VISION MINISTRIES CANADA

PROCEDURES FOR DONORS WHO WISH TO DONATE

AIR MILES FOR STAFF TRAVEL
The following procedures presume that the donor desires a receipt for Income Tax purposes from Vision Ministries Canada. Some procedures related to the Air Mile Program are required even if the donor does not require a receipt. These are marked with an asterisk. (*)
I. Vision Ministries Canada 
A. Maintain a record of all persons who have indicated that they would be able to make donations of air miles as they are needed. The record will indicate all the details communicated by the potential donors, including: (*)
1.  Name

2.  Email address

3.  Type of miles (e.g Air Miles, AeroPlan, etc)

4.  Limits on air miles that can be used in any one flight.

5.  A note as to whether the person or VMC will pay the taxes and other fees   involved.

6.  Any other relevant information.

B. Contact the donor by email and advise them of the following: (*)
1. The name of the person traveling
2. The dates when traveling is required

3. The preferred times of travel

4. The cities and airports of departure and arrival

5. The contact information of the person traveling (i.e. email and telephone  numbers)

C. From the website of the airline involved determine the cost of a regular flight and the same date and times of the flights booked by the donor for the VMC staff person traveling.

D. Provide for the donor a charitable receipt that includes the following amounts:

1. The amount that the flight would have cost, not including tax. 

2. The taxes paid by the donor when the flight was booked 

E. If VMC is to pay the taxes, issue a check to the donor for the taxes paid and the amount thereof will not be included in the donation receipt noted in D above. (*)
II. Donor
A. Call the air mile program office and make the travel arrangements for the person travelling. (*)
B. Advise the air mile program office of the contact information of the person traveling. (*)
C. Obtain the name, email address and telephone number of the person at the air mile program office. (*)
D. Advise the person traveling of this information. (*)
E. Pay the Air Mile Program Office for the taxes for the air miles cashed covered by the ticket issued. (*)
F. Send a copy of the travel itinerary and receipt for the taxes paid to Vision Ministries Canada (*)

G. Ensure that the person traveling receives the following from the “Air Miles Program Office:” (*)

1. A copy of the travel itinerary

2. A receipt for the taxes paid for the ticket.
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