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Welcome to the 2018 
Give!Guide family!
In our fifteenth year, G!G has become something of a 
Portland institution. To date, our annual effort has raised 
over $24 million for hundreds of local nonprofits.

The purpose of this document is to introduce participants – 
both new and returning – to the ways of WW’s Give!Guide, 
and to help you take full advantage of this annual effort.

”Running a G!G campaign was such a rewarding and incred-
ible experience. It taught me so much about marketing and 
development for a nonprofit, even though I’ve been in the 
field for 15 years.  Every week I became more and more in-
vested in the cause and it was truly energizing to be a part 
of a campaign this size. I also felt a connection to the other 
nonprofits in Portland that I never have before.

Thank you for providing this opportunity and making me 
feel like a true member of our nonprofit community. Being 
a part of G!G had an impact on the course of my nonprofit 
career, and even inspired me to give this year end — which 
is something I plan to continue. It’s a fabulous campaign!”

 
- Kimmie Fadem, Marketing & Development Coordinator, 

Chamber Music Northwest (2017 participant)
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Give!Guide 
in a Nutshell
 
Willamette Week’s Give!Guide is Portland’s easiest 
path to year-end giving. G!G showcases small, me-
dium and large organizations whose missions fall 
into eight categories: Animals, Civil & Human Rights, 
Community, Creative Expression, Education, Envi-
ronment, Health, and Human Services. Last year, 
WW readers gave $4,209,824 to 150 local organiza-
tions and the Oregon Cultural Trust. The campaign 
occurs November 1 through December 31 every year. 
 
From its inception, the goal of WW’s Give!Guide has 
been to engage young Portlanders with philanthro-
py and to hook them on the year-end giving habit. 
In an attempt to inspire young people to give back 
to the community, G!G also honors four Portlanders 
who are 35 and under, work for local nonprofits, and 
make a significant impact on Portland’s community 
by awarding them the Skidmore Prize. You can read 
more info on the Skidmore Prize on page 10.

2017 G!G reach  (Nonprofits + Willamette Week)

Follow Us!
We encourage you to look at how we’ve  
executed the social media campaign in  
previous years as a tool for planning 
your own.

Facebook: facebook.com/giveguide

Twitter: @giveguide

Instagram @giveguide

Print Circulation:

30,000

Web Traffic:

74,230 sessions

(38,996 unique visitors)

Unique Donors:

9,951

Donors 35 & Under:

2,592

Email Reach:

2,015,097

Facebook Fans:

812,278

Twitter Followers:

275,171

Instagram Followers:

115,643
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 2018 Campaign timeline 

July 27:  Confirmation Form Due 

August 2:  Profile Copy, Logo & Image Due

August 10:  Authorization Letter Due

August 10:  Nonprofit Manual Signature Page Due

September 10 & 11:  Orientation Meetings + Trainings

September 14:  Final Copy Edit Due

October 1:  Business Partner in Print Due

October 15:  Business Partner in Web Profile Due

October 16:  Skidmore Prize Ceremony

November 1:  G!G Magazine Launches

November 2:  G!G Kickoff Party

November 8:  Big Give Day #1 

November 15:  “Give!Guide Presents” Show 

November 15:  Big Give Day #2

November 27:  Big Give Day #3 / Giving Tuesday

December 6:  Big Give Day #4

December TBD:  “Give!Guide Presents” Show

December 13:  Big Give Day #5

December 20:  Big Give Day #6

December 31:  Giving Ends at Midnight

January 15, 2019:  Incentive Packing

January 17 & 18, 2019:  Incentive Deliveries

January 31, 2019:  Checks Disbursed to Nonprofits by this date

February 6, 2019 (tentative):  Campaign Celebration

Highlighted = Required Participation



Part One: 
the Basics
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PERCENT oF
FINal ToTal RaIsED

Week 1:  5%

Week 2:  10%

Week 3:  15%

Week 4:  25%

Week 5:  40%

Week 6:  50%

Week 7:  60%

Week 8:  100%

First off, here’s how to measure your  
progress throughout the campaign:
This table shows the percentage of the total  
donated to your organization each week.

