temporary’ restricted 
reserve funds. Restricted reserve funds require a written outline of the terms and nature of the restricted reserve funds. 

The Legacy Project (defined herein) is one such restricted fund, a temporary restricted fund. 

Funds obtained from third party sources and used for specific club programs or activities may be given a temporary or 

permanent restricted fund designation on the balance sheet of the corporation. Use of these funds are subject to the written 

outline or agreements with third party providers. 

The club shall always fully comply with the Income Tax Act, and particularly subsection 149.1(1) which defines a “charitable 

organization” as when “all the resources of which are devoted to charitable activities executed by the organization itself.”. 

That subsection also defines “qualified donee.” Subsections 149.1(2), (3), and (4) allow the Minister to revoke the 

registration of charitable organizations, public foundations, and private foundations for failing to expend their resources 

either for their own charitable activities (“charitable activities executed by it”) or on gifting to qualified donees. Together, 

these provisions require charities to devote their resources either to their own charitable activities or to making gifts to 

qualified donees. 

In circumstances where the club is partnering with other organizations to undertake activities. 

The club shall provide for reporting results on a consolidated and segregated basis for restricted funds and their related 

activities. 
 

BUDGET PROCESS 
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Club budgeting reflects, in its revenue and expenditure details, a plan facilitating the execution of specific activities to further 

the organization strategic plan. As an organic organization, the club budgeting process requires flexibility, adaptive 

considerations, and approaches. It also must be taken as not an owned or leadership owned plan. Like the strategic plan, 

which is approved not by a single year leader, the budget is prepared in advance of a fiscal period and is executed by the 

leadership in the year it is effective; budgets are organization centric and are not specific leader centric. While its details 

may not be designed by the leadership of the implementation period, it has been designed by the preceding period 

leadership whose experience and perspectives are in service to the strategic plan. Furthermore, intelligent use of a budget 

recognizes changing circumstances, shifting club priorities may compel elected leaders to alter the plan. Well planned 

budgets may limit this outcome, as much as fundamentally facilitating the opportunity to adjust during the implementation 

period. 

The budget format shall relate to how routine financial reports are structures to allow for budget to actual comparison. 
Budget preparation, presentation and management is led by the Treasurer. 

 
February Initial Input Request of Director’s and Committee Chair’s 

April Preliminary Draft Circulated for Director, Committee Chair, and Member Input 

June Board Consideration and Approval 

Approved Data Input to Accounting Program/Records 

January Mid Year Status and Budget Estimate Review with Amendments as Required 
 

B. FISCAL POLICIES APLYING TO BOTH ENTITIES (CLUB AND CHARITABLE 
CORPORATION) 

ACCOUNTING PRACTICES AND RECORD KEEPING 

Division of Responsibilities 

The Treasurer shall hold and control the cheque & deposit books, petty cash, financial records in such manner as a prudent 

organization requires and shall have authority to delegate administration thereof. 

The Treasurer shall provide a transitional plan and explanation to any incoming treasurer not later than 60 days before they 
are formally installed as the Treasurer. 

Previous treasurers can assist the current treasurer in these tasks so long as the Board agrees to it. 

Accrual Accounting and Chart of Accounts 

Accrual accounting, compliant with Generally Accepted Accounting Principles (GAAP) shall be employed, ensuring revenue 

and expenses related to specific periods, such as a month or year, are recorded as incurred in the period to which they 

relate without regard to date of receipt or payment. Revenues are recorded in the month in which they are earned or 

pledged. Expenses are recorded in the month in which the expenditure is utilized or incurred. The club shall adhere to 
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financial management and reporting obligations set out in the Ontario Not for Profit Corporations Act (or such subsidiary or 

replacement Act as may be applicable). 

The club and Charity chart of accounts shall be as approved by the Board of Directors or amended by the Treasurer on the 

advice of accounting professionals and having regard to input from the Board of Directors. 

