The Presbyterian Church in Canada
Guide to Completing
The Registered Charity Information Return - T3010-1 
Important Changes to the old T3010B
On March 4, 2010, the Minister of Finance presented the 2010 Federal Budget, which proposed a number of measures affecting registered charities. The measures included a significant change to the disbursement quota calculation, as well as changes to several connected concepts, such as "specified gifts" and "enduring property." These changes affect how you fill out Form T3010, Registered Charity Information Return, which you must file on behalf of your charity every year.

Additionally, Form T1242, Registered Charity Information Return Summary, that we send you on receipt of the T3010, will be changed, and Form T1259, Capital Gains and Disbursement Quota Worksheet, is no longer applicable. 

For more information on these changes, go to www.cra.gc.ca/charities or call us at 1-800-267-2384.

For charities with a fiscal period ending on or after March 4, 2010, ONLY, you should use the T3010-1
When deciding whether to complete Section D: Financial information: 
· In the first message box, disregard option "d) The charity has spent or transferred enduring property during this fiscal period." This option relates to the concept of enduring property, which is no longer applicable.

If you are completing Section D: Financial information:
· Section D3, Revenue: 

· Line 4500 should now read: "If yes, what is the total eligible amount of all donations for which the charity issued tax receipts." 

· Line 4510 should now read: "Total amount received from other charities."

· Section D4, Expenditures: 

· Line 5050 should now read: "Total amount of gifts made to all qualified donees."

· Line 5070 is no longer applicable - Do not enter an amount on this line.

· Line 5100 should now read: "Total expenditures (Add the amount from line 4950 and the amount from line 5050)."

If you are completing Schedule 6: Detailed Financial Information:
· Line 5640 is no longer applicable - Do not enter an amount on this line.

· Line 4510 should now read: "Total amount received from other registered charities."

· Line 4520 is no longer applicable - Do not enter an amount on this line.

· Line 4525 is no longer applicable - Do not enter an amount on this line.

· Line 5050 should now read: "Total amount of gifts made to all qualified donees."

· Line 5060 is no longer applicable - Do not enter an amount on this line.

· Line 5070, is no longer applicable - Do not enter an amount on this line.

· Line 5100 should now read: "Total expenditures (add the amount from line 4950 and the amount from line 5050)."

· Line 5520 is no longer applicable - Do not enter an amount on this line.

In the section "Enduring property and the capital gains pool," lines 5710, 5720, 5730, and 5740 are no longer applicable - Do not enter amounts on these lines.

If you are completing Form T1236, Qualified Donees Worksheet / Amounts Provided to Other Organizations:
The boxes "Amount of enduring property" and "Amount of specified gifts" are no longer applicable - Do not enter amounts in these boxes.



Introduction

Please review this guide and the official guide from CRA 4033B.
What is it?
Annual return which is filed to confirm compliance with the provisions contained in the Income Tax Act. It provides accountability and transparency to the public since it is available through the CRA website. It is due within six months of the end of the church’s fiscal period. 
What happens if we don’t file?
Failure to file the T3010-1 on a timely basis is cause for the charity to have its charitable status revoked. It would then not be able to issue tax receipts. Further it could be subject to a $500 penalty (to be administered as a re-registration fee). The T3010-1 is used to confirm compliance with the provisions contained in the income tax act (ITA). Names of late filers are published on the CRA website.
What do I need to get started?
· Churches financial statements & records

· Financial records from other groups within the church (i.e. WMS unless filed separately, Sunday School, Choir, etc)

· Pre-printed T3010-1 label (mailed to you by CRA) – Registered Charity Basic Information Return and blank T3010-1 Form Return.
· T4033B – Completing the Registered Charity Information Return (called the Guide)

· T1235 – Directors/Trustees Worksheet
· T1236 – Qualified Donees Worksheet
· Schedules 1 to 6. (Note: you may not have to complete all these schedules)
· Look on CRA’s website if you need any of the forms or the guide.  www.cra-arc.gc.ca
What is new this year?
Form T3010-1 has been revised for 2010. If your year end is December 31, then the T3010-1 must be completed and mailed no later than June 30th each year. Do not use a copy of form the T3010A or T3010B.
Some general notes on completing the forms
· Work in pencil on a photocopy of the form first. Transcribe the completed information in ink to the official copy.

