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Surrey Christmas Bureau Register for Help Application Guide

Welcome!

We're excited to help your family apply for Christmas assistance safely and easily online,
so no line-ups needed!

You can complete your application using a:
e smartphone
o tablet,
e Or computer

Please read the instructions carefully before starting your application.
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Am I Llgible to Register?

We want to make sure our help reaches the families who need it most.
You are eligible to register only if you:

e Currently live in Surrey, and
e Have at least 1 child aged 18 or younger living in your household.

If you don’t meet these criteria, you unfortunately cannot apply at this time.
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What You’ll Need

Have photos or scanned copies of these ready before you begin:
e |D for everyone in your household
e Proof of address
e Proof of income (if available)

You can save your progress and come back to your application anytime.
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After You Apply

Once your application is approved:
e You'll receive an email confirmation.
e You'll get an appointment time to pick up your toys and food hamper.

If you applied for the Adopt-a-Family Program, we’ll contact you once you’re matched with
a Sponsor.
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Need Help?

If you have any questions or run into technical issues, please email:
coordinator@christmasbureau.com

If possible, include a screenshot of the problem to help us assist you quickly.
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Step 1: Start Your Online Registration

%, 604-581-9623 &= coordinator@christmasbureau.com

SURRey “x.
CI—[RI STMaS*t;' HOME

¥ ABOUTUS ~ ADOPTAFAMILY ~ #BEANELF ~ DONATE v VOLUNTEER ~ EVENTS ~ REGISTER FOR HELP ~ CONTACTUS
RBUReaU #

1.Go to: christmasbureau.com o e s e i

2.Click: “Register for Help”

Families in Surrey will soon be able to apply for holiday support through the Surrey Christmas Jureau.

Families needing help can apply starting Friday Qe®8i¥ 17

2580 17 Anaadl a g (oo £1005) antfil) Basbusall ) gliad a0

Las familias que necesiten ayuda pueden solicitarla a partiel vi gfnes 17 de octubre

faat ufgergl & Hee €t 83 J, g HageTd, 17 Mzl 3 »id iC

Register for Help (applications © .« OCTOBER 17)

Families Can Azg ot One of Qur Two Programs
bose new, unwrapped gifts for your children (ages 0-18).
2) Adopt-a-Family: Be matched with a sponsor who provides gifts and food for your family directly.

T p—— mmm;';;}* note: You only need to apply once! The application will ask you to chaose one program that best fits your family (either Toy Depot or


https://www.christmasbureau.com/
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Step 1: Start Your Online Registration

3. Scroll down and click this red button
4. You can register using a smartphone
or computer

%, 604-581-9623 &= coordinator@christmasbureau.com

SURREY "
CHR:I.‘&TJ?\%Q-S::. HOME ABO uUs ~+ ADOPT A FAMILY ~ #BEAMELF v DONATE ~+ VOLUNTEER ~ EVENTS ~ REGISTER FOR HELP ~+ CONTACTUS
BUREaU #¥

Registratidgfor families needing help will

T T mCwan

Click here to apply for holiday help (OPENS OCTOBEh

a<i 17 caandl a gy (ya $10) audil) s lesal) ) prliad gl

Las familias que necesiten ayuc

fat ufgergt & vee €t 83 9, §g Fageg, 17 »azEd 3 iawl S Hae 96

— e

a pueden solicitarla a partir del viernes 17 de octubre
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Step 1: Start Your Online Registration

L, 604-581-9623 &= coordinator@christmasbureau.com

|
Before You Begin Sy e
(_,HRIS'[‘NI?JS 'n: HOME ABOUTUS ~ ADOPTA FAMILY ~ #BEANELF ~ DONATE v VOLUNTEER ~ EVENTS ~ REGISTER FOR HELP CONTACT US
BUReau #?

e You will need to upload photos of: Registration for families needing help will

o Your photo ID
o Proof of income

. . Las familias que necesiten ayuda pueden solicitarla a partir del viernes 17 de octubre
o Proof that you live in Surrey T ——————

Click here to apply for holiday help (OPENS OCTOBER 17)

i) 17 Aaaad) a0s (o #1850 audil) 3aclasal) ) pliad Gl

e You can take photos with your phone and upload them during registration.

