Funds Submission Overview
The SLF has a rigorous process to make sure that all funds submitted by grandmothers groups and their
supporters are accurately recorded in our database and that all tax receipts are issued in a timely manner.
We sincerely appreciate your help in this process!
When we receive funds from a grandmothers group, we need to know the following things:
1) How were the funds raised? Are they from a specific event? [requested]
Having this information allows us to track both how your group raises funds (so we can report your group
total in more detail by type of fundraising) and how the Campaign as a whole raises funds

2) Is the group or a group member submitting their own cheque on behalf of other individuals who
have made donations to the SLF? [required]
Sometimes individuals donate in cash or write a cheque directly to the grandmothers group and then the group
(or a group member) sends a cheque to us to cover those funds

3) Does anyone need a tax receipt? If so, we need the full names, full mailing addresses, and donation
amount for everyone who needs a tax receipt [required]
Sometimes this information is clearly indicated on a personal cheque or donation form filled out by the donor.
If it is not, please include an additional sheet of paper with these details.

Here’s an example of the bottom part of the “submitting your funds” form filled out.
Source of Funds

Description

Type of Payment

Amount

Donations

Individual donations at African
dinner
Ticket sales for African Dinner
Silent Auction funds at African
Dinner
African Dinner event
sponsorship by Marlene’s
Candies

Group cheque

$115

Group cheque
Group cheque

$750
$425

Business cheque

$500

Penny Jars set up around town
(money raised April –June)
Honorarium from member Jody
Johnston speaking at Bayside
Elementary on May 3, 2017

Group cheque

$74.34

School cheque

$150

Donations

Ticket Sales
Silent Auction
Sponsorship

Penny jars
Honorarium

Individual donations at African
dinner

Personal cheques

$375

Tax Receipts?

Yes
See attached
personal cheques
Yes
See attached sheet
No
No
No
Please send an
acknowledgement
letter to Marlene’s
No
No
Please send a letter
to the school. Details
attached.

This funds submission overview and form is specifically designed for grandmothers groups in Canada, as
groups in the UK, Australia, and the United States follow a different funds submission process.

Submitting your Funds
A Form for Treasurers
Thank you for all of your incredible support. Please have your group’s treasurer complete this form every
time you submit funds. It tells us how the funds were raised, how much was raised from each method, and
which donations require a tax receipt.
We appreciate you taking the time to complete this form!
Event Name (or how funds were raised if not an
event):

Group Name:
Group ID#:

Event Date & Time (if relevant):

Mailing Address:
City/Town:

Treasurer Name:

Prov/Terr:
Treasurer Email:

Treasurer Signature:

Treasurer Phone:

Source of Funds

Example: Ticket sales

Description

Tickets sales for African
dinner

Type of Payment
Group cheque

Postal Code:

Amount
$500

Tax Receipts?
No

Total enclosed:
[

] My initials in this box signify that I am the agent submitting funds on behalf of others.

This funds submission overview and form is specifically designed for grandmothers groups in Canada, as
groups in the UK, Australia, and the United States follow a different funds submission process.