· Check the information on the pre-printed form. Make corrections if necessary.

· Answer every question that applies to your church.  Except for yes/no questions, if a question does not apply leave it blank.

· Round all amounts to the nearest single dollar; do not show cents. (i.e. $141,953.77 would be reported as $141,954)

· A “director/trustee or like official” must sign and date the certification in Section E. This person is certifying both the Information Return and the Basic Information Sheet. 
· Ensure that the person signing is a voting member of the governing authority. Usually this would mean one of the following groups could sign the form:

· Clerk of Session

· Chair Board of Managers/Finance Committee

· Secretary of the Annual Meeting

· A trustee 

· Member of Session (other than Minister)

T3010-1 - Registered Charity Basic Information Sheet

This form is an integral part of the information return. Note that one side has labels for mailing and identifying attachments. The other side contains the information that CRA has on file for your church.

If the church name, charitable designation, registration date, BN, or fiscal year end are wrong, you cannot make these changes on the form. You will need to change the information by sending a letter with supporting documentation to CRA.  

T3010-1 – Registered Charity Information Return

Section A - Identification 
A1 – Parent organization or linked charity
· Presbyterian churches are “linked” to The Presbyterian Church in Canada.

· Check Yes
· Enter  The Presbyterian Church in Canada

· Enter 10785 6619 RR 0001 
A2 – Dissolved, amalgamated    

Unless you have actually made a conscious decision to cease all operations and to transfer any assets remaining after the payment of liabilities incurred in your charitable operations, to a qualified donee.
· Check No
If the congregation and presbytery have agreed to amalgamate and or to dissolve before completing the T3010-1 contact National Offices at 416 441 1111 x320
A3 – Public or private foundation   

· Check No
Section B - Directors/Trustees 
Use T1235 to complete this information. It’s stapled into the middle of the Guide.

CRA defines members of the charity’s governing authority as those individuals who have the right to vote at meetings of the governing authority that has final legal authority over funds and all other property. Within The Presbyterian Church in Canada context this would be:

· “the session” or it’s executive where it exists
· Board of Managers or it’s executive where it exists (If there is no Board of Managers there is usually a Finance Committee)
· and the Trustees. 
Individuals who are subject to the direction and control of a governance body in implementing its decisions would not be directors/trustees or “like officials” even if they may be called “officers” of the charity. We suggest that the minister(s) would not normally be included in this list. 
· Check Yes to indicate you have attached a separate worksheet

Section C – Programs and General Information 
C1 – Charity active during the entire fiscal period

· Check Yes if your congregation was active

· If you did not carry on any programs during the entire fiscal period, had no income, and did not issue any tax receipts then answer No.
· Explain why in the space C2.

C2 – Program description 
These are simple one-line descriptions of what the local church’s program is. Here are some examples which may be useful for Presbyterian Churches:

· We hold worship services weekly.

· We provide ministries for women, men, youth and children weekly.

· We give pastoral care to those in need.

· We donate funds to Presbyterian Sharing to support national programs and national and international missionary activities.

· We donate funds to Presbyterian World Service and Development for relief and development work.

· We operate a food-bank and clothing give-away program.

Note that under trust law charities may provide funding to other charities only where such funded charity has one or more purposes that are compatible with those of the funding charity.

Note that there is a section to add new program activities. CRA may check to ensure that these are in keeping with your stated charitable purposes.

