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Aims and Objectives

• Learn more about Gift Aid Scheme

▪ Understand process to register your unit

▪ Keeping records

▪ Making a Claim
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What is Gift Aid

• Tax incentive 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)

https://www.girlguiding.org.uk/globalassets/doc
s-and-resources/finance-insurance-and-
property/gift_aid_information_pack2016.pdf
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Registering for Gift Aid (2)

https://www.girlguiding.org.uk/globalassets/docs-and-
resources/fundraising-and-partnerships/gift-aid-certificate-
england-and-wales.pdf

• Complete names, addresses, National 
Insurance Number and date of birth for 
relevant officials (Leaders or 
Assistant Leaders and Commissioners)

• Email to giftaid@girlguiding.org.uk

• The Information Team will post you the 
HMRC application form and this signed form
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Registering for Gift Aid (3)

• Post the following to HMRC
• the signed unit Gift Aid application form
• the unit HMRC Charity Registration certificate
• a copy of the unit’s last three months’ financial entries on a bank statement or in a building society 

passbook
• a copy 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)

Gift Aid 2024 6

HMRC Charities 
Repayments 
St John’s House 
Merton Road 
Liverpool 
L75 1BB



Keeping Records

• The following records are needed
• Income/ receipts information for your unit
• Signed Gift Aid Forms for your unit
• Government Gateway Login

•

You can claim:

• Subs
• Contribution towards Subscriptions

Gift Aid 2024 7



Government Gateway

• Register with Charities Online
• If you do not have an online account with HMRC you’ll need to register and enrol by selecting 

‘Charities’ as a new user.
• To register 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 

bank account number
• 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)
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Making a Claim (2)

Gift Aid 2024 10



Making a Claim (3)
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Making a Claim (4)
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• What happens next
• HMRC takes around 2 weeks to process your 

claim
• Your gift aid money is either paid directly 

into your unit account or sent by 
cheque (based on how you ask to be paid)

• HMRC will send a letter telling you how 
much gift aid your unit has received.



Completing the Gift Aid Schedule
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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
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!

• Keep records of income/ receipts

• Create a Government Gateway logon

• Download the latest Gift Aid Schedule

• Make your first claim!
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