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Aims and Objectives

Learn more about Gift Aid Scheme

Understand process to register your unit

Keepingrecords

Making a Claim
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What is Gift Aid

- Taxincentive to encourage charitable giving
« Charities can claim 25p per £1 back from HMRC

- Gift Aid does not cost the donor anything
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Registering for Gift Aid (1)

@) WE DISCOVER, WE GROW

’

~ Girlguiding

https://www.girlguiding.org.uk/globalassets/doc
s-and-resources/finance-insurance-and-
property/gift_aid_information_pack2016.pdf

Gift Aid Information

1. How to register with the Inland Revenue so that you can claim Gift Aid for your unit ................ 2
2. How to keep the necessary records and filing SYSEEmM .....oiireiiiniiimiin e e 3
3. Gift Aid declarations - advice on how to get them signed.........c.coviiniiiniiic e !
14T T o N 5
5. How to write an explanatory leaflet for parents/carers.......ccoieiniieiesesn s s e seaas 6
6. Where to find help - useful telephone numbers and addresses ....ovivvevirrs s 7
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Registering for Gift Aid (2)

* Girlguiding

CERTIFICATE for HMAE Charity Registration [EEW)
|Ersgland and Wales)

https://www.girlguiding.org.uk/globalassets/docs-and-

Haaite of ol of Sfdd_

resources/fundraising-and-partnerships/gift-aid-certificate- comepanseece st
england-and-wales.pdf —

The beanch of The Guide Associacion ramed above b commineced in accordance with the Royal Charver and Bye
laws of The Guide dsociation and gewemed by The Guiding Maneal and the dssedation's handbosks | with the
principal chancable objeotive of premecing escation of girk and poung women D g tham desop emotionally,
m}‘f"' phsically and gpirineily o chal they Can makes a positive concribution 1o their aemmnity and thi wider
aDarldl.

i complete nqmes’ addresses’ thional It & charity Eacdiied Trom MRIraten i Stcordhnde with thi Charicess ACt 1960 (a6 Simided b by v of tha

Charithes: (Excapmion of Comaim Charthes for By Somuns and Girl Guldes Trom Begtarariony Regulacions, 1961 511561
it

Insurance Number and date of birth for

Deaails of Rewpomible Pesons

relevant officials (Leaders or s T N

Tl nare Tdll A fidll maiver

Assistant Leaders and Commissioners) = === —— ——— —

- Emuail to giftaid@girlguiding.org.uk - = 0 |
« The Information Team will postyouthe @ —77~ —7—  ——

HMRC application form and this signed form

549 SRplANAnCTy T O [T Pags
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https://www.girlguiding.org.uk/globalassets/docs-and-resources/fundraising-and-partnerships/gift-aid-certificate-england-and-wales.pdf
https://www.girlguiding.org.uk/globalassets/docs-and-resources/fundraising-and-partnerships/gift-aid-certificate-england-and-wales.pdf
https://www.girlguiding.org.uk/globalassets/docs-and-resources/fundraising-and-partnerships/gift-aid-certificate-england-and-wales.pdf
mailto:giftaid@girlguiding.org.uk

Registering for Gift Aid (3)

HMRC Charities
Repayments
St John's House
 Post the following to HMRC Merton Road
Liverpool
« the signed unit Gift Aid application form L75 1BB

« the unit HMRC Charity Registration certificate

- acopy of the unit’s last three months’ financial entries on a bank statement or in a building society
passbook

« acopy of your latest unit accounts, if an established unit. New units need to provide an estimation of the
first year's gross income to the Information Team (so that the estimate can be input into box 21 of the
registration form — handwritten estimates are not accepted by the Inland Revenue)
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* Girlguiding

Keeping Records

Gift Aid Declarations (England and Wales) 2016

Pas, present and Tature denatiens b Sirlguiding

Boost your donation by 25p of Gift Aid for every £1 you donate
Gift Ahd is meclalrmed by the chadity fnem the e pou pay for the owrmenst Ta year.
ooiar dud dredis S fededed Lo ldentily ywou a6 & CuFTent UK Lasp .

- The following records are needed e T ——

Il.r_d:.-.- I I.n'.rm pant Todr yars | Im-.hc‘_r.uuf.

Please tick all boees chat apply.