C3 – Gifts or funds sent to qualified donees or other organizations
Line 2000, if you check Yes then you must complete T1236—Qualified Donees Worksheet/Amounts Provided to Others.
C4 – Programs carried on outside Canada

If the answer is Yes, then you must complete Schedule 2—Activities Outside Canada. You may want to also refer to RC4106—Registered Charities: Operating Outside Canada for further information.

C5 – Did the Charity carry on any political activities?
If you answered yes on line 2400 then you must complete line 5030.
Political activities are activities intended to pressure elected or government officials on legislative or policy matters. Charities face three important restrictions:

· Activities must be non-partisan in nature

· Maximum 10% of disbursements

· Activities must relate directly to charitable purposes

For more information see IC87-1 – Registered Charities: Ancillary and Incidental Political Activities
C6 – Did the Charity carry on fundraising activities

This is not a new section, the majority of congregations will check line 2530 and perhaps lines 2560 and 2570.
C7 – Did the charity pay external fundraisers 

If you answer yes to line 2700 then you must go onto lines 5450 & 5460 and then complete question 1 on schedule 4. In the majority of cases congregations do not use external fundraisers. The government is concerned about a large portion of the funds raised being used to pay the external fundraisers. 
C8 – Compensation of its directors/trustees. 

The majority of congregations will say NO to line 3200. In general volunteers of charitable organizations are not paid or compensated for their time. 
C9 – Compensation for employees. 

Enter the appropriate information on the number of positions and annual compensation
C10 – Donations received from non residents of Canada greater than $10,000
This is a new section. You must complete this if the non-resident was NOT;
· A Canadian Citizen
· Employed in Canada, nor
· Carrying on business in Canada, nor
· A person having disposed of taxable Canadian property
In summary CRA is concerned about funds being donated from individuals who have no real link with Canada or don’t have any Canadian property.

C11 – Did the charity receive any non-cash gifts
If your church received non-cash gifts, also called “gifts in kind”, for which it issued tax receipts, check Yes to line 4000 and then complete Schedule 5.  
C12 – Did the charity acquire a non-qualifying security
These are securities not listed on a designated stock exchange and most congregations will answer No to line 5800. The provisions are quite complex and if this section does apply to you and your answer is Yes then see RC4108, Registered Charities and the Income Tax Act. 
C13 - Did the charity allow a donor to use any of the charity’s property during the fiscal period

This section is looking to determine if “loanbacks” were in place or had occurred during the fiscal period. Also, did members have the use of the congregation’s property for their own private use? If so then consideration was received by the donor and this will have to be reflected as a reduction in the original value of their tax receipted donations. Once again these can be complex and the vast majority of congregations will not have to worry about this section and most will answer No to line 5810. 
C14 – Did the charity issue tax receipts on behalf of another organization

The charity should only issue tax receipts for funds received that are directed to them. If a donor asked for a tax receipt for an amount and then directed that these funds were to go to a local children’s hospital then this would not be appropriate and is called acting as a conduit. Most congregations should answer No to line 5820
Section D – Financial Information–Short Form for Smaller Congregations

The Canada Revenue Agency (CRA) seems to have taken pity on smaller congregations and this new section is an attempt to make the completion of the financial information simpler. The criteria for who CRA deems as “smaller” are as follows:

· The charity should have receipts and revenues less than $100,000 and,

· The amount of all assets (GICs, other investments, rented manses) not used in charitable programs is less than $25,000 and,

· The charity has not asked for permission from CRA to accumulate building or renovation funds and,

If your congregation can say Yes all these questions then you can complete section D –Financial Information. If you have one No answer then you must complete Schedule 6.

D1-Accrual or Cash basis

Financial information prepared on a cash basis records only cash receipts and disbursements made in the fiscal year. This is the preferred method for most churches.

Financial information prepared on an accrual basis adjusts the receipts and disbursements for revenue received or expenditures paid in the subsequent year that is directly attributable to the current fiscal year.

