BCHF

BC HOSPITALITY /
FOUNDATION

Vi

OUR INDUSTRY, YOUR CHARITY



Producers &




L) VARl (0] -8 PAYROLL DEDUCTION PLAN SET UP

1. Introduce the concept & process of BCHF payroll deductions to your team. Attach the pledge card with your message.
(*pledge card attached)

2. Employees forward copies of signed pledge cards to your payroll department. Ensure that the original pledge card is sent
to the BC Hospitality Foundation (via Workplace envelope).

3. Enter the authorized employee payroll deduction pledges into your payroll system.
4. Begin deducting the authorized amount from the employee’s payroll on the date they confirm.

5. If your organization uses an automated payroll service, simply set up an additional deduction code. The BCHF deduction
code is similar to and should be handled the same as, any other deduction codes you are already using.

6. If your organization does not use an automated payroll service, simply deduct the authorized amount from your employee
the way you would other deductions.

7. Typically, payroll pledges run from the beginning of January to the end of December, but exceptions can be made and
facilitated if needed. For first-time campaigns, exceptions can be made immediately by contacting the BC Hospitality
Foundation with the total pledge amount for each employee so we can enter pledges to cover the year involved.

8. Please be prepared to respond to any pledge or payment inquiries from BC Hospitality Foundation or its auditors.




Lle)VARE (o] ¢ PAYROLL DEDUCTION REMITTANCE

1. Each participating company is responsible for the reconciliation of the payroll accounts and the remittance of the total
amount of employee deductions.

2. Payroll remittances can occur monthly, quarterly or yearly; whatever works best for your business.
¢ Please remit payroll deduction $ to the BC Hospitality Foundation via mail or email

Attention: Lucy Cayuela, Business Administrator.
Payroll Deductions
PO Box 63515 Capilano, North Vancouver, B.C. V7P3P1

email: lucy@bchospitalityfoundation.com

* Please include a spreadsheet that contains the name of contributing individuals and the total $ amount each
individual is contributing for the remittance period.

*  Payments can be made via cheque directly to our office or electronically (please contact us for any information you
require if you would like to send payments electronically).

WHY SUPPORT BCHF
Over $1 Million raised to help beneficiaries since 2008.
The only charity of its kind in Canada.
NOT government-funded.

Help those when they need it most - quick access to funds.

Identify future leaders through our scholarship program.




TAX RECEIPTS

Employees who donate $25 or more through payroll deduction
systems are entitled to a tax receipt for the full amount of their
donations, at the end of the calendar year.

This can be provided to the participating employee in one of the
following ways:

DID YOU KNOW? 1. The employer reports charitable donations on their employee’s T4
slip at year-end. Most organizations’ payroll systems can handle
this very easily. The BC Hospitality Foundation’s charitable business
number (86016 1785 RR O001) must be included on donor’s T4 slips
for Canada Revenue Agency (CRA) to process.

2. If a payroll system cannot report charitable donations on T4s, the
BC Hospitality Foundation will issue tax receipts to you for each
employee payroll donor.

¢ The BC Hospitality Foundation requires a written request, by
December 15 of that year, indicating the organization would
like to receive tax receipts for employee payroll deductions.
In order to issue tax receipts, BCHF needs a list of donors’
names and the total $ amount each donated through payroll
deduction.

¢ Tax receipts will be produced and mailed to your
organization for internal distribution unless otherwise
requested.

* Tax receipts will be issued no later than the end of February.
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PAYROLL DEDUCTION PLEDGE CARD

DONOR INFORMATION

PAYROLL DEDUCTIONS

Name

Middle

Last Name

Street address (Home)

City and Province

Postal Code

Company name

Phone #

Date of Birth

PAYROLL DEDUCTION INSTRUCTIONS

DEDUCTION AMOUNT FOR EACH PAY PERIOD

NUMBER OF ANNUAL PAY PERIOS

MY TOTAL ANNUAL PAYROLL DEDUCTION PLEDGE

SIGNATURE

DATE (DDMMYYYY)

THANK YOU FOR YOUR CONTRIBUTION!




CONTACT

Alana Dickson
Executive Director
alana@bchospitalityfoundation.com

Lucy Cayuela
Business Administrator
lucy@bchospitalityfoundation.com

Registered Charity No. 86016 1785

BC Hospitality Foundation
PO Box 63515 Capilano
North Vancouver, B.C.
V7P 3P1
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