This chart averages data for the past six years.  By 
comparing this with your fundraising goal, you 
can use this information to see if you’re on track 
to hit your goal. If you aren’t, you need to crank 
up your marketing effort and contact Mahala 
Ray for strategic planning to get caught up.  

Your success will depend on your ability to funnel people to 
giveguide.org.

You’ll get new donors, but the donations won’t roll in without effort on the 
part of your nonprofit. This manual serves as the toolkit you’ll need to live 

your best G!G life (AKA run the best campaign possible). 

Everything you need to know to have  
a successful G!G Campaign
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The more you do to prepare right now the 
better your final outcome will be and, now  
that you’ve read about this year’s marketing 
tactics, you can develop a plan for your own 
G!G marketing campaign.

Things to start thinking about now:

GoAlS: Do you have a challenging, but also  
realistic fundraising goal? A first-day goal?  
A first-week goal? On average, nonprofits who 
were “new” to Give!Guide in 2017 brought in about 
$13,025 through their campaign.

TACTiCS: What tactics will you use to achieve your 
goals and encourage young people to get involved? 

PRomoTionS: What promotional outlets will  
you use to let your supporters know you’re in G!G? 
What other tactics will you use to engage/seek out 
donors? Make sure that you link every  
promotion to your G!G URL. 

inCEnTivES: What will you offer to donors who 
give to you through Give!Guide, if anything?

SoCiAl mEdiA: What will your social media  
marketing plan look like?

EmAil: What will your email marketing plan  
look like?

CAmPAiGn CollAboRATionS: Reach out  
to other nonprofits and consider collaborative 
events, incentives, or any other creative ideas you 
come up with.

EvEnTS: Will you throw a Give!Guide fundraising 
event? Will your organization plan it solo, or col-
laborate with another G!G nonprofit?

dEAdlinES: It’s important that deadlines are 
met, so production of the guide and website stays 
on track. Deadlines also help ensure that infor-
mation G!G provides about your nonprofit will be 
accurate. Anytime you do not meet a deadline, it is 
recorded and taken into account in your selection 
for future campaign years. 

CommuniCATion: Please read all emails  
thoroughly and be timely with your responses 
– this will maximize the benefits you receive for 
participating in G!G. If you are unable to follow up 
in full, please make sure to check in and let Mahala 
know she will hear from you. Communication will 
primarily happen via email to a list of all participat-
ing nonprofits. 

Start Strong by Planning

Think about these things and make a plan to utilize / incorporate
all the best practices provided in this manual.
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Things to promote within your 
social media campaign:

THE CAmPAiGn KiCKoff p.13

inCEnTivES p.14

CollAboRATionS p.15

biG GivE dAyS p.10

youR G!G EvEnT p.__

Your G!G Business Partner(s) p._

HoW youR G!G GoAl iS TRACKinG p._

2017 G!G KICKoFF PaRTy, 
WhITE oWl soCIal ClUb
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350PDX
Founded: 2013

350pdx.org, 503-281-1485

MissioN
Building a diverse grassroots movement 
to address the causes of climate disruption 
through justice-based solutions by inspir-
ing, training and mobilizing people to act.

BottoM LiNe for PortLaNd
350PDX is growing a powerful climate 
movement rooted in community that is 
making Portland a national model for tak-
ing bold measures to fight climate change. 
In 2015 alone, 350PDX engaged thousands 
of people in more than 100 creative actions, 
trainings and events to help stop new fossil 
fuel projects and pass meaningful climate 
policies rooted in science and justice.

“350PDX is at the forefront 
of the fight for a livable cli-
mate – they’re clever, cre-
ative and committed, and 
they’ve won real change 
already, from the nation’s 
first ban on new fossil fuel 
infrastructure to Shell’s de-
cision to stop Arctic drill-
ing rather than face more 
kayaktivists!”

