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1 PURPOSE 
 

1.1 To establish processes related to the administration, use, and accountability of the Election 
Campaign Contribution Rebate Program. 
 

2 INPUTS 
 
2.1 Individuals that make contributions to municipal election candidates may seek a rebate for a 

portion of the contribution. Candidates may advertise the availability of rebates a means to 
generate revenues for their campaign. 
 

3 OUTPUTS 
 
3.1 After the conclusion of the election and submission of Candidate Financial Statements, eligible 

Contributors will receive a rebate for a portion of their contributions. 
 

4 DEFINITIONS 
 

4.1 Definitions and abbreviations applicable to this work instruction are listed in LIS-OP-050 Municipal 
& School Board Elections. 
 

5 RESPONSIBILITIES 
 

5.1 The Deputy Clerk is responsible for conducting a comprehensive review of the Contribution 
Rebate Program prior to each regular municipal election, and for presenting findings and 
recommendations to Council related to its effectiveness, operation, and continuance for future 
elections. 
 

5.2 Council is responsible for approving, modifying or cancelling the Contribution Rebate Program as 
it sees fit. 

 
5.3 The Clerk and Deputy Clerk are responsible for ensuring that rebates are only paid to qualified 

persons, and only paid in accordance with the rules and limitations established in the authorizing 
by-law. 

 
5.4 The Deputy Clerk is responsible for providing Finance staff with the information it requires to 

process rebates. 
 
5.5 The Accounts Payable group in the Finance Department is responsible for the issuance of 

cheques to persons entitled to a rebate under the program. 
 
5.6 Candidates who choose not to participate in the rebate program are responsible for notifying their 
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contributors that their contribution will not be submitted for a rebate. 
 
5.7 Candidates who choose to participate in the program are responsible for submitting rebate 

applications in a timely manner, and for advising contributors of the time-frame in which they will 
receive a rebate.  

 
6 INTERESTED PARTIES (CUSTOMERS) 

 
6.1 Eligible Contributors 
6.2 Candidates  
 

7 LEVEL OF SERVICE 
 
7.1 Contribution rebates will be issued as soon as possible after a Candidate has submitted their 

Financial Statement(s) for the Election, and the deadline to submit Financial Statements has 
passed. 

 
8 QUALITY RECORDS 

 
8.1 Form LIS-120: Receipt for Campaign Contribution Rebate 
8.2 Campaign Contribution Rebate Program By-law 
 
 

9 RISK-BASED THINKING 
 
9.1 Successful implementation of the Contribution Rebate Program is necessary to ensure that 

individuals making contributions to Candidates do so with the full knowledge of whether they will 
or will not receive a rebate for a portion of their contributions. Failure to follow this Work 
Instruction may result in the following risks: 
 
• Ineligible contributors falsely believe they will receive a rebate from the Town, and make 

a contribution that they would otherwise not have made; 
• Ineligible contributors are inadvertently approved for a rebate, increasing the Town’s 

costs; 
• Candidates share inaccurate information about the program with potential Contributors; 

and 
• Eligible contributors fail to file for a rebate, when they were entitled to do so. 
 

9.2 The risks identified herein are mitigated in the following manner: 
 
• Information about the program is provided to all Candidates in their Nomination 

Package, and is published on the Town’s Elections website; 
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• Eligibility criteria are printed on the rebate application form, copies of which are provided 
to all Candidates; 

• All applications received are checked against the eligibility criteria before a rebate is 
issued; and 

• The Contribution Rebate Program is evaluated after each regular election, and 
recommendations are made as to whether it should be changed or discontinued. 

 
10 RESOURCES 
 

10.1 Municipal Elections Act, 1999 
 

 
11 INSTRUCTIONS 
 

11.1 Legislative Services Staff shall make arrangements for the administration of the Rebate Program 
including preparing the necessary forms, and advertising the availability of the program to 
candidates and potential contributors. 
  

11.2 Candidates shall be provided with the Rebate Application Form as part of the nomination process. 
Candidates may request additional forms, paper copies of which shall be dispensed in quantities 
no greater than 30 at a time. Should a candidate request paper-based forms in excess of 30, they 
will be required to first submit completed rebate applications prior to receiving a new package of 
blank forms. Candidates may not re-produce their own forms and must use the forms provided 
by the Town. Rebate applications submitted on forms not produced or supplied by the Town will 
not be approved. 

 
11.3 Participating candidates are responsible for distributing rebate application forms to contributors 

who wish to apply for a rebate. 
 
11.4 Candidates and contributors shall jointly complete and sign the rebate application form. 
 
11.5 The top copy of the three-part form bearing original signatures shall be submitted to the Town for 

rebate. The middle copy shall be given to the contributor. The bottom copy shall be retained by 
the Candidate. 

 
11.6 Legislative Services Staff shall accept rebate applications in person or by letter mail up until the 

deadline established in the by-law. The Clerk or Deputy Clerk may, at their discretion, accept 
scanned rebate applications by e-mail as long as they are on the prescribed form. 

 
11.7 The Deputy Clerk shall maintain a database containing the necessary data in respect to rebate 

applications received, as is required to properly track, monitor, analyze and audit the program. 
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11.8 A list of rebates for payout, with the necessary data, shall be provided to Accounts Payable in 
batch form as often as deemed appropriate by the Deputy Clerk, until all eligible rebates have 
been paid and the deadline for submitting rebate applications has passed. 

 
11.9 The amount of the rebate shall be calculated in accordance with the Campaign Contribution 

Rebate Program By-law. 
 
11.10 Prior to sending a list of approved rebates for payout to Accounts Payable, the Deputy Clerk shall 

ensure that the following checks are performed for each rebate: 
 

• Ensure that the candidate has filed a financial statement in accordance with the requirements 
of the MEA; 

• Ensure that the candidate does not appear to have exceeded any prescribed spending limit; 
• Consider whether the contributor may be ineligible for reason of being a candidate in the 

election, or the spouse or child of a candidate in the election (e.g. does the contributor have 
the same last name and address as the candidate?). In most cases, this will require follow-up 
with the candidate to determine whether the contributor falls into one of these ineligible 
categories; 

• Ensure that the contributor has not made contributions to candidates exceeding the limitations 
established in the MEA; 

• If the contribution is in excess of $100, check to ensure that there is a corresponding entry in 
the Candidate’s financial statement for this contribution; 

• Check that the contribution submitted for rebate is a minimum of $20.00; 
• Ensure that the contribution was made between the date of the candidate’s nomination being 

filed, and the conclusion of the candidate’s campaign period; and 
• Check that the contribution was monetary in nature, rather than a good or service, a ticket 

purchase for a fundraiser, etc.  
 

 
12 RELATED DOCUMENTATION 
 

12.1 LIS-OP-050: Municipal & School Board Elections 
12.2 LIS-WI-074: Financial Statements 
12.3 Form LIS-120: Receipt for Campaign Contribution Rebate 
12.4 Campaign Contribution Rebate Program By-law 