The Treasurer or their designate (which may be another volunteer member of the club or contract professional bookkeeping 

service) is responsible for making and recording deposits (including receipts from credit card transactions, e-transfers, cash, 

and cheques), payments, recording of all revenues, bills, payments, journal entries, and bank reconciliations in club 

accounting records. 

The books of account are closed, and bank reconciliations completed not later than the 14th day following the end of the 

quarter and the Treasurer shall cause financial statements for the year to date (YTD) period to be reported to the Board of 

Directors not later than two (2) days following. 

Location of Financial Records 

The club and Charity shall use an accounting software application suitable for charities and not for profit corporations. 

The deposit books, cheque books, bills of expense, receipt records, and other financial records shall be organized by fiscal 

period first, and otherwise retained in the manner of the Treasurer’s choosing, provided that the Treasurer shall do so about 

the historical manner of such record retention, compliant with regulatory requirements and governance policies, particularly 

records retention policy. 

Internal Controls 

Separation of duties shall be the primary goal of the club and Charity with respect to internal financial controls. No single 
person shall be able to authorize, record, and be in the custody of a financial transaction and the resulting asset. It is 
preferred the club and Charity employ an independent service to record deposits (receipts of any kind) and expenses. The 
authorization of expenses is a first responsibility of directors overseeing the project or program for which an expense is 
incurred and can include the President on all expenses. The Cheque Requisition form shall be used in all instances to 
authorize and initiate payments. 
Should an event or activity require a petty cash or cash float, the Treasurer shall have in place sufficient authorization and 

recording to track the cash as an expense or receipt. 

Detective Internal Control 

The primary means of providing for investigative means to limit fraud or misappropriate of assets is the data reconciliation, 

including bank reconciliation, as a means of identify discrepancies. 

The club and Charity shall also employ the Audit and Risk Management Committee to oversee and provide assurance in 

meeting legal obligations and reporting. 

Accounts Payable and Receivable 

The club and Charity shall endeavour to make payment obligations immediately upon receipt, save and except if the 

Treasurer is or is made aware there is a potential dispute with respect to the invoiced services or request for payment 
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and except if directed by the authorization of the President and one other Director, the Treasurer shall not make any 

payment without the authorized cheque requisition. 

Receivables overdue by more than 90 days shall be reported to the board of Directors for its direction. 

SIGNING AUTHORITY AND BANKING PRACTICES 

Bank Accounts 

The club shall have the fewest bank accounts required at such financial institution as the Board shall determine from time to 

time. Separation of financial obligations (restricted reserve funds for third party arrangements, separating Charity funds from 

operating funds, for instance) shall be managed vis a vis accounting arrangement in the books of the corporation). 

Bank accounts are created or terminated only as the Board of Directors may authorize. 

Bank statements shall be reviewed in a timely manner, consistent with reporting quarter end financial results to the next 

ensuing Board of Directors meeting. Bank reconciliation reports shall be reviewed and confirmed by the Treasurer. The 

Audit and Risk Management Committee shall perform random checks on the bank reconciliations. 

The contractor engaged to keep the books of account shall be given ‘view’ access to the accounts. 

The Treasurer shall have online banking access, with the standard privileges available from the financial institution. 

Cheques Signing 

Execution of cheques requires any two of the foregoing signing officers and agreements with any banking or financial 

institution shall require the two signatures, save and except where the banking institution requires but one authorized 

signing authority for the acceptance of electronic transfers (E-Transfers) in which event agreements related to such 

accounts shall provide for a single signing authorization. 

Cash, Cheque, E-Transfers, Credit Card Receipts and Petty Cash 

The Treasurer or their designate is responsible for making and recording deposits (including receipts from credit card 

transactions, e-transfers, cash, and cheques), payments, recording of all revenues, bills, payments, journal entries, and 

bank reconciliations. 

Cash receipts arise from club and Charity event receipts (donations, auction item sales, draws) and meeting fees or 

donations. Cash shall be given to the Treasurer as soon as possible, and not more than 48 hours following receipt and the 

Treasurer shall deposit or arrange for the funds to be deposited to the appropriate club bank account. 