–Bill McKibbin, best-selling author, interna-
tional climate leader and co-founder of 350.org

BusiNess PartNers

Donors of $100 or more will be enterd 
to win a Jackson Riviera Kaya from 
eNRG Kakaying. The first 100 donors 
age 35 or younger will receive a free 
bagel and cream cheese from Spielman 
bagels and coffee roasters.

Please note that there is a quick turn-
around time between being accepted 
and when these items are due to the 
Give!Guide team. Plan accordingly. 

Writing the copy for your profile.•  When 
writing your copy, we recommend refer-
encing the profiles of the 2017 applicants 
on giveguide.org. You will have the chance 
to review your profile before it goes to print 
at the nonprofit orientation. If you spot 
mistakes, corrections are due no later than 
5pm on September 14. 

Providing an image that will be included • 
with your profile in the magazine. We rec-
ommend using an image with people, as 
marketing research shows that individu-
als respond better to this. Specs: 4” x 4” 
minimum at 300 DPI resolution in JPG 
format. Anything that does not fit these 
specifications will not be accepted. 

Providing your organization’s logo, which • 
we will include on the G!G website. Specs: 
640 pixels wide, small format logos (no ta-
gline or other small type, reduced detail if 
your logo is busy) and ideally vectors with 
transparent backgrounds.

Scheduling a time with Jim Brunberg to • 
create your G!G video that will be included 
in your profile on the G!G website. Times 
must be scheduled no later than 5pm on 
August 2. You are not required to create a 
video with Roam Schooled, however we 
highly encourage your participation.  If you 
don’t want to participate or plan on pro-
ducing your own video, that’s fine – email 
BOTH Mahala and Jim to let them know 
you’re opting out: mray@wweek.com and 
jim@mississippistudios.com. 

deadLiNes:
august 2: Profile Copy, Logo & Image Due

august 2: G!G Video shoot scheduled

september 14: Mistakes and corrections 
due by 5:00pm. 

october 1: Business Partner in Print Due

october 15: Business Partner in Web 
Profile Due

You’ll have a one-third-page space in the Give!Guide magazine  
(see example to the right) and a presence on the website (see example 
below). We’ll print 15,000 copies of the Guide, will include your category 
in an issue of Willamette Week during the campaign (60,100 circulation)  
and we expect at least 40,000 unique visitors to giveguide.org. 

How Will G!G Showcase Your Nonprofit?

What is  
my nonprofit  
responsible for?
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What is the role of a 
Give!Guide Business Partner?

hosT aN EvENT FoR  
yoUR NoNPRoFIT aT a  
loCal bUsINEss
An event is a fun way to gener-
ate enthusiasm for your nonprofit’s 
Give!Guide campaign and get young 
people involved. Ask your business 
partner to help get the word out by 
co-promoting your Give!Guide event!

What is my nonprofit 
responsible for?

A business partner is any business or 
individual who agrees to support a non-
profit’s Give!Guide campaign, usually but 
not limited to one or more of the following 
partnership models:

MaTChING DoNaTIoNs
Ask your business partner to match 
all (or up to a specific amount) of 
donations made to your nonprofit. 

MaTCh ThEIR  
EMPloyEEs’ DoNaTIoNs
Creating an employee matching 
program through Give!Guide is an 
easy way for any business to show 
their support for Portland’s nonprof-
it community and encourage their 
employees to give back by matching 
their gifts to your organization. We’ll 
create a unique giving link for your 
business partner to send out to their 
employees, and provide both of you 
with a complete giving report at the 
end of the campaign so that they 
can match the gifts. 

oFFER INCENTIvEs  
To DoNoRs
A great way for a local business 
to associate their brand with phi-
lanthropy is to offer incentives to 
Give!Guide donors who give to your 
nonprofit. Free cups of coffee, pints 
of beer, and pastries are popular 
choices. More unusual incentives 
will make your nonprofit stand out. 
Nonprofits who secure incentives 
for their donors are responsible for 
administering those incentives. 

