This is an example email you could send to staff.  

Please feel free to change any dates, for example if you think the promotion of this may take a bit longer so the deductions will be taken out of a later payroll.
Haiti Earthquake Appeal - response –  /01/2010
I hope you had a good Christmas and New Year break, though I doubt any of us can have been untouched by the scale of the disaster unfolding in the Caribbean Republic of Haiti. 

Many of us will already have contributed to the Disasters Emergency Committee (DEC) Appeal (0370 60 60 900 or http://www.dec.org.uk). The public response has been exceptional, a very clear expression of the sympathy and compassion of the British public. Today we have been considering what (Your Company Name) should do. 

I can now announce that we will support employee donations to the DEC Appeal from payroll, matching pound-for-pound donations up to an initial maximum of £     . 

That means that between us, we should be able to raise at least £   . All you have to do is send an e-mail to ‘payroll’, stating the amount you want to give and your employee number. (Because this is a one-off, emergency donation, there is no requirement to fill out the full payroll giving form.) At the end of the appeal we will add up all the pledges and add in the company’s contribution. Any deductions are likely to be taken from your February salary.

We have chosen to provide support this way because payroll giving is tax efficient, maximising the value of employee donations. And because many employees already elect to give to charities in this way we have the necessary systems in place.  As an example, if you are a basic rate taxpayer wishing to donate £10, your donation will cost you just £8.00. With match funding from the company, your £8.00 results in £20 being given in aid. 

Please do contribute, and thank you for your support.

Chief Executive  