Such receipts shall be counted, verified, and signed off by those persons responsible for the collection and where possible 

by confirmation with the Treasurer, President or Secretary of the Board, member in charge of the event or activity, or such 

other Director as may be available to act to verify the amount collected. 

Cheques and bank drafts as payment for amounts due to the club shall be verified by the Treasurer as due and deposited 

by the Treasurer at the earliest opportunity. 

Wire and other electronic fund transfers shall be directly deposited and verified by the Treasurer as due at the earliest 
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opportunity. 

For the purpose of ensuring tax receipts, the Treasurer shall keep a receipt schedule (designated as General Ledger 

account # 4030 “donations” in each entities chart of accounts) for the nature of those receipts.   

Year-end financial review, surplus, statements & government filings 

The Audit and Risk Management Committee is the delegated authority for managing club’s and Chrity year end review (or 

Audit or Review Engagement or Compilation), determining year end results including surplus, producing the required 

statements, and filing the necessary charity returns. The formal delegation of Board of Director obligations or member 

authority in the performance of year-end review responsibilities is annual, except as allowed by the Act. 

The club and charity obligations for year-end financial statements are guided by the Ontario Not-for-Profit Corporations Act, 
2010, S.O. 2010, c. 15 (“ONCA”) and its charitable information return requirements. 

Year End Accruals 

In keeping with the accrual accounting method club policy in revenues and expenses, related to activities in the fiscal year 

ending, be accrued as an expense to that year and those occurring in a fiscal year which apply to the ensuing year are 

accrued to the ensuing fiscal period. 

Year End Review or Auditor Appointment 

ONCA may require an audit, review engagement or Compilation or neither depending upon the club and charity gross profit. 

The board of Directors may elect to delegate some or all the responsibility to the Audit and Risk Management Committee, 

where required with formal membership approval, to review and make all necessary recommendations to the board of 

Directors for its decisions. 

Filing Year Charitable Return 

The Rotary Club of Hamilton AM is agent for The Charity of the Rotary Club of Hamilton “A.M.” (“Charity”) and in that 

capacity is required to file prior to December 31st each year a T3010 - Registered Charity Information Return and if required 

a copy of the Year End financial statements, T1235 Charity Directors and Like Officials Worksheet and T1236 Qualified 

Donees Worksheet / Amounts provided to other organizations. Guidance for completing the forms can be found at T4033 

Completing the Registered Charity Information Return. 

Year End Surplus (Deficit) 

The corporation is having an integral arm of its objects being a Charity. Except for third party restricted reserve funds, the 

balance of the corporations’ assets, net of any liabilities, shall be used only for charitable purposes. In keeping with this 

objective, the Board of Directors shall vest in the Charity all excess equity above the Five Thousand Dollars ($5,000.00) 

standing operating reserve as a year-end transfer of funds. 

Expense approvals and payments 

The Treasurer shall cause authorized expenditures to be paid in a timely fashion. 
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Expenditures which have budget line-item correlation (for instance Rotary International dues, District 7090 dues, and 

specific funding commitments) or those under $200 are authorized expenditures requiring only confirmation of one Director, 

as represented on the required Cheque requisition. 

Expenditures of $200 or more and without identifiable budget line-item correlation (for instance a budget item that in gross 

includes more than one distinct expenditure or payee) shall have cheque requisition, in the prescribed form, signed by the 

requesting person, next senior club member responsible for the activity (for instance a committee chair or event chair) or the 

President as proof it is an authorized expenditure. 

Expenditures of $200 or less and without identifiable budget line-item correlation (for instance a budget item that in gross 

includes more than one distinct expenditure or payee) shall have a signed cheque requisition signed by the requesting party 

and where possible by the next senior club member responsible for the activity or the President as proof it is an authorized 

expenditure. 

Statements formats 

The Board shall have available a form of statement which details all accounts and to be used for budgeting purposes. 

