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Charitable Deductions
Designations and Acknowledgements

[image: Welcome to Charitable Deductions Designations and Acknowledgements.]

Welcome to Charitable Deductions Designations and Acknowledgements.

[image: After you have entered a charitable deduction in Employee Self Service, you may specify that a contribution be designated for a particular affiliated member of the charitable organization and/or request acknowledgement of your contribution.]

After you have entered a charitable deduction in Employee Self Service, you may specify that a contribution be designated for a particular affiliated member of the charitable organization and/or request acknowledgement of your contribution.

[image: Designations and acknowledgements are optional.
If you want to specify designations or request acknowledgements, follow these instructions.
]

Designations and acknowledgements are optional.
If you want to specify designations or request acknowledgements, follow these instructions.

[image: First, complete the on-line charitable deduction process in Employee Self Service]

First, complete the on-line charitable deduction process in Employee Self Service


[image: and click the Designations/Acknowledgements button.]

and click the Designations/Acknowledgements button.

[image: A new web page will display, listing all of the Combined Charities federations.]

A new web page will display, listing all of the Combined Charities federations.


[image: Scroll down and click on the name of a federation for which you would like to specify a designation or request an acknowledgement. This is one of the federations for which you have already entered a charitable deduction in Employee Self Service.]

Scroll down and click on the name of a federation for which you would like to specify a designation or request an acknowledgement. This is one of the federations for which you have already entered a charitable deduction in Employee Self Service.

[image: A list of the affiliated charities displays.]

A list of the affiliated charities displays.


[image: Scroll down to see the list. These charities are affiliated with the federation you selected.]

Scroll down to see the list. These charities are affiliated with the federation you selected.

[image: If you want to specify a designation, click in the box in front of the charity of your choice. Enter a dollar amount in the box. You can designate all or part of your pledge.]

If you want to specify a designation, click in the box in front of the charity of your choice. Enter a dollar amount in the box. You can designate all or part of your pledge.





In this example, 8 dollars are designated for the ALS Association




and 7 dollars are designated for the American Lung Association.


[image: If you want to have the amount deducted from each paycheck, leave the One time donation check box blank. If this is a one time donation, select the check box.]

If you want to have the amount deducted from each paycheck, leave the One time donation check box blank. If this is a one time donation, select the check box.

[image: Carefully review the amounts you entered and calculate the total.]

Carefully review the amounts you entered and calculate the total.


[image: If the charity you wish to designate is not on the list, you can enter the dollar amount and the charity name in the text box. Be sure to specify either "per pay period" or "one time donation." This text box is available only for federations that accept any 501(C)3.]

If the charity you wish to designate is not on the list, you can enter the dollar amount and the charity name in the text box. Be sure to specify either "per pay period" or "one time donation." This text box is available only for federations that accept any 501(C)3.




For example:  $5 per pay period to The Minnesota Valley Humane Society. Notice that you need to include three pieces of information:  the amount, either “per pay period” or “one time donation”, and the charity name.





Here’s another example:   $75 one time donation to Cystic Fibrosis Foundation, Minnesota Chapter.

[image: Of course, if the charities you wish to designate are on the list, you leave the text box blank.]

Of course, if the charities you wish to designate are on the list, you leave the text box blank.


[image: Enter your Name and Work Phone.]

Enter your Name and Work Phone.

[image: If you want to request an acknowledgement, click the Yes button]

If you want to request an acknowledgement, click the Yes button


[image: and enter either your email address or your work mail address.]

and enter either your email address or your work mail address.

[image: If you do not want an acknowledgement, click the No button.]

If you do not want an acknowledgement, click the No button.


[image: When you’ve finished the Designations and Acknowledgements for this federation, complete the following final steps.]

When you’ve finished the Designations and Acknowledgements for this federation, complete the following final steps.

[image: First, click the Submit button.]

First, click the Submit button.


[image: A confirmation page will display. ]

A confirmation page will display. 

[image: Use your browser's Print button to print the confirmation page.]

Use your browser's Print button to print the confirmation page.


[image: Close the confirmation page.]

Close the confirmation page.

[image: The complete list of federations will display again.]

The complete list of federations will display again.


[image: If you want to choose another federation for designations or acknowledgements, select it from the list.]

If you want to choose another federation for designations or acknowledgements, select it from the list.

[image: When you're finished, close the web page.]

When you're finished, close the web page.


[image: If you have questions, check with your Combined Charities Campaign coordinator.]

If you have questions, check with your Combined Charities Campaign coordinator.

[image: This concludes the presentation. Thank you!]

This concludes the presentation. Thank you!
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If your favorite 501(c)3 charity is not listed above, please add it to the text box below. Make sure to include the amount you
wish to donate. Be sure to designate ifit is per payday of a one time donation.

Please be specific. Indicate to which nonprofit you are giving AND indicate the dollar amount. For example, 55 per pay
period pledged to The Minnesota Valley Humane Society, or §75 ane-time donation pledged to Cystic Fibrosis Foundation,
Minnesota Chapter.

O e please scknowledge my ledge t sther my emsl 7. If the charity you wish to designate is not or the list,

fcowedgemet s ok necessary you can enter the dollar amount and the charity

name in the text box. Be sure to specify either

erplovestiame | "per pay period” or "one time donation.”

Wark hone
This text box s available only for federations that

Email accept any 501(C)3

i

aiy

MN State. Zp

By hitting subrmit, this information will be sent to your designated charitable federation. You will be directed to @
confirmation page that you can print offfor your records. If you wish to further designate to another charitable federation,
just close this window and the complete list of charitable federations will be available again at

ity e doei state inin us/charities/desianations hir. Hitting the *Return to form” link at the bottom of the confirmation
page wil only bring you back to the charitable federation yoube just designated to
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If your favorite 501(c)3 charity is not listed above, please add it to the text box below. Make sure to include the amount you
wish to donate. Be sure to designate ifit is per payday of a one time donation.
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page wil only bring you back to the charitable federation yoube just designated to
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If your favorite 501(c)3 charity is not listed above, please add it to the text box below. Make sure to include the amount you
wish to donate. Be sure to designate ifit is per payday of a one time donation.
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period pledged to The Minnesota Valley Humane Society, or §75 ane-time donation pledged to Cystic Fibrosis Foundation,
Minnesota Chapter.

§75 one time domation to Cystic Fibrosis
Foundation, Ninnesota Chapter.

by

leass check one of the boxes below o indiate your pre
O s, pease acknowledge my ledge st sther my emsl 7. If the charity you wish to designate is not or the list,
O, akrmledgement s no neceszary. you can enter the dollar amount and the charity
name in the text box. Be sure to specify either

[ lenloyeename|  "perpay period" or "one time donation "
[
|:|W i This text box is available orlly for federations that
Email accept any 501(C)3
[,
[
[
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confirmation page that you can print offfor your records. If you wish to further designate to another charitable federation,
just close this window and the complete list of charitable federations will be available again at
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page wil only bring you back to the charitable federation yoube just designated to
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If your favorite 501(c)3 charity is not listed above, please add it to the text box below. Make sure to include the amount you
wish to donate. Be sure to designate ifit is per payday of a one time donation.

Please be specific. Indicate to which nonprofit you are giving AND indicate the dollar amount. For example, 55 per pay
period pledged to The Minnesota Valley Humane Society, or §75 ane-time donation pledged to Cystic Fibrosis Foundation,
Minnesota Chapter.
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ity e doei state inin us/charities/desianations hir. Hitting the *Return to form” link at the bottom of the confirmation
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