Tip: Have your documents ready before you start — it will make the process faster!
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Step 2: Create Your Account

You will now register for a SurveyMonkey 4" SurveyMonkey Apply

Apply aCCOUI‘It. | Don't have an a
Log In

This is the Surrey Christmas Bureau’s secure el

online system.

1.Click “Register”
2.Enter your email address and choose a
secure password.

Or log in with

Note: For returning users, simply log in. \

A
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Step 2: Create Your Account

3. Check your email for a confirmation
Dear Testy Mclester,

message.
o The email will come from In ord'er to valldatf,' your SurveyMonkey Apply account we need
to verify your email address.
noreply@smapply.mall.net Please click the following link in order to validate the email

address on the account.

o Add this address to your safe list so

you don’t miss it. Thanks,

The SurveyMonkey Apply Team

4. Open the confirmation email and click —_
the verification link. ( Confirm email address )\
o This will take you back to the “

registration page. 5. Click “Apply” to begin your application.
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Step 2: Create Your Account

NN\ ] VA A

BURCAU¥

After you confirm your email, you will see

this.
Dear Testy McTester,
Click the green “Go to site” button to You have successfully registered for the following site, Surrey
i Christmas Bureau, as an Applicant.
continue. You can click on the link below to take you to your Applicant
portal.
Thank you,

Surrey Christmas Bureau




Surrey Christmas Bureau Register for Help Application Guide

Step 3: Begmn Your Application

: SURREY %*:
1. Go tc_) th? Online CHRiSTl\%aS?%
Application page. BURCAU**

2. Click the “Apply”

bUttOn_ Surrey Christmas Bureau Application
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Step 4: Check Your Eligibility

1. You will see a page SURRe

titled “Eligibility.” CHRISTMaS **
BllReau*

2. Click “Fill out
eligibility profile” to
continue. To get started, fill out your eligibility profile

[ Fill out eligibi®
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Step 5: Complete the Lugibility Quiz

The quiz has two simple questions. Doyou live n Surey, Aimsh Rolumbisy
( Yes
The Surrey Christmas Bureau helps: O No
e Families who live in Surrey, and Do you have children under the age of 18 who reside with you?
e Have children aged 18 or younger O Yes
iving in the household. 5
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If You Are an Adult Without Children

If you are an adult with no children and need Christmas help in 2025, please contact your
local Salvation Army branch.

Programs and registration for adults vary by location and may be different from family
programs.

How to Register:
e Visit Salvationist.ca to find your local branch.
e Check their website or social media for registration dates and required documents.
e Have ready:
o Photo ID
o Proof of income (e.g., pay stub, bank statement)



https://salvationist.ca/
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Step 6: After Passing the Lligihility Quiz

= Return to admin

Once you pass the Eligibility AIBENHRS
Quiz, click the red “MORE”
button to continue.

Surrey Christmas Bureau Application

Accepting applications on Aug 14 2020 12:00 AM (PDT)

>




Surrey Christmas Bureau Register for Help Application Guide

Step 7: 'Tasks Overview

What You Will See

Surrey Christmas Bureau Application

20-0000000030

On the side of your screen, you will see
a list of all the tasks you need to
complete.

ID: 20-0000000030

o =) Registration Form >
e Click each task to open it.

e When a task is done, you will see a
red checkmark.

e YOU can save your progress
anytime and come back later. = Terms and Conditions

=] Family Information
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Step 8: Summary of All Tasks

Here is a list of all the steps you will APPLICATION  ACTIVITY
complete:

Your tasks

e Registration: Enter your personal
iInformation such as name, address, and
phone number.

e Family Information: Add your children’s
names and ages. You can also include toy
preferences or special needs.

e Terms and Conditions: Read and agree to Proof of Residency in Surrey, B.C.
the terms.

= Registration Form

=) Family Information
[=] Terms and Conditions
Financial Forms

Parent(s) Photo ID
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Step 8: Summary of All' Tasks

Here is a list of all the steps you will complete
(continued): -

Your tasks

e Financial Forms: Upload photos of your
pay stubs, assistance letters, or other
iIncome documents.

