Appendix 5  - Information on using the ipcLink software 
1 ipcLink is a free software made available by IRAS to all Institution of Public Character (IPC) and members of central funds, including HEF members, for the annual submission of details of individual donors to IRAS and printing of customised acknowledgement letters and tax deductible receipts. 

2 HEF members are encouraged to use the ipcLink software to issue the tax deductible receipts to their donors. 

3 The format of ipcLink tax deductible receipts is predetermined by IRAS.  However, users have to specify certain information to be displayed on the receipt, including:

(i) Name of central fund, i.e. “Health Endowment Fund” (in bold).

(ii) Name of fund (e.g. SGH Endowment Fund)

(iii) Name of member, and branch (if applicable, e.g. different branches located separately)

(iv) Address of member/branch (if applicable)

(v) HEF registration number

(vi) Receipt number in serial order (this is controlled by the software)

(vii) Details of donation (defaulted by software)

4 Some members may have branches that are separately located. Each branch may be collecting donations that qualify for tax deduction. To facilitate the issuance of tax deductible receipts, members using ipcLink may specify a prefix to the serial number, e.g. A0001 for 1 branch, and B0001 for another branch.  However, the member must specify on their name and branch on the face of the receipt.  Each branch will then have to keep record of all the tax deductible donations received. Returns from the member will have to be consolidated from all branches.

5 For ipcLink generated receipts, it is optional to have the member’s logo on the receipt.  Letterhead of the member’s organisation may be used if members wish to have the logo on the receipt and acknowledgement letter. No signature is required on the receipt and acknowledgement letter. There is also no need for members to print a duplicate copy for filing as all the information is recorded in the database.

6 Existing HEF members who wish to convert to ipcLink to generate the tax deductible receipts shall note the following procedures. Implementation date shall be stated as 1/1/2001. All receipts generated from ipcLink shall start from ‘1’ (i.e. do not continue from the last number of the manual receipt issued). The member shall ensure that the existing stock of unused manual receipts are destroyed in line with audit requirements (e.g. an independent auditor shall be present to witness the destruction and countersign in the stock register for receipts against the entry to reduce the stock to ‘0’), the stock register is updated accordingly and the stock register audited by the member’s external auditor.

7 ipcLink can serve as a register of donors for members, meaning that there is no need to keep a separate record elsewhere once ipcLink is implemented. The information captured in ipcLink meets the requirements set out in the HEF operating rules.

8 Members are only required to submit the total amount of tax deductible donations on a calendar year basis, and the range of receipt numbers issued for the donations.  There is no need to provide the figures by each quarter, unless members find it easier to do so. E.g. if the member’s financial year is not based on the calendar year, in which case, the member may use the existing format for the summary of tax deductible receipts (by quarters).  

9 Additional details and information on the ipcLink software is available directly from IRAS Tax Processing Division.
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