AMERICAN CANCER SOCIETY MATCHING INSTRUCTIONS FOR MICROSOFT EMPLOYEES

To request a cash gift match, please follow these steps:
1. Go to http://give
2. Click on “Give Money”
3. Click on “More Search Options”
4. Type “American Cancer Society” into the organization name field and “Seattle” into the city field and click “Search”
a. Seattle address: 2120 1st Ave. N, Seattle, WA 98109
b. If you are unable to use the Seattle address, you may search for the Everett office: 3120 McDougall Avenue, Suite 100, Everett, WA 98201
5. When the name appears, click on “Add to Cart”
6. Go to your cart and click on “Continue to Enter Giving Details”
7. Fill in the giving/matching details, adding the event that you are donating to in the comment field, and submit by clicking on “Continue”

Employees may request up to $12,000 in matching funds from Microsoft per calendar year.

To request that your hours be matched, please follow these steps:

1. Go to http://give
2. Click on the “Give Time” button
3. Go to the “My Activities” dropdown at the top of the page and click on “Record Hours”
4. Enter “American Cancer Society” into the keyword/name field and “Seattle” into the city field and click “Search”
5. When the org name comes up, hover over American Cancer Society in Seattle and click on the “Select ” button at the bottom of the organization’s profile

Here you will be able to log your hours.  If you would like to request that your hours go to a specific program, make sure that you place specific information in the “Purpose” field.  After you have filled out all of the information, click on continue to submit your hours.

Employees must log a minimum of 10 hours within 12 months’ time before hours can be approved or paid out.  

Volunteer hours are paid out at a rate of $17 per hour, and count toward the annual employee matching limit of $12,000 per year.

[bookmark: _GoBack]Questions? Contact Jenni Nadler at jenni.nadler@cancer.org. 
cancer.org
1.800.227.2345
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