+ Income/ receipts information for your unit
- Signed Gift Aid Forms for your unit
- Government Gateway Login - —

Fulll hiamia dudobrisis:

| am a UK tasparsey and understand thal iT | pay bess incorme tax anddor capial gains tax than the amount of Gt Ak
clabverdd oo alll my donations in that tax year, It my responsibilicy o pay aivy diffesenos.

Prsls ek

You can claim: —

* Subs
Plsase novily Sirkguiding If you:
o Contribution tOWGrdS SUbscriptionS el Lo Caevci| This deeclaratiom

= Charage your Nams oF Peeme 2o et
= ol BTl Py SUMTICRENE i o pOLF ot Srdlfon capital gaied.

IF i Py MO Cacd 3f The highasr oF addithonal rabe amd want b neosve the SSditina ] tas etk dud to you, wou
st include all your Gilt Ak donations on yur sell-assesament Lax rebern or ask HW Rersenue and Cusionms 0o adj us
WAOLIT T Eoh

Ll i SRR [S TR - TR 1
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Government Gateway

- Registerwith Charities Online

 If you do not have an online account with HMRC you'll need to register and enrol by selecting
‘Charities’ as d new user.

- Toregister and enrol you'll need to enter your charity’s:
* postcode
« HMRC reference (up to 5 numbers, starts with 1 or 2 letters)

- customer account number (add a zero to the start if it's 9 digits) or the last 4 digits of your
lbank account numlber

 Your activation code

=  When you enrol, you'll be sent an activation code through the post. It can take a week to
arrive and is valid for 28 days. Activate Charities Online by logging in to Online Services and
entering your code.
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https://www.tax.service.gov.uk/government-gateway-registration-frontend?accountType=organisation&continue=/account/&origin=GIFTAID-frontend
https://www.tax.service.gov.uk/government-gateway-registration-frontend?accountType=organisation&continue=/account/&origin=GIFTAID-frontend
https://www.tax.service.gov.uk/gg/sign-in?continue=/business-account/&origin=GIFTAID-frontend

Making a Claim (1)

Business tax summary
Sign into HMRC online services View and access your business taxes in one place
Once you've registered, you can sign in for things like your personal or i R e s o

business tax account, Self Assessment, Corporation Tax, PAYE for employers
and VAT.

Payments will take up to 7 working days to show, depending on how you
pay. After you complete your return your tax calculation will take up to 2
days

This page is also available in Welsh (Cymraeq).

Charities

. . Claim tax back on things like Gift Aid donations
Signin
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Making a Claim (2)

2T
()

(&) HM Revenue & Customs Hoene

Cymuaeg Comtact HMRL 4 Sign out

@, HM Revenue & Customs Horm

Cymraeg Contact HMRC Help

« Your HMRC services ®  TICRUNY 3
WML (hatibes refere -

a Your HMRL services

HMRAC chantes refers

At a glance Repayment claim details
c".fity Make a chanty repayment «Laim News A updates

Questions about this cladm L\
repayment claim NIRENH , 3 :

) ' Y - ™t e v - L
S the MM D S ¢
» At s glance g the MMRL anbee service by " Bedeie s s dboans
bk ¢
Uhe ek Olow v " badle Tt to providing honest and acourate information = the followng cam
» Make 3 charey > ¥
Pease refer 10t wt N e
K he'p yow P yOu T COATECTy Your Can use this service t n Gt Axd dorations, clarr acted from other Ince
» FATR ) he @ Chanty repayrent clam useng $akmn ¢ . cicaint i heme [GASDS
nerosl selvware foliow the hrdk Below Avoid these S5 common mistakes that will a3 top-up payments natons Scheme (GAS

mer the guestons be

delay your paynsent! indcating whnch of the

s urdaer ther cheiedlin

L. Anewer ‘No' to the P e YOU B indcates regured rformabon

v, Of
‘r ” .
oaoe 8 Are yous clmrrang UK tax deducted Froer 107 ncorrw 2 * | No
2 ot conduse Gt A th the Gelt A
< < a Arw vO B payment for amal Can ¢ " No
= » " " SChe e LLARS » s
: MSDS? These av not your Gt Acld
— e wor pace ¢ S ) -
. $ " "
o 1 cor ey Parnty re > s Yo Clam redernenc
ymber with MMRC reference ( e -
D. See O« wlratir page 8 7/
Hack Next
. Wy are ‘
v whecyle mabe
» » tan ove valoe Cromn Copynght | Torres & Cond®orn | Privacy policy Accesubiity | Feedback Complants
{ the & -
5. Make ey by ve Cetavs of
Mol who i piready known o MVR

