
Third Party Event Proposal Form 
Gillian’s Place  

Formerly Women’s Place St. Catharines & North Niagara 
 
To register your event, please complete the following form and return to: 

Gillian’s Place  
PO Box 1387, St. Catharines, ON L2R 7J8 
Tel: 905-684-4000 x235  Fax: 905-704-4556 
Email: joanned@gilliansplace.com 

 
 
 

  Name of individual/company / group planning the event: 
 

 

Primary contact name and title:  
Secondary contact name and title:  
Mailing address:  
Home       Business 

Fax      Email 

 
  Briefly describe your business or organization: 

 
 
 
 

  Describe your event in terms of its objectives, prospective participants and its target audience  
(i.e., potential consumers, media, employees, etc. – use a separate sheet if necessary) 
 
Type / Name of Event  
Proposed date and time  
Location of event(s)  
 
How will funds be raised (e.g. ticket sales, percent from proceeds, raffle tickets, auction, etc.) 
 
 
 
Are there any sponsors, partners or suppliers?  If so, what is their role? (It is important that Gillian’s 
place have a complete list of all sponsors or prospects to avoid conflict with other events). 
 
 
 
How do you plan to promote the event? 

Brochures/flyers  Newsletters  TV / Radio Ads  Other  
Types of permits required:  
 
 
 



  Proposed budget: 
Please attach budget for event, listing expected revenues and estimated expenses (even if you anticipate 
having them donated): 
Expected revenues: _______________________ Estimated expenses: ________________________ 

Expect net revenues donated to Gillian’s Place: __________________________________________ 

 Length of Contract: 
Please circle the length of your contract with Gillian’s Place:    1-day      Weekend   Other 
 
If other, please specify: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 

 Will you require a Gillian’s Place representative to attend your event?* 
 

Yes  No 
 
Please specify role of Gillian’s Place representative at event: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
*Please note that while every effort is made to meet requests for Gillian’s Place speakers and/or representatives at 
the event or for cheque presentations, scheduling conflicts may occur. Please submit your proposals well in 
advance for best availability.     
 
Presentation of Funds: 
Please note Gillian’s Place can only accept funds in a cheque format.  The collection of any cash and 
the preparation of the final cheque amount is the sole responsibility of the contracted Third Party as 
outlined in this document.  Please make your cheque payable to Gillian’s Place. 
 
 
 
Name: ________________________________________ Date: ____________________________ 
Please sign and return this form.  Acknowledgement of your application will be forwarded to you as soon as possible. 
 
 
 

 

For Internal Use Only 

Date Received: 

Date Reviewed: By: 

Date Approved: By: 

Management Approval: 

 
 
 
 



 
 
 

Guidelines for Individuals or Groups 
Wishing to raise funds in support of 

Gillian’s Place 
 
Gillian’s Place is pleased to have the support of individuals and community organizations who want to 
plan events in support of our organization.  The following guidelines are intended to clarify and 
support you in your efforts. In addition to following these guidelines,  please speak with the 
Development Office at Gillian’s Place before holding any major event or fundraising campaign and be 
sure to submit a Third Party Event Proposal form at least 90 days prior to proposed date of fundraiser. 
 
First Step – Develop a Proposal for your Fundraising Project 
In the interest of protecting our reputation and charitable status, the attached Proposals must be 
completed in full and submitted to the Development Office at least 90 days prior to the event. 
The Fundraising and Event Coordinator in the Development Office of Gillian’s Place will act as a 
consultant during the process of developing your proposal and in the planning and executing of your 
event.   
 

 
The Development Office at Gillian’s Place assesses and approves all fund raising initiatives from the 
community.  The proposals are reviewed using the following criteria: 

 
 Compatibility with existing Gillian’s Place events 
 Standards of accountability, stewardship, taste and inclusion, in keeping with Gillian’s Place 

policies 
 Self-sufficiency 
 Understanding and support of Gillian’s Place mission by third party event organizers. 

 
The Development Office reserves the right to recommend changes to the original submission and 
to reserve approval based on those amendments being adopted.  They may also return submissions 
without approval to community organizers where further clarification or amendment is needed. 
 
Once your proposal has received approval, you will be notified in writing and a copy of the final, 
approved submission is sent as a written agreement between you/your organization and Gillian’s 
Place. 
 
The Development Office will review your list of prospective sponsors/contributors/suppliers and 
may remove names in order to avoid multiple or inappropriate solicitations. 
 
Please note that the availability of donor/prospect lists is governed by the policies relating to 
privacy and security of donor information established by the agency and encoded in the Gillian’s 
Place Fund Raising Guidelines and in the Code of Ethics of the Canadian Centre for Philanthropy.  
Under no circumstances will donor names be made available to outside groups or individuals by 
Gillian’s Place.  Please note that all gifts accepted must meet the criteria established in existing 
policies, e.g., Policy with respect to the Acceptance of Non-Monetary Gifts, and Revenue Canada 
guidelines. 
 

 
 



 
 
Your Role as Community Organizer 

 Prepare a full written proposal for submission to the Development Office according to 
guidelines provided by Gillian’s Place  

 Make changes or additions to original proposals as requested by the Development Office 
for approval 

 Develop all materials for the event and submit for review by the Development Office. All 
promotional materials including Gillian’s Place name and/or logo must be approved 
by Gillian’s Place before published. This includes posters, flyers, advertisements and 
packaging tags. 

 It must be clear on all materials that Gillian’s Place is the beneficiary of your 
efforts and the amount or percentage of proceeds which will be allocated.  For 
example “50% of proceeds will be donated to Gillian’s Place.” 

 Facilitate and manage event 
 Arrange for secure handling and delivery of any gifts received directly, including name and 

address of donor 
 Pay any up-front costs of the event that are not designated as being paid by the agency in 

the approved event submission 
 Liaise regularly with Development Office 
 Undertake to act within the accepted standards for Gillian’s Place  

 
The Role of Development Office of Gillian’s Place St. Catharines 

 Act as liaison for members of the community interested in initiating a fund raising project in 
support of Gillian’s Place  

 Review prospect and potential sponsor/supplier lists for conflicts with other planned 
solicitations and do all the data work to purge inappropriate prospects 

 Advise on strategy being developed for event 
 Approve any materials being used for event 
 Receive and present proposals to Development Office 
 Arrange for donor recognition as agreed prior to event commencement 
 Allocate funds to designated accounts 
 Discuss with organizers at the end of the event for evaluation 

 
PLEASE NOTE:   
Any/all costs and any tasks associated with the execution of the event is the sole responsibility 

of the contracted Third Party unless otherwise agreed upon prior to event commencement. 
 

In keeping with Canada Revenue Agency (CRA) policy, a tax receipt cannot be issued in every 
circumstance.  After reviewing the completed Third Party Event form, we will be able to determine if a 

tax receipt may be issued. 
For more information, please visit Canada Revenue Agency (CRA) website at:   

www.cra-arc.gc.ca/tax/charities/glossary-e.html 
 

 
Again, thank you for actively participating in our work by holding a fundraising event.  Your 
efforts are not only appreciated, but vital to the success of our organization.  Please do not 
hesitate to call with questions or for support. 

http://www.cra-arc.gc.ca/tax/charities/glossary-e.html
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