The Board shall receive at each Directors meeting a financial report consisting of a Balance Sheet, Statement of Income 

and Expenses in sufficient detail reflecting the approved statement format. 

The Board shall issue annually and quarterly a financial report to the Membership consisting of a Balance Sheet, Statement 
of Income and Expenses in the approved format for distribution to members, and such statements shall include notes as 
would ordinarily be included with annual reporting and program and event income and expense schedules. 

C. FISCAL POLICIES FOR THE CHARITY 

Authority 

Fiscal responsibility shall be vested in the Treasurer and the Charity Board Chair. 

Signing Officers 

The Secretary, Treasurer, Past President or President-Elect and the Chair are the signing officers for the Charity. 

Non-Invested Fund Balances for all Accounts 

The Charity shall maintain a float of $30,000 to support fundraising costs ahead of the fundraising activity taking place. 

CHARITABLE INCOME TAX RECEIPT(S) POLICY 

The Canada Revenue Agency (CRA) guideline for issuing tax receipts is the governing information for the issuance by the 

Rotary Club of Hamilton AM of income tax receipts for gifts/donations received. The Charity is bound to the obligations under 

the Income Tax Act (R.S.C., 1985, c. 1 (5th Supp.)), as a charity, and shall endeavor to meet its required obligations. As 

such, this policy is not to be construed as exhaustive, comprehensive, or complete and is not necessarily the most current 

description of the obligations under the Act or CRA guidelines, both of which must be routinely consulted. 

https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/operating-a-registered-charity/issuing-receipts.html
https://laws-lois.justice.gc.ca/eng/acts/i-3.3/
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Strict adherence to CRA requirements is necessary to avoid revocation of the Charity’s charitable status. 

The Charity may employ software applications useful for the issuing of tax receipts. Such software and the issuing of tax 

receipts shall be under the care and control of the Treasurer who shall report at least annually on the issuance of charitable 

tax receipts to the Board of Directors and shall cause to be filed on behalf of the Charity such reports and information as the 

Charities Directorate of the CRA may require.  

ISSUING RECEIPTS 

The Charity shall issue tax receipts for receipt able contributions once annually for the period January 1 to December 31. 

The Charity shall use additional tools such as software, to issue tax receipts for receipt able contributions related to specific 

fundraising events throughout the year. 

Such receipts shall comply in form and content with CRA requirements. 

On the CRA recommendation, receipts for the period ending December 31st are suggested to be issued on or before 

February 28th next following. 

INFORMATION REQUIRED OF CONTRIBUTORS 

To issue a receipt for income tax purposes, a contributor must give to the Charity their name and address for service. 

INFORMATION INCLUDED ON THE RECEIPT 

• A statement that it is an official receipt for income tax purposes 

• Name, address, and BIN issued by CRA for the Charitable Corporation of the Rotary Club of Hamilton AM 

• Location where the receipt was issued (city, town, municipality) 

• Date or year the gift was received 

• Date the receipt was issued 

• Full name (including middle initial, if available) and address of the contributor 

• Amount of the value of the gift AND the receipt able value of the gift 

• Brief description of the gift 

• Amount and description of any advantage received by the contributor 

• Signature of an individual authorized by the charity to acknowledge gifts – the President & CEO or Treasurer 

• CRA name and website address 

INDIVIDUAL GIVING 

Funds in Cash, Credit or Debit Card, E-Transfer, and Cheques 
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Receipts shall be given for contributions from non-club members, incidental or one-time gifts received at a club activity of 
$25.00 or more, except and unless the contributor declines to receive a receipt or where the contributor’s name and address 
are not given the Charity. 

Receipts shall be given for the full amount of accumulated contributions of club members in each period.  

Gifts in Kind 

Receipts shall be given for items donated by individuals which are accompanied by an official receipt of purchase from the 
original supplier, or an appraisal if the amount is over $1,000. If the item was purchased within three years, the receipt will be 
the lesser of the FMV or the purchase price. A charitable donation tax receipt will not be issued for items for which the value 
is not clearly ascertainable; this includes, and is not limited to, dinners at a private resident, sports paraphernalia, or personal 
items. 

