


Gift Aid 
Training



Last time we learned…

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



What will we learn today…

How to:

Activate your HMRC 
account Claim Gift Aid Maintain Gift Aid



Activate your account for Online Services

When your letter arrives go to 
http://www.gov.uk/hmrconline

9. Click sign in
• Sign in using your government gateway 

user ID and password
• Select Activate for charities and community 

amateur sports clubs
• Enter your activation code

• Select Get Access

http://www.gov.uk/hmrconline


Claiming
Gift Aid



Claiming Gift Aid

To start you need to prepare the Gift Aid 
donation schedule document this can be 

downloaded from gov website
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


Claiming Gift Aid



Claiming Gift Aid

When your account is activated 
your login page will look like this

1. Click claim tax back on donations
You will be taken to this page



Claiming Gift Aid

2. Click Make a charity 
repayment claim



Claiming Gift Aid

3. Tick to confirm you are providing 
honest and accurate information 

and then complete the form.

If you are also claiming on subs where 
you do not have a gift aid form select 

Yes to the third question. 
This reveals additional questions 

which you need to answer with YES for 
the first one and NO to all of the others 

and click NEXT.



Claiming Gift Aid

You will be taken to you 
Repayment Claim 

Summary and you can 
see the next 3 sections 
you need to complete.



Claiming Gift Aid

4. Select NONE for the 
charity regulator



Claiming Gift Aid

This will change the options
5. Select YOUR CHAIRTY IS 

EXCEPTED
This brings up a description of 

who is allowed to use this 
option and you will see Scout 

and Guide groups listed 



Claiming Gift Aid

6. Select NO
This brings up a section where 
you nee to provide the details 

about your organisation's 
authorised official. These are the 

details you provided in your 
application.

7. Once you have added in the 
correct details click NEXT



Claiming Gift Aid

7. Upload your donation 
schedule document

8. Click next



Claiming Gift Aid

All of your donations are loaded onto 
the system and listed. Scroll through to 

check the data is correct.
9. Confirm your donations

10. Click Next



Claiming Gift Aid

11. Add in your ending tax year
If you are also claiming on subs 
where you do not have a gift aid 
form, add together the non-gift 

aid subs and enter the total.
12. Add the correct answer for 

your claim to the 3rd question
13. Click Next



Claiming Gift Aid

You will be taken to a summary page where you should have all 
green ticks and this mean you are ready to submit.

14. Click Next
15. Click to agree to the declaration and submit your Gift Aid claim. 



Claiming Gift Aid

If approved you will receive a 
letter form HMRC and your 

payment will be paid directly 
in your units bank account. 



Maintaining
Gift Aid



Maintaining Gift Aid

All Gift Aid information 
needs to be kept 

securely in a file with 
the following sections:

Correspondence with HMRC, 
including claims made

A record of subscriptions received to 
support the Gift Aid claims made

Gift Aid declarations filed alphabetically
Declarations must be kept for 7 years after 

the last claim made for that parent.

Records



Maintaining Gift Aid

Claims can be 
made at any time of 
the year to suit you

Claiming once a year in line with your 
accounting period is recommended.

However you can choose to claim 
more or less frequently.

If you want to claim more than once a 
year, each claim should be for at least 

£100 of Gift Aid. 

Claims



Questions

?
Jenni

countycomm@girlguidingmiddxnw.org.uk

mailto:countycomm@girlguidingmiddxnw.org.uk