B Registration Form

= Family Information

e Parent’s Photo ID: Upload a photo of your = TR
government-issued ID. This must be the Financial Forms
same ID you bring to your appointment. Parent(s) Photo ID

e Proof of Residency: Upload a bill (such as N

a utility bill) that shows your Surrey
address.
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Step 9: Registration Form

2 Registration Form

Registration Form

Date Hamper Number

ThiS iS the first taSkl Oct 14 2025 25-0000000004

Surrey Christmas Bureau - Registration Form

Last McTester

e Fill out all fields with your personal
information. S e 20ns

e Make sure to include a phone number
where we can reach you if we need to
confirm details. cst@omai com

Would you like to participate inthe @ Yes

Adopt A Family program (AAF) O No



Surrey Christmas Bureau Register for Help Application Guide

Step 9: Registration Form

Would you like to participate inthe @ Yes

Adopt A Family program (AAF) O No

If you selected “Yes” to participate in the Adopt-a-Family program, additional information
will appear, including the Terms and Conditions you’ll need to sign.

Important
e You must be able to communicate in English by phone and email with your sponsor.
e We hope to offer more language options in the future, but for now, English is required
to participate.
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Step 9: Registration Form

e Click “Your ID Type” to open the dropdown menu.
o Select the type of ID you have.
e Enter your ID number and MSP number.
e Answer Yes or No to:
“Do you receive social assistance or long-term

disability benefits from the Ministry of Children and
Family Development (MCFD)?”

Your ID Type

Your ID Number

Medical Services Plan (M
Number

Income

Are you currently receiving any for

Children and Family Dev
O Yes

) No

Drivers License
BCID
BC Services Card

Passport
Cdn Citizenship Card

Immigration Card

Indian Status Card

Perm Res Card

Parks &amp; Rec Pass

i-term disglility benefits through the Ministry of

You must include income for yourself and your spouse/partner, if applicable. Do not include Child Tax Benefit.

Income Type 1

Income Type 2

Income Type 3

Total

Select Option

(This question is only visible to administrators)

Total Monthly Income * 12
0.00

Amount (Moenthly)
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Step 9: Registration Form

e Enter income for yourself and your
spouse/partner (if applicable).

e Do not include Child Tax Benefit.
e Click ¥ to open the list of income types.
e Select the correct income type for each person.

e Enter the monthly amount beside each selection.

Your ID Type

Your ID Number

CERB (Canada Emergency Relief Benefit)

Medical Services Plan (MSP)
Number

Employed (paystub required)

Employment Insurance (El)
Disability

Income

Are you currently receiving any form of Family Maintenance ‘fits throudh the Ministry of

Children and Family Develypment (MCl Gavernment Assisted Refugee

ICBC

Pension

Self Employment

Social Assistance

N\irself a Student Loan incfle Child Tax Benefit.

WorkSafe BC (WCB)

Amount (Monthly)

Income Type1
Income Type 2 — e
Income Type 3 —_— e
Total 0

(This question is only visible to administrators)
Total Monthly Income * 12

0.00
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Step 10: Marking Tasks as Complete

After Filling Out Each Task

e Click “Mark as Complete.”

e |f you missed a field, you will see an error message.

o Scroll up to find the green highlighted area, fill it in, and click “Mark as Complete”
again.

SAVE & CONTINUE EDI" ING MARK AS COMPLETE
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Step 11: Uploading Files

When you need to upload files, you will
see this screen:

e Click the red “Attach File” button.

e |f you are using a phone, choose
your photo from your photo library.

e |f you are using a computer, you can
upload a scanned document (PDF
format).

o Accepted file types: .jpeg or .pdf.

Parent(s) Photo ID

@

MARK AS COMPLETE
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Step 12: Upload Your Photo ID

This is the second task.

Upload Your Photo ID (Parent #1, Front and Backside of ID)

e Parent #1 is the person completing this P
a p p l | Ca t | O n Please upload a photo of both the front and back side of your chosen Photo ID. Please attach the
photos as two seperate files, as this step requires minimum 2 files. E.g. front side = 1 upload, back
side = 1 upload.
e Upload Parent #1's photo ID — front and
back as two separate files
e You must upload at least 2 files for this step
Show accepted formats
e Click the green “MARK AS COMPLETE”

button when finished
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Step 13: Family Information

This is the third task. ——

Family Information

e Enter the total number of people in your

Select the total number of people in your family (including yourself + spouse/partner + children (age 18 and under))

household. o

Do you have a partner (spouse, common-law)?