The answer is simple:
securing and maintaining your  
business partnership!

Asking an existing partner to be your G!G 
partner is a great chance to strengthen your 
connection with them and to receive positive 
visibility in front of a desirable demographic. 
Additionally finding new, strategic business 
partners is a great way to strengthen your 
organization’s appeal to new donors.
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Any donor who makes a minimum gift of $10 through 
Give!Guide on one of the days listed below is  
automatically entered into a raffle to win a great 
incentive prize. Every year G!G experiences  
significant giving on these days. Last year, a 
total of $1,149,347 was raised on all Big Give 
Days (BGDs) combined. 

Examples of incentives include a 60-person 
ping pong ice cream party, a $500 shopping 
spree to Powell’s Books, or a brand new Trek 
bike. Details on the Big Give Days will be shared 
at the Nonprofit Orientation.

BGD #1
 November 8  

BGD #2
 November 15 

BGD #3 / Giving Tuesday
 November 27 

BGD #4
 December 6 

BGD #5
 December 13 

BGD #6
 December 20 

What are
“Big Give Days”?

What is my nonprofit responsible for?
Promoting the bGDs! The amount you 
promote, especially through social media, 
is directly correlated with the amount of 
money given to your nonprofit. That means 
that the more you promote each BGD, the 
more donations roll into your account.

We recommend including info about the 
BGDs in your campaign emails, posting 
about it through social channels a few days 
before the BGD, and making posts day-of. 



13

Animals
113

Civil & Human 
Rights

98

Community
96

Creative  
Expression

89

Education
78

Environment
99

Health
148

Human  
Services

110

The goal of WW’s Give!Guide is to hook young 
Portlanders on the year-end giving habit.

We created the 35 & Under Competition in 
collaboration with the Schlesinger Family 
Foundation to encourage young people to 
give to the causes they care about, and to 
encourage nonprofits to market their cam-
paigns to young people. 

how it works:
Nonprofits with the most unique donors 
who are 35 and under in each category 
will be awarded cash prizes. This year, the 
prize is $1,500 for first place, $600 for 
second place and $400 for third place. 

While G!G is live, you can get an up-to-
the-minute count of each organization’s 
donors 35 and under in the “See Giving 
Stats” at the top of giveguide.org.

2017 results
Number of donors it took to  
win last year’s competition, 

by category:

What is my nonprofit  
responsible for?

What is the  
35 & Under  
Competition?

The more young donors you acquire, the 
higher your chance of winning a prize.

You are responsible for marketing your G!G 
campaign to young donors, and we highly 
recommend getting creative. This could 
look like throwing a G!G party, building out 
a targeted social media campaign, or any-
thing in between! Feel free to reach out to 
Mahala for ideas.
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If a Skidmore Prize finalist works at your nonprof-
it, your organization is automatically included in 
Give!Guide and will not have to pay the applica-
tion fee. Skidmore Prize winners are chosen from 
a pool of nominees nominated by their peers and 
coworkers. A committee consisting of Willamette 
Week employees, members of the nonprofit com-
munity, and former Skidmore Prize winners selects 
nine finalists to interview. Four of the finalists are 
then chosen as winners.

What is the Skidmore Prize?
Every year, Willamette Week honors four Portland-
ers under the age of 36 who work for local nonprof-
its and make a significant impact in the community 
by awarding them the Skidmore Prize.

Winners receive their awards, including prizes of 
$4,000 each, at the annual ceremony  that will take 
place on Tuesday, October 16, at TBD. Skidmore 
Prize Winners are also interviewed for a feature in 
the Give!Guide magazine.

