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Last time we learned...

How to:

G g lqirm Gift Aid Complete the Gift Aid
et ready to claim Gift Al Application Form
Complete the Gift Aid
Certificate

Enrol for Online Service with

HMRC




What will we learn today...

How to:

AIEHIYEIED PO [FISIRE Claim Gift Aid Maintain Gift Aid
account




Activate your account for Online Services

7 GOV.UK

O ormmarins (€OMID19) | Gidance s suppor When your letter arrives go to
—— http://www.gov.uk/hmrconline

HMRC services: signin or 9. Clicksignin
el - Sign in using your government gateway
user ID and password

 Select Activate for charities and community

Sign in to HMRC online services am Ote ur s po rtS C I U bS

Once you've registered, you can sign in for :hmqs.llke your personal or

:233:}5 tax account, Self Assessmen t. Corporation Tax, PAYE for empldyers ° E n te r yo u r O Ct IVG t I O n Cod e
This page is also available in Welsh (Cymraea). [ J SeIeCt Get ACCGSS



http://www.gov.uk/hmrconline

Claiming
Gift Aid




Claiming Gift Aid

@y GOV.UK

_Q Departmants Worldwide How government works Get involved
Consul s Statistics News and communications

e Coronayirus (COVID-19) | Guidance and support
Home > C

Community amateur sports Clubs (CASCS)

Fom To start you need to prepare the Gift Aid
Gift Aid schedule spreadsheets to . .

claim back tax on donations donation schedule document this can be
Use these schedule spreadsheets to claim back tax through

downloaded from gov website
Gift Aid, Gift Aid Small Donations Scheme (GASDS) or other

income sing Caries Onine. https:/ /[www.gov.uk/government/publications
| [gift-aid-schedule-spreadsheets-to-claim-

back-tax-on-donations

Documents

Related content
Gift Aid donations schedule - Excel
This fite may not be suitable for users of assistive technology
-



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

w AH 6 D o aid_schedule version 3

Heme Insert Draw Page L Formulas Dena Revien View Developer Acrebat

HM Revenue
: & Customs Gift Aid donations schedule

Get It right first time - how to complete this schedule:

* Do) change Pe layout of P schadule o charge Be seve of P sortaeel

* Save T Schadule B8 & ads S not 8 Mcrosoft Eacet ains e for sxample GR A Jan 2014 oon

* ¥ ary section el spplcatie leave § blask Doe’t anter NA or NI

* Do rihude Mk s0uies o owr Charaiiers o D St o oo of Dones

* Dont leaws 3 blark 1ow benwean donators

* Erder B house name o rumber and e posicode of sf donors Il Res i e UK. For gonors Iving sbroad. enter Bar addrens and put X in Bhe Toskcode’ ool

* Sty Wit T i of 1,000 rows of donatons

* Aguregatied donations are doratiors under [20 from dfferent pecpie fotaling leas Ban (1000 per Ine. When you 86 logeher donations For $he 3ame donor, you must leawe He S00regated Sonations cokumn Slark
* For sgurnwred averts arder T pari garty rave ard adress. P dete colled bad. and P il arvourd saned Don) reisde ey doralors cew (500 - Pase munl be shown saper sinly 89 rorves O Axl Gorafors

Fi91 hows o0 enampin of Row e compieie T scheduie For more inlormation foliow e Ink Dekow ¥ou musl Do convecied 1o P nerrel 1 sccess P gudence
hartaes sakes sasie

l&cmc‘mu—-—
1

|
10 [ty Jia e

Enter details from here

For iy wipiied Giritirs Ten Gade by [ 0w Tube ey Glte o) 1) Do Gurnain’ S Cohavn o T (it &Pt L Coon

Make surn yons Shom

L 0 T Bt T it wil B Sedhaciond S yius Claem

The Mt below & BATatcaly COAed YoM Da MNOuUDs you et N D SChedie
[Total sonations: £0.00]

Donations schedule table
tem Tole Fist same Lant name Moase narve o fuvieer Pualo et Agaregeted decatians Daratins date Amecmt
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Claiming Gift Aid

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

- m— e 1. Click claim tax back on donations
You will be taken to this page

Business tax summar

ew an | es ur i ine taxe onep

e Cymraeg Contact

Add a tax to your account to get onling access to a tax, duty or scheme

o Your MMRC services

At a glance

Charity Make a charity repayment claim News & updates

repayment
e HMAC enfine service by following the bnk

claim
Selow Before you make your Claim please comolete
» AL a glance = ond save afry sKhedules.

ur y : »
S Bttty Pease refer to the which wit

o help you make your claum correctly
mert ¢ aim -

0 make 3 Charty repayment claim waing N p -

Commercial software folom the Ink below wold these § common mistahes thet
delay your payment
1. Answer ‘W' 10 the Questien
corporate traatee”” unless Sacty s
maraged By & VSt COMp trest
Oepartment of 8 Bank. See Oemonstrator page
n

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 &
days

You Can maice 3 Charfly repayment clalm using  Welcome 10 the charies online service

Charities

e
e you »