+ Draft saved @

® Yes

o Select Yes or No for “Do you have a partner?”

Clear

Spouses's Information

e |f you choose Yes, more fields will appear:
o Partner’s full name
O Medical number Medical Number 12345678

Age 50
o Age
Upload Partner's (Spouse, Commeon-Law) Photo ID

O U p lo a d fro n t a n d ba c k Of t h e i r gove rn m e n t - Skip Step, if no partner. Upload Front and Backside of any piece of government issued photo ID

Maximum: 2

issued ID
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Step 13: Family Information

e Use the dropdown to select how many
children you have.

e For each child, enter their full name, medical
number, age, gender, and toy preference.

o Be specific and reasonable with toy requests
(up to S75-S80 per child) and avoid high-
value electronics.

e Upload both sides of each child’s personal
health card showing the medical number.

How many children do you have? (Only include children age 18 AND under)

1 v

Please be specific and reasonable in your toy requests (up to $75-$80 per child). We kindly ask that
you avoid requesting items like laptops, phones, or other high-value electronics.

First Child's Information

Last Name McTester
First Name Testy
Medical Number 12345678
Age 8

Gender Female

Stuffed toys
Preference of toys:

Please upload photo both sides of this child's personal health care card (for example B.C's Services
card showing the health care number)

Minimum: 2 Maximum: 2

2 upload a file
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Step 13: Family Information

Use this space to share any additional details, such

as.

e More than 8 children (include full name, medical
number, age, gender, and toy preferences)

e |f your child has special needs
e Unique family circumstances

When finished, click the green “MARK AS

COMPLETE” button.

Stuffed toys

Please upload photo both sides of this child's personal health care card (for example B.C's Services
card showing the health care number)

Minimum: 2 Maximum: 2

2, Upload a file

Additional Information or Clarifications:

If you have more than 8 children: Please use this space to list their information (full name, medical number, age,

gender, and toy preferences).

If your child has special needs: Include any details you'd like us to know (for example: autism, physical disability,
or vision/hearing challenges).

If your family has special circumstances: You may share any information that would help us better understand
your situation.

If you wish to clarify anything else in your application: Please include it here.

| do not need to clarify anything else in my application

SAVE & CONTINUE EDITING MARK AS COMPLETE
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Step 14: Terms & Conditions

[B Terms and Conditions e

ThiS iS the fou rth taSk. Terms and Conditions T

Terms and Conditions

| hereby apply to the Surrey Christmas Bureau Society (the "SCB") for benefits under its Christmas Hamper program or Adopt-a-Family
program. | release the SCB from any and all liability for damages incurred in providing service to me and my family. | understand the need for

| | | |
. R ea d t h e I e r m S a n d ‘ O n d I t I O n S full disclosure of the information requested on thizs application form, which the SCE collects and verifies to ensure that:

= a) only one application for this family has been submitted to the Surrey Christmas Bureau or any other Surrey-area charitable organization,
f l l school, church or other entity providing Christmas assistance
C a r e u y [ ] » b} the family meets the SCB's criteria for financial need
» ¢) the family resides in Surrey, BC

« d) the applicant has provided complete information

| permit the SCB to release information contained in this application and any information discovered during verification of this application, to the

e Check “l have read and agree to all the

Groups providing Christmas hampers in Surrey and the surrounding area (may include churches, schools and non-governmental organizations),
the BC Ministry of Social Development and the Human Resources Department of Canada.

u u ”
a b Ove t e r m S a n d C O n d I t I O n S This application may be denied if it is not complete and accurate, or if criteria is not met.
| |
| also allow the SCB to have and to held this application information and to use it for statistical, promotional and informational purposes.

If 1 apply for the Adopt-a-Family Program and request the SCB to seek a sponsor for my family, SCB may release the information contained in this
application to parties interested in sponsering my family for the Christmas season.