WINNERs MUsT:
Work at a local nonprofit• 
Be 35 or under before December 31, 2018• 
Work 32 hours or more a week.• 

if a Skidmore Prize winner works at your non-
profit, your organization is automatically in-
cluded in Give!Guide and will not have to pay 
the application fee. Skidmore Prize winners are 
chosen from a pool of applicants nominated by 
their peers and coworkers. A committee consist-
ing of Willamette Week employees, members of 
the nonprofit community, and former Skidmore 
Prize winners selects nine finalists to interview. 
Four of the finalists are then chosen as winners.

Nominating exceptional individuals in your organization who 
are 35 prior to December 31, 2018. The 2018 Nomination Process is 
open the month of May. Winners will be notified by July 15, and will 
be announced at the 2018 Skidmore Prize Celebration.

What is my nonprofit responsible for?
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What is my nonprofit responsible for?

skidmore Prize Celebration
October 16 at TBD
6pm to 8pm

Free / Open to the public (21+) with RSVP

G!G Kickoff Party
November 2 at No Vacancy Lounge
8pm to 12am 
Free / Open to the public (21+) with RSVP

G!G Presents: southeast
November 15 at White Owl Social Club
8pm to 12am

Free / Open to the public (21+) with RSVP

G!G Presents: Northeast
December at Mississippi Studios
8pm to 12am

Free / Open to the public (21+) with RSVP 

G!G Campaign Celebration
February at Revolution Hall
6pm to 9pm
Free / Open to the public (21+) with RSVP

if you decide to throw 
your own event, you 

are responsible for that 
event in its entirety.  

G!G will help you  
promote your event, 
but we won’t know 

you’re doing it unless 
you let us know! 

Additionally, if you would like to throw your own 
G!G fundraising party, G!G will help you promote 
your party on social media and add it to the 
events calendar on the website (a new addition 
to the website in 2018!).

We highly encourage you to get creative and 
collaborate with other selected G!G nonprofits 
to throw a joint G!G party – this makes your par-
ty more dynamic and gets your organization in 
front of your collaborator’s audience as well. 

Why all the 
Events?

Because our goal is to engage younger donors in 
philanthropy, Give!Guide throws multiple parties 
throughout the campaign to attract young Portland-
ers. This year we’ll be producing a Campaign Kickoff 
Party, two shows (one at White owl Social Club and 
one at mississippi Studios), and a post-campaign 
Celebration. Check out the details on each below. 

The more people we get to these events, the more invested 
the community becomes in our success. Additionally, the 
more people you connect with at these events, the more 
donations flow into your nonprofit. 

What we need you to do is:
Promote these events through your channels  • 
(i.e. social media, emails, etc.)
Attend them, and wear your nametag!• 
Invite your friends and family• 
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Incentives come in three forms: 

Donors who give between $10 and $999:  1. 
Donors receive a code to access their incentives 
in the Chinook Book mobile app for iOS and 
Android Devices. This access code is included in 
the donation notification email that they receive 
immediately after donating.

Donors who give $1,000 or more:2.   
On top of receiving an access code to the Chinook 
Book mobile app, donors who give $1,000 or more 
and live in the Portland metro area will receive 
incentive bags full of local goods delivered directly 
to their home by G!G nonprofits. Donors can also 
pick up their incentive bags, either out of prefer-
ence or because they are located outside of the 
Portland metro area.

Donors who give directly to a nonprofit:3.   
Donors receive incentives directly from the non-
profits they donated to

Give!Guide makes giving fun for donors by of-
fering incentives no matter how much they 
give – $10 or $50,000, or anything in between. 

We provide Chinook book coupons for free 
cups of coffee, pastries, and ice cream for every 
donor, as well as home delivery of thank you 
bags by participating nonprofits (donations be-
tween $1,000 and $4,999) and by City of Roses 
Media Company’s owners, Richard Meeker and 
Mark Zusman (for those who give more than 
$5,000). If donors aren’t interested in receiving 
incentives, they can opt out.

