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In Kind Contribution Report Form


	

	Please refer to “Guidelines” on back of this page when completing this form.

	Project:
	

	Activity Name:
	

	Activity Type:
	(
Overseas 
Mission
	(
In-Canada 
Mission
	(
Meetings / Workshops

	
	(
Coaching / Communications
	(
Peer Review & Knowledge Mgmt
	(
Other:  

(please specify)

	Date of activity:
	

	Municipality/Organization:
	

	
	
	
	
	

	Form completed by:
	
	Title:
	

	
	
	
	
	

	Signature (required)
	
	Date:
	

	
	
	
	
	

	TIME CONTRIBUTIONS (Please estimate the contribution of all individuals involved in the activity)

	

	Names
	Code
	Number of days contributed
	Total Days
	FCM Use

$

	
	
	Prep.
	Travel
	Event
	Reports
	
	

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	


Add extra sheet if necessary

OTHER CONTRIBUTIONS
	Estimated $ Value

	Hospitality  (Accommodation, Meals, Tourism Activities, Gifts)
	

	Local Transportation
	

	Facility or Equipment Rental
	

	Communications/Translations
	

	Other; please specify: 
(e.g. equipment, telephone services, office space, facilities, tools, books, publications.)  
	


	For FCM use

	Total:

	Account No.:

	FCM Officer:

	Date:

	Finance:


CODES FOR TIME CONTRIBUTION

	Public Sector
	Community/

Groups / NGOs
	Businesses

	P1
	Elected Officials
	
	B1
	Executive

	P2
	COA, Town Clerks, 

Commissioners
	CM1

CM2
	Employees

Volunteers
	B2
	Staff

	
	
	
	
	Universities
	

	P3
	Senior Managers
	
	
	U1
	Academic Faculty

	P4
	Staff
	CO
	Consultants
	U2
	Staff


Please FAX completed form to:  613-244-1515
Or Mail to: 24 rue Clarence St., Ottawa ON  K1N 5P3
GUIDELINES ON IN-KIND CONTRIBUTIONS

The In-Kind Contribution Report is intended for Canadian municipalities and their partners in Canada that have participated in an activity funded by FCM and the Canadian International Development Agency (CIDA).  Reporting on in-kind contributions is important as it shows that CIDA funds are matched by substantial investments from Canadian municipalities and their partners.  In-kind contributions represent the value added to the financial support received from CIDA and FCM.

Definition

An in-kind contribution is any item or service that is donated to the program without an exchange of cash.  If the item or service were not donated, it would have to be purchased.   The representation of in-kind contributions is a financial proxy that is budgeted, monitored, accounted and reported with the same rigour as cash.

Time Contributions

The contribution of all individuals involved, including assistants, in an activity and its preparation ranges from the following:

Prep - Preparation prior to the activity and/or event and/or mission 

· intercultural training

· preparatory meetings

· administration and logistics

· conference calls

Travel - Travel to and from the destination of the activity

Event - Participation time of the activity (total days of mission, workshop, event, etc)

Reports - Follow-up to the activity time 

· debriefing meetings

· conference calls

· narrative reporting

· expense claims

· in-kind report

Examples of Other Contributions

Donations can include volunteer services, equipment (telephone services, computers and office equipment), the use of office space or facilities, tools, books and publications.  Program-related events, objects or services paid for directly by the municipality, and community fundraising for projects are also considered in-kind contributions.

Who Can Make In-kind Contributions?

Municipal government members, elected officials, individuals, groups and organizations that contribute to the community in the municipality participating in the program can make in-kind contributions.  Only donations from Canadian sources are included as in-kind contributions.  Donations from sources outside Canada or by developing country participants, even when the participants are in Canada, are not included as in-kind contributions.

Valuing In-Kind Contributions

Whenever possible, actual costs are used to value in-kind contributions.  If the actual cost is not available, market equivalent rates may be used. Services are monetized at reasonable market values for the type of work involved.  To relieve the burden of municipalities in ascertaining individual salaries, FCM has established standard market rates for different positions to give a value to the work performed.  The positions of individuals who have contributed their time need only be coded (see list of codes) and the value of their contribution will be calculated accordingly by FCM.  As the market rate for professional services include the cost of support services, support services are not normally counted in valuing in-kind contributions.  In some cases, proof of attendance will also need to be included with the in-kind contributions report such as during board meetings, workshops, etc.