The Charity is responsible for reporting the fair market value of the gift in kind on the official charitable donation tax receipt. 

Canadian Revenue Agency indicates that the fair market value is the “highest price in dollars that the property would bring 

in an open and unrestricted market” between a willing buyer and seller who are both informed, prudent and knowledgeable 

and acting at arm’s length. To determine the fair market value of a gift in kind, a 3 independent appraisal is required for 

items over $1,000.00. 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). 

Securities 

Receipts shall be issued for the “closing value” of the publicly traded security on the day the club receives the security, net 

of any brokerage charges incurred in relation to the transfer of the security to the Charity. 

Art 

Art contributions are receipt able at Fair Market Value (FMV). Art valued under $1,000 is deemed to have FMV equal to its 

purchase price, which requires the contributor provide a copy of the purchase receipt to verify said value. Art acquired 

during the past three years from the date of the contribution, must be valued at the lesser of FMV and the purchase price. 

Art valued in at $1,000 or higher requires three (3) independent retail appraisals of the value to determine the FMV. For 

individuals who make art 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 

CRA DISALLOWS RECEIPTS FOR SERVICES, HENCE NO RECEIPT MAY BE GIVEN FOR SERVICES RENDERED OR DONATED EVEN WHERE 

SUCH SERVICES GENERATE REVENUE TO THE CHARITY. 

BUSINESS GIVING 

Use of Tax Receipts by a Business 

The tax treatment of business contributions may be very different from the treatment for individuals. However, it is the 

business which has the responsibility for how it uses the charitable receipts issued by the Charity. The Charity will only issue 
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a charitable tax receipt to a Business [does not include a sole proprietorship] if requested by such business. The Charitable 

Corporation of the Rotary Club of Hamilton AM in issuing receipts to a business is not making any warranty or 

representation to said business as to how and in what manner or way such receipts may be used by the business. 

Funds in Cash, Credit or Debit Card, E-Transfer, and Cheques 

Receipts shall be given for contributions for incidental or one-time gifts received at a club activity of $25.00 or more, except 

and unless the contributor declines to receive a receipt or where the contributor’s name and address are not given the Charity. 

Gifts in Kind 

In general, there is no benefit to a business to obtain a charitable donation tax receipt for a donation of items from inventory. 

Such contributions are considered a business expense for which a charitable receipt offers no additional tax benefit. Where 

appropriate, the Charity may provide a letter acknowledging donation. 

However, if a business requires a charitable donation receipt, the Charity may be able to accommodate the request. The 

business must make a financial donation to the Charity, which in turn shall purchase from the business the donated item for 

an agreed amount; usually these amounts are equal, however, they need not be equal. This approach usually results in 

one offsetting the other for no gain to the business. 

Securities 

Receipts shall be issued for the “closing value” of the publicly traded security on the day the club receives the security, net of 
any brokerage charges incurred in relation to the transfer of the security to the Charity.   

Art 

Art contributions are receipt able at Fair Market Value (FMV). Art valued under $1,000 is deemed to have FMV equal to its 
purchase price, which requires the contributor provide a copy of the purchase receipt to verify said value. Art acquired during 
the past three years from the date of the contribution, must be valued at the lesser of FMV and the purchase price. Art valued 
in at $1,000 or higher requires three (3) independent retail appraisals of the value to determine the FMV. For individuals who 
make art 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 

CRA disallows receipts for services, hence no receipt may be given for services rendered or donated even where such 
services generate revenue to the club. Similarly, to gifts in kind, the business may invoice the club for services and make a 
donation of lesser, equal or greater value to the club as a financial contribution. 