& | have read and agree to all of the above terms and conditions Signature

e Signh your name.

e Click the green “MARK AS =

COMPLETE” button. T
Covscomurame | sscomer
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Step 15: Financial Forms

Financial Forms

© Task instructions Hide

. . - Please list all sources of household income on a monthly basis.
This is the fifth task.

s If you are employed: attach your two most recent pay stubs showing year-to-date (YTD) earnings.

» |If you receive assistance, disability, or similar benefits: provide proof such as a screenshot of your Social Services or
Disability account (confirmation of assistance, monthly statements, cheque/stub).

o L i St a ll house ho ld i nco me (m O n t h ly) . * For all applicants: attach your two most recent bank statements for all accounts (chequing, savings, etc.) for both

yourself and your spouse/partner/common-law, if applicable.

Please note: Failure to provide the required financial documents may result in significant delays in processing your

application and/or denial of your file.

o |f you are employed: upload 2 recent
pay stubs showing year-to-date (YTD)
earnings.

ATTACH FILE

Show accepted formats

Minimum: 2



Surrey Christmas Bureau Register for Help Application Guide

Step 15: Financial Forms

Financial Forms

e |f you receive assistance, disability, © Task nstructions Lide
. " - Please list all sources of household income on a monthly basis.
o r s I m I la r be n eflts . u p loa d p rOOf’ s If you are employed: attach your two most recent pay stubs showing year-to-date (YTD) earnings.
S u C h a S a sc ree n s hOt O r Sta te m e nt « If you receive assistance, disability, or similar benefits: provide proof such as a screenshot of your Social Services or

Disability account (confirmation of assistance, monthly statements, cheque/stub).

fro m yo u r a CC O u n t (e . g 5 S OC i a l * For all applicants: attach your two most recent bank statements for all accounts (chequing, savings, etc.) for both

yourself and your spouse/partner/common-law, if applicable.

S e rVi C e S O r D i S a b i l i ty) . Please note: Failure to provide the required financial documents may result in significant delays in processing your
application and/or denial of your file.
e Upload your 2 most recent bank
statements for all accounts
(chequing, savings, etc.) for yourself
and your partner, if applicable.

Minimum: 2
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Step 15: Financial Forms

Financial Forms

© Task instructions Hide

¢ I m po rta nt: M i S S i n g d OC u m e n tS m a y Please list all sources of household income on a monthly basis.
d e lay yo u r a p p l i C a t i O n O r re S u lt i n « If you are employed: attach your two most recent pay stubs showing year-to-date (YTD) earnings.

- « If you receive assistance, disability, or similar benefits: provide proof such as a screenshot of your Social Services or
d e n I a l. Disability account (confirmation of assistance, monthly statements, cheque/stub).

* For all applicants: attach your two most recent bank statements for all accounts (chequing, savings, etc.) for both
yourself and your spouse/partner/common-law, if applicable.

- W h e n f i n i S h e d ’ C l i C k t h e g ree n Y M A R K :::l?:a:?:::aia;l;;;edt:n?:l:;{;i::;lr:.quired financial documents may result in significant delays in processing your
AS COMPLETE” button.

ATTACH FILE

Show accepted formats

Minimum: 2
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Step 16: Proof of Residency in Surrey

[*] Proof of Residency in Surrey, B.C.

© Task instructions Hide

[ ] ] | | u
T h I S I S t h e s I Xt h (a n d fl n a l) t a s k. Please provide proof that you currently live in Surrey. Upload a recent document (dated in 2025) that clearly shows both your name and

your Surrey residential address.

Acceptable documents include (but are not limited to):
« Phone bill
« Rental or lease agreement

Ac C e p t e d D O c u m e n t S I n c l u d e + Utility bill (electric, hydro, cable, gas, internet)

« Bank or credit card statement
« Government-issued letter or notice (e.g., CRA, Service Canada, MCFD)
* Property tax statement or mortgage document

e Phone, utility, or internet bill 3

*+ Pay stub from employer (must include your address)

e Rental or lease agreement
e Bank or credit card statement e B et e o
e Government letter (CRA, Service Canada,

MCEFD, etc.)

e Property tax or mortgage document —

nsurance policy or statement (home, tenant, auto/car)
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Step 16: Proof of Residency in Surrey

[*] Proof of Residency in Surrey, B.C.

