
         
 
  
 
 
 
 
 
 
 
 

 
 

Workplace Giving Programs  
Payroll and other team involvement 

Payroll 

Involvement 
 Process  

Estimated 

Time 

Payroll deduction code set up 

per charity in payroll system. 

 

** Recommend on ‘All’ option 

Consult payroll on what 

information is required and 

how they would like to receive 

it. 

Payroll team enter deduction 

request against personal file  

Initial report may need setting 

up, depending on system should 

then be automated 

Determine appropriate person to 

calculate matching and split any ‘All’ 

contributions to establish total 

payments for the month. Depending 

on reporting requirements this process 

would also involve collating 

participation data (total WPG donors 

to total employees). Provide payment 

information to Accounts Payable  

Maximum of five 

minutes per charity 

– once off 

Two 

minutes per 

new donor 

Initial set up  

est. 30 mins. Monthly 

email with report  

5 mins 

Depending on 

reporting 

requirements est. 

1-2 hours a month  

Charity Selection 

Set up payroll 
deduction codes

Create donation 
form 

Employee completes 
donation form 

Donation is 
deducted each 

payrun

Monthly reports listing 
total donations per 

charity

Monthly calculation 
of charity payments 

and KPI reporting  

Other 

Involvement 
 