Sponsorship and Advertising 

Sponsorship and advertising contributions create an advantage to the business. Tax receipts may be issued where the 

sponsor receives the same treatment as other participants, and for the portion of the sponsorship value which is not 

considered part of the advantage. Often, the business contribution is deductible to the business and a tax receipt offers no 

discernable tax benefit. 
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FUND RAISING EVENTS 

Generally, CRA provides that a contribution (named as a ‘gift’) less the ‘advantage’ obtained by the participant determines 

the receipt able value of the gift. The foregoing are examples to illustrate and assist the club at determining the receipt to be 

given for a gift related to an event and assist with determining in advance of marketing an event as to the receipt able 

amount of the event cost to a participant. 

Special Guidelines for Ticket Value 

The eligible amount of a gift related to an event ticket purchase is the ticket price less the comparable meal value (excluding 

GST/HST/PST and gratuities), value of door prizes or items given attendee(s) where the value is determined to exceed the 

lesser of $75 or 10% of the ticket purchase price per attendee, and such other entertainment or advantage costs per 

attendee. A further limitation for the issuance of a receipt is the eligible amount must not be less than 20% of the ticket 

value. 

An illustration of an eligible amount: 

A charity holds a fundraising dinner and sells 500 tickets for $250 each. A comparable meal could be purchased for $100 

(excluding GST/HST, PST, and gratuities). The door prizes are a trip with a value of $3,000 and jewelry with a retail value of 

$500 ($3,500/500 or $7 per ticket sold). Each attendee receives a logo pen and a key chain with a total retail value of $10. 

There is a performer at the dinner. The usual and current ticket price to see that performer is $50. The de minimis threshold 

is $25 (the lesser of $75 or 10% of the $250 ticket price) for the complimentary items and door prize opportunities thus the 

value of the complimentary items and the door and achievement prizes to each attendee ($17) fits within the de minimis 

threshold. Therefore, the value of these items does not need to be included in the total amount of the advantage. If the total 

advantage had exceeded $200 (80% of the $250 ticket price), it would not have met the intention to make a gift threshold 

and a receipt could not have been issued.  
 

 
Ticket Price  $ 250 

Meal Advantage $     100  
Door Prize Value $ 7  
Complimentary Gift Value $ 10  
Entertainment $ 50  
Total Advantage to Deduct  $ 150 

Eligible Amount  $ 100 
 

Rules for Winning Bidders of Auction Items 

The contributions of items to a charity auction are receipt able as noted for individual and business contributions. 

In addition, it may be possible for a person purchasing an item at an auction to receive a tax receipt for the eligible benefit 

that purchase provides to the club. 

An illustration of an eligible amount: 

A bike is donated to the club for inclusion as an auction item. The FMV at the time of the bike donation is $400 and this value 
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is posted at the auction (for if not, there is no receipt to be given). The winning bid at auction is $550.00. A minimum bid 
amount required to issue a tax receipt is 125% of the FMV [$400] or $500 and this meets the criteria as $550 is greater than 
$500. So we can issue a tax receipt.  The amount of the tax receipt is ”the advantage” which cannot be more than 80% of the 
winning bid (or in this case $440.00 - $550 * 80%). 

 

Winning Bid $ 550 

Fair Market Value of Donated Item to Deduct $ 400 

Eligible Amount aka ”the advantage” $ 150 

Rules for Golf Tournaments 

Like fund raising events, the eligible amount of the gift for a golf event must exceed 20% of the participation fee and is the 

amount of the participation fee less the advantages of the event. 

An illustration of an eligible amount: 

A charity holds a fundraising golf tournament and sells 100 tickets for $200 each. Some of the participants are members of 

the golf course and do not have to pay green fees. The regular green fee for non-members on that day is $50. The cart 

rental (included in the participation fee) is normally $20. The retail value of supplied food and beverages (excluding 

GST/HST, PST and gratuities) is $30. Each participant receives golf balls with a retail value of $15. The retail value of door 

and achievement prizes is $2,000 ($2,000/100 or $20 per ticket sold). Raffle tickets for a chance to win a number of other 

prizes are sold separately. The hole-in-one prize is the use of an automobile for one year. The de minimis threshold is $20 

(the lesser of $75 or 10% of the $200 participation fee). Since the total value of the complimentary items and the door and 

achievement prizes to each participant ($35) exceeds the de minimis threshold, you must include these items in the total 

amount of the advantage. If the total advantage had exceeded $160 (80% of the $200 participation fee), it would not have 

met the intention to make a gift threshold, and a receipt could not have been issued. 
 