D2- Summary of Financial Position
There are four lines to complete regarding whether you owned land or buildings, total assets, total liabilities and did the charity borrow from or loan to any non-arm’s length parties.
D3- Revenue

There are three new questions in this section. They are line: 
· 4490- Did the charity issue tax receipts for donations? 
· 4565-Did the charity receive any revenue from ANY level of Canadian government? Assume this to mean, federal, provincial and municipal. 
· 4575- CRA wants to know NON-RECEIPTED amounts from all sources outside Canada?
The rest of the questions are similar to previous years.
D4- Expenditures

· Line 4950 – This total should equal total disbursements for the year less amounts gifted to qualified donees.

· Lines 5000 to 5010 – These lines require that you allocate the total disbursements reported on line 4950. 

E- Certification

The T3010-1 must be signed by a director/trustee or “like official”. This means that a person should be designated by a motion of the Board of Managers or Session to sign the T3010-1. 

The person designated to sign the return should satisfy himself or herself that the return has been appropriately completed.

F –Confidential Data

This section is similar to the old section I and wants to know the actual physical address of the charity, where the books are kept and who completed the return.
T3010-1 –Registered Charity Information Return Checklist

This is a section that reminds you about what forms you need to included in your return. Check the list carefully to determine if you need to submit a form or schedule prior to mailing the completed forms to CRA.
T3010-1 -Schedules 
The schedules are new in one sense because the old T3010A form did not have them. In another sense many of the questions are similar to questions on the old form. They have been moved around and put into the schedules. There are also some completely new questions that we will touch on as we go through the schedules.
Schedule 1- Foundations

Congregations will not have to worry about this section. This is to be filled out by private and public foundations only.

Schedule 2- Activities Outside Canada

Line 200
Information on expenditures carried outside of Canada
Line 210
Those activities carried outside of Canada—did they take place under a formal arrangement by a contract, agency agreement or joint venture?
· Note that funds sent to PWSD or directly to International Ministries do not qualify as foreign activity, even though we know these funds are used to support missionaries overseas and relief and development work. Your church is merely providing the means for PWS&D and International Ministries to be able to carry on its programs.
· See RC4106 – Registered Charities: Operating Outside Canada for further information
Line 220
This refers to any funds received from CIDA. Congregations are very unlikely to have received any funds from this Federal Agency.
Line 240 & 250 
This asks if any employees or volunteers of the congregation were sent to carry out or direct work funded by the congregation outside of Canada.
Line 260 
This asks if the congregation exported goods to countries outside of Canada as part of their charitable work. Again it is very unlikely that any congregation would answer yes to this question.

Schedule 3-Compensation

Line 300
Enter the appropriate information on the number of positions and annual compensation.

Lines 305 to 345
For the ten highest full time compensated positions, enter the number of positions within the various brackets. Many congregations will have one to three positions.
Line 370 & 380
Enter the number of part time staff employed by the congregation.

Line 390 
What was the total compensation expenditure by the congregation in the year? When CRA talks about compensation they are referring to the amount that appears in box 14 on the T4. This would include stipend, housing allowance and utilities. 
Schedule 4- Confidential Data

There are two items that CRA is looking for:

· They are particularly interested in external fundraisers. 
· Individuals or companies that charge a charity to help raise funds on their behalf. 

The other area of concern is if substantial donations, greater than $10,000, are received by the charity from donors not resident in Canada. CRA attaches a list to determine if the donor had no real connection with Canada at all—in other words, not a Canadian Citizen, not employed in Canada, not carrying on any business in Canada.
Schedule 5- Non-Cash Gifts

Lines 500 to 565
If your church received non-cash gifts, also called “gifts in kind”, for which it issued tax receipts, check all the types that apply. If an individual donated securities to the Presbyterian Church in Canada which were designated for your church, do not report these as non-cash gifts because the national church will have issued the tax receipt and reported this information as well as the transfer to a qualified donee.

Line 580
Enter the total amount of non-cash gifts.

