Giving Season Checklist

Giving Season is quickly approaching! To support your planning, the Workplace Giving
Client Services Team has created a comprehensive checklist to help ensure you've
completed all key tasks for a successful Giving Season.

Matching Programs

QO Create a time-bound matching program.

O Set match program dates. Use our future date enhancement to create the
program early and set it to go live on the date you’ve determined.

U Determine your budget and set match caps accordingly.

Q Ensure your funding source is linked and set as the default.

O Consider creating a campaign to highlight organizations eligible for match.
O Review and update your Charity Exclusions.

O Update your Giving Story to reflect any changes to match.

O Continue to review offline match requests even after Giving Season concludes, as
donations made during Giving Season may be submitted at a later date.

Volunteering Events

U Create events—whether in-person or virtual—that your organization will be hosting.

O Remind Volunteers to report any off-platform giving on the platform so it's all in
one place.

U Utilize campaigns to highlight events that are unique to your organization.
QO Consider utilizing a Volunteer role to delegate responsibilities.

Campaigns
O Create a time-bound campaign for each event or program.

QO Set up your campaigns early using the future date feature to get everything in place
before year-end.

O Add custom images to each campaign to help capture attention and increase
engagement.

Q Clearly outline the campaign’s goal and how success will be measured in the
description to help participants understand its purpose and impact.

O Consider creating awareness/information only campaigns to provide details directly
on the Workplace Giving platform for opportunities that may be held externally.
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ﬁ’ Additional Programs: Corporate Grants

QO Ensure your funding source is linked and set as the default payment method.

O Create an awareness campaign to provide information on all the ways your
organization gives back.

Communications & Graphics

Q Solidify the details. What dates are you using, what programs, what themes or
causes will be highlighted?

QO Notify employees of the upcoming program by utilizing our Communications Toolkit
resources.

O Update any Intranet sites to reflect the updated programs.

O Once everything is established, review the platform as a donor or use the preview
feature to ensure everything looks correct.

O Update your Hero Image to reflect your Giving Season theme or motto.

9(@ Administrative

O Review your platform administrators to ensure your team members have the
appropriate access profiles needed to manage and support your program
effectively.

O Review favorite organizations to ensure they are enrolled in Stripe and can receive
donations through the platform.

QO Highlight organizations you care about most by utilizing Featured Charities.

O Keep an eye out for additional webinars or office hours hosted by the Workplace
Giving Client Services team.
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