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McMaster University

Prospect Clearance Form

(Request for Approval of Fundraising Activity)


	Applicant’s Name (Primary Staff):
	Date:



	Address and Extension:



	Project Title:



	Project Summary:



	Total Funding Required:



	Project Time Line



	*Project Approval: Dean/Vice-President ______________________

*must be signed

	Date:

	
	(Print Name): ____________________________________
	

	Please complete ALL PAGES of this form and return completed request to Prospect Clearance, Advancement Services, DTC 125, Tel: (905) 525-9140 Ext. 23513, Fax: (905) 546-5209 (email clear@mcmaster.ca).




Rationale section:  Please indicate the reasons why you believe the prospects that you have selected are suitable for your project. Any relevant relationships or contact information pertaining to the prospects can also be included in this section. If you want to clear any associated entities to your prospect i.e. spouse, company, foundation etc. please specify these in your request.


Solicitation Method: (Fund-raising will be conducted using the following methods): Submission of formal proposal by mail, Personal meetings and presentations, Direct mailing of fund-raising letter, Telephone solicitation, Other. Please indicate which strategy will be followed.

List of Prospects
	ADVANCE ID

(If Known)
	PROSPECT NAME
	ASK AMOUNT
	RATIONALE:
	SOLICITATION METHOD


	 
	 
	 
	Why was this person or business being approached?
Interest in project?

Local community member?

Vendor?
	E.g. Letter, Phone Call, In Person Meeting)

	 
	 
	 
	
	 

	 
	 
	 
	
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	McMaster University – Fund Raising Appeal Form

To ensure that the fund raising initiatives of McMaster University are receipted in accordance with University and Canada Customs and Revenue Agency Charitable Giving Policies, individuals who wish to engage in fund raising activity on behalf of the University must complete this form.  Gift receipts will not be issued for projects that fail to receive approval and follow the procedure outlined.



	“A gift, for the purposes of the Income Tax act, is a voluntary transfer of property for which the donor expects and receives nothing of value in return.” – quote from McMaster University Charitable Giving Policy.  Please provide details of any potential donor benefit. If holding an event, please complete the Event Checklist.

Please note that you must have final approval from the Prospect Clearance Committee before 

Going ahead with your projects.

	FAS Account # for Donations:


	Please note: Donations are transferred May 1 unless there is an 

“immediate need,” in which case please contact the Donations 

Supervisor at ext. 24576

	If tickets are to be sold please complete the following:
	Ticket Price
	Tax Receipt Amount
	FAS account # for ticket portion

	
Are pledge cards required?  YES or NO

If you are planning to send a letter and/or use customized pledge cards, please include a sample of each with this form for our review.

Is a word processing merge file required? YES or NO

	1. For events and mailings the signature of the 
Director for  Annual Giving (Karen McQuigge) is
 required.
2.  Once  signed then please contact the Donations
 Coordinator,  Advancement Services (Dale Poole), 
for appeal and allocation codes.


	Annual Giving Approval: _________________________

Date: _________________________________________

Appeal Code:

Allocation Code*:

	*Please note to open a trust find for an undergraduate award contact the Director, Student Financial Aid and Scholarships, for a graduate award contact the Graduate Registrar, to open any other kind of trust fund contact the Trust Fund Accounting Assistant in Financial Services.

Once codes have been assigned, you can submit a request to the Advancement Services Systems requesting pledge cards (pledge cards not required for events).

Please note for annual giving appeals that clearance is only valid for 60 days


	Event Checklist

Type of Event  (tick each activity occurring at the event) :

 Golf   Auction   Concert   Dance   Dinner   Celebrity Reception   Run   Wine Tour  Other

Event Price
$                         +

Donation
$                         +

Ticket Price
$                         =

Activities 

Cost/person

Cost/person

Breakfast

Green fees

Lunch

Golf Carts

Dinner

Other

Dance

Cost/person

Tee-off grab bag

Items included:

Door Prizes

Types of prizes:

Hole-in-one Prize (or similar prize)

Describe prize:

Lottery

Describe prize:

Other

Describe other activities:

Describe how auctions, prizes etc. will be handled so as to qualify the event for participant tax receipts:

(Name of group organizing the Event)

(Name of Organizer)

(Organizer’s Signature)
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