Schedule 6 –Detailed Financial Information

Assets & Liabilities
The first section wishes you to list information on your assets and your liabilities. Enter amounts to the nearest single dollar. See the Guide 4033B for any items you are not clear about.
Line 4020 
Financial information prepared on a cash basis records only cash receipts and disbursements made in the fiscal year. This is the preferred method for most congregations.

Financial information prepared on an accrual basis adjusts the receipts and disbursements for revenue received or expenditures paid in the subsequent year that is directly attributable to the current fiscal year.

New lines

Line 4155 
Land and Buildings in Canada

Line 4165
Capital assets OUTSIDE Canada

Line 4166
Accumulated amortization of capital assets (this refers to an accounting term that means how an asset— a computer for example) depreciates over time. Some congregations will set up the computer as an asset and then depreciate it over 5 years or 20% of the value each year.).
Lines 4110 or 4130
If a member church believes that it has an amount that should be reported on, it should consult a professional advisor such as an accountant or a lawyer.

Lines 4200 and 4350
The amounts will likely not be the same. The difference is often called “member’s equity” or “surplus”.  CRA does not need this number. Please note that lines 4200 &4350 should agree with your financial statements.
Revenue
Line 4500
This is the total amount for which your church issued income tax receipts.

Line 5610
This is a new line and CRA wishes to know the total amount of tax-receipted tuition fees. This line relates to students attending religious schools, for example Presbyterian College. CRA in this case allows donations given to pay for a student attending to be tax receipted. Please refer to IC 75-23 if this case applies to your congregation.
“If such a school teaches exclusively religion and thereby operates solely for the advancement of religion, payments for students attending that school are not considered to be tuition fees but will be considered as valid donations and, providing the school is a registered Canadian charitable organization, official receipts for charitable donations may be issued for such payments.”
Line 4510
This is the total amount received from other registered charities. Please remember that income tax receipts should not be issued for gifts received from other registered charities. Also note the discussion in the Guide regarding grants received from another registered charity for specific purposes. Such grants should be reported on line 4650 instead.

Line 4530
 Enter loose offerings and other gifts for which a receipt was not issued. Fund raising revenue not receipted goes on Line 4630.

Line 4575
This is a new line and CRA wishes to know the total revenue received from all sources OUTSIDE of Canada.

Lines 4590 and 4600
Member churches should retain accurate records of the historical cost or value of all capital property acquired by the church through purchase or gift. Capital property is all property that was included in the assets section of the balance sheet (i.e. not expended) by the charity in the year it was acquired. When such property is disposed of in a future year, the amount received on disposition must be reported on line 4590 and the historical cost or value must be reported on line 4600. Amounts for capital items that are expensed during the fiscal period in which they were acquired by gift or purchased should be reported on line 4890.

Line 4610
If the church rents its surplus space during the week (i.e. building, parking lot), the gross income received or earned should be entered here. When the church earns rental income on property it does not use for charitable programs (i.e. a manse rented on the open market) you should provide details in an explanatory note. 
Line 4620 
Unlikely to apply to churches.

Line 4630
The revenue from activities that should be included on this line would be the advantage portion of all payments relating to events such as auctions, performances, dinners, golf tournaments and similar events put on by the charity for the purpose of raising funds. 

Line 4640
Enter the gross revenue received from the sale of goods or services to individuals or organizations. See the Guide T4033A for examples of Goods, services and use of a registered charity’s assets.

Line 4650
Enter amounts of all other revenue received not already included in the amounts of above. See the Guide other revenue received which might be entered here.

Line 4655
This is a new line and CRA wishes to know more detailed information if you put an amount in line 4650. For example a type of revenue would be GIC interest or dividends.
Expenditures

Line 4800 to 4920
Enter all disbursements whether or not they were spent on charitable programs.

Line 4950
This total should equal total disbursements for the year less amounts gifted to qualified donees.

