OAnincanAid

Donation Refund Policy

FuM 4.08.1

1. Introduction
1.1. Anglican Aid is committed to ensuring that the financial contributions people make to
Anglican Aid are honoured and respected. Accepting monetary donations is a key
aspect of our organisation’s operations and as such, Anglican Aid is committed to
establishing fair and transparent principles regarding the management of refunds.
1.2. Anglican Aid recognises that sometimes financial contributions are made in error, and
it does not seek to be the recipient of unwilling donations.

2. Purpose

2.1.This policy seeks to define the circumstances under which Anglican Aid willissue a

refund.

3. Scope

3.1.This policy applies to all those who make donations to Anglican Aid, as well as
personnel responsible for processing and managing financial transactions.

4. Definitions

Term Description

Personnel All Anglican Aid employees and volunteers.

Donation The voluntary transfer of money or property made without the donor receiving,
or expecting to receive, any material benefit or advantage in return orin
exchange for the transfer. A donation may be referred to as a ‘gift’.

Refund Returning to the donor the full amount of a donation received in a particular
transaction.

Fraudulent | A deliberated, deceitful, unauthorised action by a person or entity not legally

Activity entitled to authorise a payment or donation.

5. Policy

5.1. Anglican Aid expects that anyone wishing to donate consider their decision carefully
and check donation amounts during transactions.

5.2. Anglican Aid recognises that it is possible for a donor to make an error when making a
donation. Itis also possible that an error can be made by Anglican Aid or our financial
institution.
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5.3. Anglican Aid will examine all requests for refunds on a case-by-case basis. Each

decision will be at Anglican Aid’s discretion, and Anglican Aid will endeavour to ensure
that genuine errors are rectified.

5.4.Issue of Refunds
5.4.1. Arefund will only be considered when a request for refund is received by Anglican
Aid:
5.4.1.1. Within 3 months of the donation being made.
5.4.1.2. Within the same financial year that the donation was made.
5.4.1.3. Onlyin exceptional circumstances would these principles not apply.

5.4.2. Provided the principles in 5.4.1 apply, refunds will be considered in the following
circumstances:

5.4.2.1. Genuine error by donor.

5.4.2.2. Evidence of fraudulent activity.

5.4.2.3. Processing error by Anglican Aid, including the start and end dates of
recurring donations. Seven (7) days' notice is required to cancel a
recurrent donation.

5.4.2.4. Financial hardship, with only the most recent donation being refundable.

5.5. Non-Issue of Refunds
5.5.1. Refunds will not be issued in the following circumstances:

5.5.1.1. A donor or purchaser changes their mind, as itis expected that donors
and purchasers will have made careful consideration of all relevant
factors before initiating the transaction.

5.5.1.2. Arecurring donation has restarted after a period of being on hold, and the
donor was previously informed of the restart date, at least 7 days
beforehand.

5.5.1.3. Iftherefund relates to a request to cancel a recurring donation, but
neither party can find evidence of the request.

5.5.1.4. The donation was receipted in a previous financial year. This is to ensure
Anglican Aid remains tax office and audit compliant.

5.6. Refund processing
5.6.1. If a genuine error is made when donating, Anglican Aid will seek to:
5.6.1.1. honour donor requests for a refund that are made in writing
5.6.1.2. process the refund within 30 days of the date that the written request for
a refund was received by Anglican Aid.

5.6.2. The donor’s written refund request should include the details of the initial
transaction including date, donation amount, donor’s name, donor ID, tax invoice
number and the nature of the error.

5.6.3. If adonationis refunded, the associated tax receipt is no longer valid and should
be securely destroyed by the donor. Itis the donor’s responsibility to submit
correct receipts to the Australian Taxation Office.
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5.6.4. All complaints, grievances and disputes will be treated seriously and in a timely

6. Review

manner, having due regard to procedural fairness and confidentiality. All parties
are required to participate in the dispute resolution process in good faith.

6.1.This policy is reviewed every five (5) years or sooner if required by significant change to
the donations policy or government regulations.

7. Responsibilities
7.1.Board: to develop, review and approve Anglican Aid policies as the governing authority.
7.2. CEO: to establish procedural documentation to ensure implementation of the policy

by Anglican Aid personnel.

8. Related Documents
8.1.FuM 4.1.0 Fundraising and Marketing Policy
8.2. FuM 4.02.1 Donations Policy
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