Additionally, each participating nonprofit is af-
forded the opportunity to secure a business 
partner and offer their own incentives for giving 
to their organization through Give!Guide – for ex-
ample, in 2017, all donors who gave to Friends of 
Tree received a free slice of Hot Lips Pizza. Each 
organization can also secure their own match.  
For example, in 2017, Moda Health matched the 
first $2,500 in donations to the Johnson Creek 
Watershed Council. Read more on page

How Do Incentives Work?
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What is my nonprofit responsible for?

What if my nonprofit offered  
incentives to our G!G donors?
As mentioned in the business partner 
section, nonprofits are welcome to of-
fer their own incentives to donors. That, 
we do not distribute these incentives 
with the G!G incentive bags – it’s up 
to you to organize and distribute your 
own incentives to your donors.

INCENTIvE PaCKING 
Packing will happen on Wednesday, January 
16, at the Mercy Corps Action Center before 
the bags are distributed. Mahala will be in 
touch about scheduling volunteer help closer 
to the scheduled packaging date. 

DIsTRIbUTIoN
Your route and thank you bags will be avail-
able for pickup at the Mercy Corps Action Cen-
ter on Thursday, January 17, and Friday, January 
18, between 9am and 5pm. All bags should be 
delivered before the following Sunday evening, 
January 20. Distribution routes are organized by 
Give!Guide and clustered together by zip code.

All nonprofits (either you, another staff 
member, or a volunteer from your nonprof-
it) are required to help pack and distribute 
thank you bags to donors who give gifts 
between $1,000 and $4,999. City of Roses 
Newspaper Company’s own Richard Meek-
er and Mark Zusman personally deliver 
thank you bags to donors who give more 
than $5,000. If you want to offer incentives 
specific to donations made to your non-
profit, you are responsible for securing and 
distributing those incentives. 

What is the Packaging and Distribution Schedule?
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Competitive Prizes
Over the years, we’ve learned that organizations 
collaborating with seeming competitors end 
up producing the most successful Give!Guide 
campaigns. In response, we are adding four 

new and exciting prizes to the mix:

The  
Collaboration 

Excellence 
award 

This award of 
$500 each goes to 
the two nonprofits 

who show exceptional 
creativity, execution 
and success in their 
2018 collaboration 

efforts.

The best 
social Media 
Campaign 

award
This award of $500 
will go to the non-

profit with the 
most creative 

and well-executed 
G!G social media 

campaign.

The 
Campaign  
Creativity 

award
This award of 

$500 goes to the 
most creative 

campaign tactic 
executed in 2018. 

The  
Wild Card 

award
The award of $500 

will go to a non-
profit who shows 

some form of 
unexpected 

excellence in their 
2018 campaign. 



Part tWO: 
the nuts & Bolts
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Donations are made online at giveguide.org, where we 
house profiles for all participating Give!Guide nonprofits 
in their respective assigned categories.

If donors want to make a gift offline, they can do so by 
filling out the offline donation form (found in the Non-
profit Marketing Collateral folder, at giveguide.org, and in 
the Give!Guide Magazine) and mailing it into Give!Guide 
with the donation intact. In order for a check donation 
to count towards your campaign goal, it must be made 
out to Willamette Week’s Give!Guide and have your non-
profit’s name on the note line. 

For accounting reasons,  
we can only accommodate  
gifts of $10 or more in the  
form of a check, and we  

cannot accept cash.

Once a donor makes a 
gift, they will receive an 
email notification from 
Willamette Week’s 
Give!Guide.
The email will contain 
an overview of each gift 
made, along with their 
Chinook Book unique 
access code.
This notification cannot 
serve as a tax receipt. 

What is my
nonprofit
responsible for?

Business Partner & Matching Funds

How Does a Donor Go about
Making a Gift?

Your nonprofit will receive up-to-the-
minute donation notifications via email 
and a comprehensive donor report fol-
lowing the conclusion of Give!Guide. 
Nonprofits are responsible for sending 
tax receipts, and they are to be provided 
to donors no later than January 30, 2019.

