


Gift Aid 
Training



What is Gift Aid?

Gift Aid is a government scheme which encourages people to give to 
charity. Under the scheme, money donated to charities – including 

Girlguiding subscriptions – is eligible for tax relief.

For every £1 you received You can claim repayment of 25p

With a signed Gift Aid form….

Without a signed Gift Aid form….

For payments under £30 
(after 6th April 2019)

You can still claim Gift Aid
(as long your small claims total is not 10 

times more than you Gift Aid claim)



What this means?

= A total of £900

Brownie unit 
with 20 Girls

All have signed Gift 
Aid Declarations 

forms

Each Brownie 
pays £25 a team

Total Subs for the 
Year is £75

Unit examples

You can claim a
total of £18.75

per Brownie per year

For 20 Brownies this 
increases your funds 

by
£375

per year

You can also claim for the pass 4 years 
(if the declaration form has been ticked allowing you to)

In 2021, 20 Girls 
where members

£375

In 2020, 16 Girls 
where members

£300

In 2018, 4 Girls 
where members

£75

In 2019, 8 Girls 
where members

£150



What this means?

= A total of £1200.00

Guide unit 
with 36 Girls

20 have signed 
Gift Aid 

Declarations 
forms

Each Guide 
pays £25 a team

Total Subs for the 
Year is £75

Unit examples

You can claim a
total of £18.75

per Guide 
including those without a 
signed form, due to each 

sub payment being 
under £30

For 36 Guides this 
increases your funds 

by
£675 

per year

You can also claim for the pass 4 years 
(if the declaration form has been ticked allowing you to)

In 2020, 36 Girls 
where members

£675

In 2019, 16 Girls 
where members

£300

In 2017, 4 Girls 
where members

£75

In 2018, 8 Girls 
where members

£150



What will we learn today…

How to:

Get ready to claim Gift Aid

Complete the Gift Aid 
Certificate

Complete the Gift Aid 
Application Form

Enrol for Online Service with 
HMRC

In session 2 we will cover how to activate your account, 
claim Gift Aid and maintain Gift Aid.



To claim Gift Aid

3 responsible persons 
to be registered for Gift Aid the 

Authorised Official and two 
Members (Responsible Persons). 

Signed Gift 
Aid forms

A record of 
payments received 

and register with HMRC to Claim Gift

You need..



Gift Aid Declarations

© Girlguiding 2016 Gift Aid Declaration 1 of 1

Gift Aid Declarations (England and Wales) 2016
Past, present and future donations to Girlguiding

Boost your donation by 25p of Gift Aid for every £1 you donate
Gift Aid is reclaimed by the charity from the tax you pay for the current tax year.  

Your address is needed to identify you as a current UK taxpayer.

Unit name        

Please treat as Gift Aid donations all qualifying gifts of money made 

 today  in the past four years  in the future   

Please tick all boxes that apply. 

I am a UK taxpayer and understand that if I pay less income tax and/or capital gains tax than the amount of Gift Aid 

claimed on all my donations in that tax year, it is my responsibility to pay any difference. 

Donor’s details 

Title  First name or initial(s)     Surname   

Full home address             

      

   

Signature      

Date   

Please notify Girlguiding if you:

• want to cancel this declaration 

• change your name or home address 

• no longer pay sufficient tax on your income and/or capital gains. 

If you pay income tax at the higher or additional rate and want to receive the additional tax relief due to you, you 

must include all your Gift Aid donations on your self-assessment tax return or ask HM Revenue and Customs to adjust 

your tax code.

Postcode

Start to collect your declaration form
1. Download and print of the form 

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

• This form is also apart of the new start form.

2. Send out the form to your unit and ask 
parents to return the forms

3. File your forms 
• (Gift Aid records need to be kept for 7 years)

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


Record keeping

You need to keep a record of how much 
each family has paid each year and the 

date of their last payment. 
There is no right or wrong way to do this, 

use a method that works best for you.