Line 5000
We recommend that the majority of expenditures be reported as charitable program expenditures on Line 5000. By law, the church is required to use substantially all of its resources in the pursuit of its charitable purposes.  
Expenditures such as salaries can be divided between line 5000 and 5010
· Examples: Bank charges, accounting/legal fees, office supplies (part or all), insurance premiums, printing (part or all), postage, support staff salaries (part or all), church bulletin, meeting expenses.

This includes all expenditures related to the overall management and administration of the registered charity.

The allocation should be made on a consistent and reasonable basis.

Line 5020 – Total fundraising expenditures.

Normally cost related to special events or solicitation of donations by volunteers. Enter the part of the amount on Line 4950 that represents fundraising expenditures. 
Enter the total expenses the registered charity paid out for fundraising activities whether carried out by the registered charity or by contracted or paid fundraisers.

Line 5030 

Generally, a local church would have no political activity expenditures. While the minister might deal with certain issues from the pulpit that advance a religious purpose and might also be viewed as engaging in a political activity, such activity, in the case of a local church, would be an activity in pursuit of a charitable purpose. Principles of ethics, morals and social justice have always been considered to be legitimate and proper concerns of the local church. Speaking out on such issues from a religious perspective, therefore, would be an activity in pursuit of charitable purposes.

Line 5040

Expenditures such as investment expenses or premiums paid under life insurance policies given to the church should be included on line 5040. Also include the costs of rental property not used as part of your charitable program.
The total of lines 5000 to 5040 should equal the amount shown on line 4950.

Line 5050
Transfer the total from the Qualified Donees Worksheet (T1236 – Qualified Donees Worksheet) to this line.

Lines 5500 to 5520
These lines should only be completed if your congregation has written to CRA and received written permission to accumulate funds. This will sometimes occur if a congregation has set up a New Building Fund and wishes to raise money over several years but won’t be spending any of these funds for several years.
Line 5900
Enter the amount of property or assets (including investments) not used for charitable purposes two years prior to the start of the fiscal period.
Line 5910
Enter the amount of property or assets (including investments) not used for charitable purposes two years before the end of the fiscal period. See example below:
	Year
	Value of Rented Manse
	T3010-1 Average Value

	2007
	$252,000
	

	2008
	258,000
	Line 5900-  $255,000

	2009
	265,000
	Line 5910-  $261,500


Note: The church building is used for charitable purposes and would not be included in this calculation

Disbursement Quota
The Federal Budget on March 4, 2010 repealed a significant portion of the disbursement quota regime, which has been part of the Income Tax Act since 1976. The 80/20 rule for ordinary receipted donations is eliminated. Charities will no longer be required to use 80% of receipted donations for charitable purposes by the end of the year following receipt.
What do I need to send in?
· Completed and signed copy of the T3010-1 - Registered Charity Information Return
· T3010-1 - Registered Charity Basic Information sheet

· T1235 – Directors/Trustees Worksheet (remember to affix the barcode label)

· T1236 – Qualified Donees Worksheet (remember to affix the barcode label)

· Financial Statements (remember to have them signed and to affix the barcode label)

Where do I send the form?
The T3010-1 – Registered Charity Basic Information sheet has a mailing label to place on the envelope/package you are sending. The address is: Charities Directorate, Canada Revenue Agency, Ottawa, ON K1A 0L5

What happens then?

After your return has been processed, CRA will send a “Notice of Confirmation.” This notice will confirm that the return has been filed.
If you determine that the information on the Notice of Confirmation is materially incorrect you need to complete and file a T1240, Registered Charity Adjustment Request. 

Resources:

Canada Revenue Agency


www.cra-arc.gc.ca

Canadian Council of Christian Charities


www.cccc.org

Presbyterian Church in Canada


www.presbyterian.ca

Stephen Roche, CFO/Treasurer


sroche@presbyterian.ca
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Some background on key words.





Assets not used in charitable programs does not mean the church building. 


A manse with the minister living in it and not being rented is similar to the church building. 
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