© Task instructions Hide

Ac c e t e d D o c u m e n t s I n c l u d e Please provide proof that you currently live in Surrey. Upload a recent document (dated in 2025) that clearly shows both your name and
your Surrey residential address.

. Acceptable documents include (but are not limited to):
(continued) -
« Rental or lease agreement
+ Utility bill (electric, hydro, cable, gas, internet)
. « Bank or credit card statement
. I n S u ra n C e p O l I Cy O r S t a te m e n t « Government-issued letter or notice (e.g., CRA, Service Canada, MCFD)
. + Property tax statement or mortgage document

. Pa y S t u b W I t h a d d re S S « Insurance policy or statement (home, tenant, auto/car)

*+ Pay stub from employer (must include your address)

e School letter or report card for children

« Official correspondence from medical, legal, or financial institutions

o Official document from a medical, legal, or S D -
financial institution

ATTACH FILE

Show accepted formats
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Step 16: Proof of Residency in Surrey

[*] Proof of Residency in Surrey, B.C.

@ Task instructions Hide

® P l e a S e u p lo a d o n e rec e n t d OC u m e n t (d a t ed }Fr’tlia;’sscup:::if:sf‘:;:::i::a;td):::::rrcntly live in Surrey. Upload a recent document (dated in 2025) that clearly shows both your nam

Acceptable documents include (but are not limited to):

2025) that shows your name and Surrey

« Rental or lease agreement

a d d res s [ ] « Utility bill (electric, hydro, cable, gas, internet)

« Bank or credit card statement

e and

« Government-issued letter or notice (e.g., CRA, Service Canada, MCFD)

e Document must be from 2025 and clearly o e e

« Insurance policy or statement (home, tenant, auto/car)

« Pay stub from employer (must include your address)

show your name and Surrey address.

+ Official correspondence from medical, legal, or financial institutions

Please note: The document must be recent (2025) and must show both your name and your Surrey address.

e When finished, click the green “MARK AS

COMPLETE” button.

Show accepted formats
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Step 17: Completing All Tasks

° =) Registration Form

When all tasks are complete, your & = Framily information

screen will show this:
O [Z) Terms and Conditions

° Financial Forms

0 Parent(s) Photo ID

Proof of Residency in
o : >
Surrey, B.C.

6 of 6 tasks complete
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Step 17: Completing All Tasks

When all tasks are complete, you can
review your application or click
Submit.

Once submitted:

e You cannot make any changes, but
e You can still view your application

and download a copy from your
dashboard.

Submit application

Please confirm submission of your application.

If you wish to take a look at the application before submitting,

please Review it.

CANCEL
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Step 18: All Done!

After submitting, you will see a confirmation °

page. Our volunteers will review your
application. Application Submitted!

You will receive an email with: Thank you for submitting your application.

e The decision on your application

e Your next steps or appointment details Go to My Applications
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Step 18: All Done!

If you applied for the Toy Depot program:
e You'll receive your toy pick-up appointment °

details in
the same email. Application Submitted!

If you applied for the Adopt-a-Family program: Thank you for submitting your application.

e We will contact you when a sponsor is
matched.

Go to My Applications
e |f no sponsor is found, we will give you a

regular appointment time.




Surrey Christmas Bureau Register for Help Application Guide

Step 19: Important Pickup Information

You will receive a confirmation email once we get Surrey Christmas Bureau Application
your application. 20-0000000030

You can check your application status anytime from
your dashboard.

If you are picking up toys at the Toy Depot: @ susmiTTED

e Only one adult per family is allowed inside.
e No children, please.

e VVolunteers will be available to assist you. VIEW
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Thank You!

« We appreciate your patience as we all learn thisnew B C}%%*
system together.

BuRtau* &

e |f you have questions, please email
coordinator@christmasbureau.com (email is the
fastest way to reach us).

45-55:3 o
=" BUREAU

e |f you experience a technical problem, please take a
screenshot of the issue and send it with your email so
we can help you faster.

e Remember: This system may feel new at first, but it’s easy once you get started —and
you don’t have to wait in line in the rain anymore!