Registering 
with HMRC to 
claim Gift Aid



Gift Aid Certificate

 
 

 

CERTIFICATE for HMRC Charity Registration (E&W)  
(England and Wales) 

 

Name of unit or area__________________________________________________________ 

 
Correspondence address ______________________________________________________  
 
Phone number _______________________________________________________________  

 

I CERTIFY that: 

  

The branch of The Guide Association named above is constituted in accordance with the Royal Charter and Bye-

laws of The Guide Association and governed by The Guiding Manual and the Association’s handbooks, with the 
principal charitable objective of promoting education of girls and young women to help them develop emotionally, 

mentally, physically and spiritually so that they can make a positive contribution to their community and the wider 

world.  

 

It is a charity excepted from registration in accordance with the Charities Act 1960 (as amended) by virtue of the 

Charities (Exception of Certain Charities for Boy Scouts and Girl Guides from Registration) Regulations, 1961 SI 1961 

No. 1044. 

 

Details of Responsible Persons 

 

Applicant    Responsible person 1   Responsible person 2 
full name    full name    full name 
 

_____________________  _____________________  _____________________ 

 

Address    Address    Address 
 

_____________________  _____________________  _____________________ 
 

_____________________  _____________________  _____________________ 

 

_____________________  _____________________  _____________________ 

 

_____________________  _____________________  _____________________ 

 

National Insurance number  National Insurance number  National Insurance number 
 

_____________________  _____________________  _____________________ 

 

 

Date of birth    Date of birth    Date of birth 
 

_____________________  _____________________  _____________________ 

 

 

 

Authorised signatory for Girlguiding      

 Name  Signature  

  

Date _________________________  

  

 
See explanatory notes on next page 

1. Download and print of the form 
• https://www.girlguiding.org.uk/globalassets/docs-and-

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

2. Complete the form with the following details for 
all 3 people:
• Name
• Address
• Dates of Birth
• National Insurance number

3. Email the completed form to the information team
• giftaid@girlguiding.org.uk

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


Gift Aid Application Form

The information team will arrange for the form to be signed in 
accordance with the Girlguiding agreement with HMRC. The team will 

complete the majority of the Gift Aid application form for your unit.

The application forms will then be sent to you via recorded signed for 
post. When you receive the forms you need to:

1. Complete the bank account details (Unit details)
2. Each named person must sign to confirm their details are correct

3. The Authorised Official needs to sign the final page of the application



Submitting your Gift Aid Application Form

To submit your form you need to send the following documents to HMRC:

1. the signed unit Gift Aid application form
2. the unit HMRC Charity Registration certificate

3. a copy of the unit’s last three months’ financial entries on a 
bank statement or in a building society passbook

4. a copy of your latest unit accounts

New units can send proof of opening a new bank account 
(also applies if you have switch bank accounts)

and include an estimation of first year’s gross income.



Enrolling for Online Services

Once your application is approved you 
will receive a letter from HMRC
You MUST keep this letter safe. 

It is your evidence that your unit can 
claim the available tax exemptions.

Next you need to:
1. Visit www.gov.uk

2. Search for claim Gift Aid online

http://www.gov.uk/


Enrolling for Online Services

3. Select Claim Gift Aid online
4. On the next page click 

Start Now



Enrolling for Online Services

5. Select create sign in details
This will start the set up process and 

you will need to do the following:
• Enter your email address

• Enter the confirmation code which 
was sent to you email account

• Enter your full name
• Create a password

• Create a recovery word
You will be given a Government Gateway User ID. 

Take note of the number.
• Select that you are an organisation 



Enrolling for Online Services
This will take you to your account, Business tax summary

6. Select add a tax, duty or scheme
• Select other taxes or scheme

• Select charities – for gift aid repayment claims
• Answer Yes to “Do you have a HMRC Charities 

reference?”
7. Complete the access to Charities and 

community Amateur Sport Clubs form
The details you require can be found 
on the letter you receive from HMRC.

8. Select Request Access
This will trigger a letter being sent to you with 

an activation code. It can take 2 weeks to arrive.



Questions

?
Jenni

countycomm@girlguidingmiddxnw.org.uk

mailto:countycomm@girlguidingmiddxnw.org.uk