Business partners who provide matching funds 
to your G!G campaign have two choices for remit-
ting those funds: they can either send them di-
rectly to you, or they can send them to Give!Guide. 

If a Business Partner wishes to make a match-
ing gift directly to your organization, please 
contact Mahala and provide her with a photo-
copy of the check – we will credit the gift to-
wards your total on the backend of the website 
as long as we have the photocopy or written 
confirmation from your Business Partner.
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Donation Notifications and Tax Receipts

Primary Contact
Up-to-the-minute donation notifications will 
only be sent to one person at each nonprofit. 
You’ll need to make that designation. You will 
receive immediate email notifications, a week-
ly donor report, and a final report in January.  

If you are concerned about your inbox getting 
overwhelmed with email, we recommend you 
adjust your email to forward these notifications 
to a separate folder. Contact your organization’s 
IT person for help with this.

What if the donor opts 
out of contact?
When making a gift, donors have the option to 
opt out of receiving emails from the nonprof-
its they give to. There will be a distinct column 
that denotes their choice on the weekly and 
final reports that we send your organization. 
 
If a donor chooses to opt out of communication, 
you will still need to send them a tax receipt. We 
cannot stress this enough: Please honor their re-
quest and do NOT contact them beyond the tax 
receipt. The only exception to this is if a donor 
is already on your contact list prior to the cam-
paign – then you may keep them on your list.

We highly recommend that you not send 
donation requests to donors  

immediately after they’ve made their  
gift through Give!Guide. 

Especially avoid mail and phone  
solicitations. We do not want to  

inundate our donors with too many  
communications and lose their attention. 

For new nonprofits:
how should you send tax receipt 
acknowledgements?

Many Give!Guide donors are new, so we recom-
mend sending tax receipt letters to every donor.

Please also send emails first, and physical mail 
later. We recommend that the subject line says, 
“Thank you for your gift”.

What is my nonprofit  
responsible for?

You are responsible for providing every do-
nor with a tax receipt from your nonprofit.

We recommend that you wait until you re-
ceive your final report in January to send 
these out, as the weekly reports and up-to-
the-minute donation notifications will not 
reflect refunds.

To REPEaT:
Notifications from Give!Guide are NOT tax 
receipts. You must provide every donor 
with a tax receipt from your nonprofit. 
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[DATE]
 
Mahala Ray
Executive Director
Willamette Week Give!Guide
2220 NW Quimby St.
Portland, OR, 97210
 
Dear Mahala,
 
This letter is to authorize City of Roses Me-
dia Company (dba Willamette Week) to hold 
funds donated to [Nonprofit Name] through 
its Give!GUIDE between the time of donation 
and the end of January 2019, at which time 
Willamette Week will forward the funds to us, 
along with the account of the donations.
 
Sincerely,
 
[Signature]
 
[Board President Name]
President, Board of Directors
[Nonprofit Name]

Give!Guide acts as a fiduciary for all of its nonprofit participants. 
Essentially, donors give to your organization through giveguide.
org, your money is put into an account where it sits until the end 
of the campaign, and then we send you a big, fat check.

All donations made to you go directly to you, minus a 3.015%  
administrative fee that covers the cost of interchange, processing 
and merchant fees. 

Finance

What is  
my nonprofit  
responsible 
for?
You will need to send 
Give!Guide an authorization 
letter no later than 5pm on 
Thursday, August 2.

Here’s the letter; just add 
your info, have your board 
president sign, and send it 
on over. We CANNOT accept 
a signature from anyone else 
but your board president. 
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By signing below, I acknowledge that I have 
thoroughly read the nonprofit manual and 
fully understand the requirements for par-
ticipation in the 2018 Give!Guide campaign. 

By signing, I agree to fulfill all of the afore-
mentioned requirements and I understand 
that if I do not meet them I forfeit my ability 
to participate in the campaign.
 

 

SIGNATURE: 

PRINTED NAME:  

DATE:  

Sign & return this Page