&% Girlguiding
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Making a Claim (3)

o~ : gl g o
I k@ HM Revenue & Customs Homw Cymraeg Contact MMR( Help Sian out About the Organlsatlon

ch.,iw Orgamisation details
repayment claim Sr———— ‘

» At s glance

» Your HMRL services

» Repayment claim
STV Yy

Repayment claim summary ¢ Ao e rpurinstion | (©

» AT h G A serwiie

Charity
repayment claim
» At a glance

» Repayment claim
sumenary To defete this chanty repayment cawm chick the Delete” ottt

A btk means you have entered infc

You have % completed all the required sections of your clasm. You must complete all the » FADY

sechions shown below with an arrow or cross beside them before yo n finalse your AT

or amend a sechon, please foliow the relevant hnk in the Status’ column or

To complete, v
ick the Next

to start completing the first sectior

» About the organisation
An arrow means you haven't entered information in this section

b Artach Gift Ald schedule

A CIOss mehns s Sachon IS iIncompiete

LN

» FAQs .
Section Status
Questions about this claim
> i - —
About the organisation P Orgarsation det
Galt Al S¢ OH & Alta) LR
Next
Delete
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Making a Claim (4)

Attach Gift Aid schedule

ssspsomr * What happens next

b Aa glanee

*ou have demted that your mant to clarm & repearrmeret of tax on Geft A donators. Your cdem
 Besemcr st iochude ol decas of the Gones and their dsaians 6 wheh you are casming & HMRC takes around 2 weeks to process your
b ADOGt the OOgANItItGN , ",\:.T,'.’ v,,':.'.".,“f: YI'_ .:; '::.4,‘!,,,‘-,-,,“:’ ,"-:‘ .4 ' :\ (’ .‘:;,.t..‘.’, .: ‘,::-‘ - CIO i m
» Ammach Girt Ald Please note: If you beven 't already dons so please falow 1he lick below 10 doaniosd the

MM M A

« Your gift aid money is either paid directly
T e e e into your unit account or sent by
P ot dbas G Al kb oo b L_—-wm—/ cheque (based on how you ask to be paid)
csbmLesrme N 4 AR « HMRC will send a letter telling you how
R much gift aid your unit has received.

you do tto r ¥ § Ik
et 1 O -
Mleasse note RS Tt -~
reparyere ol
0 Sl
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Completing the Gift Aid Schedule

HM Revenue . https://www.gov.uk/government/publications/
& Customs Gift Aid donations schedule . . .

g . gift-aid-schedule-spreadsheets-to-claim-
| back-tax-on-donations

e U P Sonond g stecnd #onm e addieis ol our Sy e Poscads sl

- pevye o wy wey

e CULE o b W s bl gean s ey b o sra v e v Wy # wed den my whr

FOME SPRRL AT O DARCR WL e W MO e B oolected wnd S oapl wmers moed Dont mchude wrw S00anca ) e (U0 - $mie mur e ot 0w aeds 11 norm i T Ad

PG 1ot waesmohe o bow 30 omgins Fo schaddt o rae svmrssoer Lbow @ Wb Dt V00 mar B SN MINOTE St e e S0 el $e Gt Ce

DR ST R
Thasts n aen e INVMTN -

04 303000 COrrone. F18 3380 Wi 30 5 i o, e 100 0000w i - 300 100 s DoV Gu-300 Mo
w3 it ey
|
M G i e
e a— )

Vw0 o Sl 11 20 3t SR e e 0w ) ow v 1 e

s:hachie
| T T oW
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https://www.gov.uk/government/publications/gift-aid-schedule-spreadsheets-to-claim-back-tax-on-donations
https://www.gov.uk/government/publications/gift-aid-schedule-spreadsheets-to-claim-back-tax-on-donations
https://www.gov.uk/government/publications/gift-aid-schedule-spreadsheets-to-claim-back-tax-on-donations

Next Steps

- Complete Girlguiding Certificate of Registration and send to Girguiding
- Send forms off to HMRC with accounts and bank statements to register!
- Keeprecords of income/receipts

- CreateaGovernmentGatewaylogon

- Download the latest Gift Aid Schedule

« Make your first claim!
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