Participation Fee  $ 200 

Green Fee $ 50  
Cart Rental $ 20  
Food & Beverage $ 30  
Comlimentary Golf Balls $ 15  
Opportunity Prizes $ 20  
Hole in One Prize $ -  
Total Advantage to Deduct  $ 135 

Eligible Amount  $ 65 

For non-members, the amount of the advantage is $135, and a receipt may be issued for the eligible amount of $65. For 

members who do not have to pay green fees, the green fee of $50 can be excluded from the advantage and a receipt may 

be issued for the eligible amount of $115. 

DONATIONS FROM OTHER CHARITIES 

CRA prohibits issuing tax receipts to other registered charities. 

THIRD-PARTY FUND-RAISING EVENTS1 

Where the club, under a management agreement with the Charity, is not substantially responsible for operating a fund-raising 
event with its own volunteers (or employees if applicable) it could be deemed to have operated a ‘third party fund raising’ 
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event. And substantially relinquishing to a third party the Charity’s receipt issuing function or control over the donated funds, 
may jeopardize its registered charitable status. 

Under the Income Tax Act, registered charities can issue official donation receipts to donors for gifts. This tax-receipting 

privilege is not to be casually farmed out to third parties, even if some of the resulting funds will be flowing back to the 

charity. 

Should the Charity determine it is desirable to engage a third-party fund-raising agent, the following shall apply: 

• A written, Board authorized written agreement setting out the modalities of the fundraising arrangement 

• Official donation receipts are only issued to donors for the eligible amount of the gift 

• Ensure that official donation receipts are signed by an authorized individual in conformity with ss. 3501(1)(i), 

3501(2), 3501(3) and 3502 of the Income Tax Regulations 

• Be able to provide to the Canada Revenue Agency a full accounting of the monies or that portion of the monies 

donated to it, and the receipts that were issued in return 

• Be able to account to the Canada Revenue Agency for the advantage amount received by the participants because 

of their participation in the fundraising event 
 

 

1 CRA Policy Comment reference no. CPC-026 release date February 26, 2003 
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APPENDIX 1 - BOARD COMPETENCY MATRIX AND INTEREST SURVEY 

Please provide a rating for the items listed and take the opportunity to add any other comments  
Scale - 1 – low, 2 – fair, 3 – average, 4 – good, 5 - excellent 

 
Topics Skill/Competency Rating Comments 

 1 2 3 4 5  
Finance       
Legal       
Governance       
Marketing/PR       
Fundraising       
Community Services       
Education       
Not-for-profits       
Small Business       
Healthcare       
Justice       
International Issues       

 

Each year, the Club elects a new slate of Officers. Positions can include a  
➢ President 
➢ President-Elect 
➢ Secretary 
➢ Treasurer 
➢ Directors at Large 

Would you be interested in being considered for one of these positions? ☐Yes  ☐No  

If yes, which positions and why? 
 

 

 
 

Club members contribute to the Club operation by participating in Club committees. Would you like to be on any of the 
following Club committees? 

Membership  Fundraising (major or minor)  Youth/New Generations  

Speakers/Social/ Vocational  Club Services  International/World  
Grants (Minor and Major)  PR/Communications  Community Service  
Risk Management  Nominations/ Governance  Imagine in the Park  

Please indicate if you could participate as a committee Chair or Vice-Chair. ☐Yes ☐No 

Your Name       Date                                   

Return form to Club Nominating Committee member or Chair. Thank-you for participating in the development of your Club. 