Claim tax back on things like Gift Aiggnations

aim tax back on donations 2. Do not conduse GINt Ad with the Gt Alg
! tax b d Small Donations Scheme (GASDS). See
Gemanstraner page 6
3. Do not conduse y
Prermder with your MM
See demorstrator page §

ity reguiator's
reference or User 30

4, ) you are Inciuding & tax adjustment on
Ot servi By SOhedule Make Sure yOu enter the maunt
her services of tax over-claimed and sot the value of the
0OraTONS

S, Make sure you anly give detadls of an
oMcal who I8 aiready known 5o HMRC

m Copyright | Terma & Condtions | Privacy poiky | Accessbity statement | Feedback | Complaints




Claiming Gift Aid

| @ HM Revenue & Customs Home Cymraeg Contact HMRC Help Sign out

 Your HMRC services

At a glance

Make a charity repayment claim News & updates

You can make a charity repayment claim using| Welcome to the charities online service.
the HMRC online service by following the link

below Before you make your claim please complete

[r At a glance ! and save any schedules.

b | Make a charity repayment claim » S

[» Make a charity = fer to the demo srr-)hnr!»’whlch will
repayment claim { elp you o correctly.

To make a charity repayment daim using

L[] [ ]
| ) commercial software follow the link below. Avoid these S common mis
» FAQs ‘ delay your payment: °

View a list of commercial software » LR .
1. Answer '‘No' to the question 'are you a
corporate trustee?’ unkess your charity is —

L]
managed by a trust company, or trust re O I I I e nt C I G I I I I
department of a bank. See demonstrator page
8

2. Do not confuse Gift Aid with the Gift Aid
Small Donations Scheme (GASDS). See
demonstrator page 6

3. Do not confuse your charity regulator’s
number with your HMRC reference or User 1D,
See demonstrator page 8

4. If you are Including a tax adjustment on
any schedule make sure you enter the amount
of tax over-claimed and not the value of the
donations.

S. Make sure you only give details of an
official who Is already known to HMRC,

© Crown Copyright | Terms & Conditions | Privacy policy | Accessibility statement | Feedback | Complaints




Claiming Gift Aid

| @ HM Revenue & Customs Home Cymraeg ContactHMRC Help Sign out 3 T|Ck to Conflrm you are prOV|d|ng
honest and accurate information
and then complete the form.

Repayment claim details

Questions about this claim

£ 1 commit to providing honest and accurate information in the following claim

You can use this service to claim tax repayments on Gift Ald donations, diaim UK tax deducted from other income and
claim top-up payments under the Gift Aid Small Donations Scheme (GASDS). Please answer the questions below indicating
which of the three areas you want to claim under then, dick the ‘Next' button to continue,

* Indicates required Information

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

under GASDS? These are not your Gift Ald donations.

Your claim reference number:

Yes to the third question
1f you Indicated you are daiming & top-up payment under GASDS you must provide the information below. * S I r S I M

Are you claiming a top up payment under GASDS for  Yes Boe

gl m—— This reveals additional questions
e which you need to answer with YES for
the first one and NO to all of the others
and click NEXT.

© Crown Copyright | Terms & Conditions | Privacy policy | Accessibliity statement | Feedback | Complaints




Claiming Gift Aid

| @ HM Revenue & Customs Home Cymraeg Contact HMRC Help  Sign out

a Your HMRC services

Charity

repayment
claim

» At a glance

» Repayment claim
summary

» About the organisation
» Attach Gift Aid schedule

» Gift Aid Small Donations
Scheme schedule

» FAQs

Repayment claim summary

You have not completed all the required sections of your claim. You must complete all the
sections shown below with an arrow or cross beside them before you can finalise your claim.

To complete, view or amend a section, please follow the relevant link in the 'Status’ column or
click the 'Next' button to start completing the first section.

To delete this charity repayment claim click the 'Delete’ button,

J A tick means you have entered information in this section

<» An arrow means you haven't entered information in this section
X A cross means this section is incomplete

Section

Questions about this claim
About the organisation
Gift Aid schedule:

Gift Aid Small Donations Scheme schedule

To delete this repayment claim click the 'Delete’

Delete

| Status
J Repayment claim details
=» Organisation details
- Attach Gift Aid schedule

=» Donation details

button below Next

You will be taken to you
Repayment Claim
Summary and you can
see the next 3 sections
you need to complete.




Claiming Gift Aid

I @ HM Revenue & Customs Home Cymraeg

Contact HMRC Help Sign out

« Your HMRC services

About the organisation

Charity Organisation details

repayment

claim You must provide the information below then, click the 'Next' button to continue. The person
making this clalm must be a recognised authorised official or corporate trustee that has already

» At a glance been notified to HM Revenue & Customs as the authorised official.

* indicates required information
» Repayment claim

R | o 4. Select NONE for the

L]
» Attach Gift ma’“"edu,‘ 1f you selected Charity Comn}ssmn for England and Wales, Charity Comm-sston for Northern C I I O r It re u I O to r
| | Ireland or Office of the Scottish Charity Regulator, you must provide the information below.*
, (S;":‘ Ald Sm:lldD?nalions Charity requlator's number - enter the 3
| sNnrstmesce: 3 numerical characters only (not the HMRC
» FAQs Charities reference number):

Is this claim being made by a corporate trustee® Piease select B C
such as the Trust Department of a bank, a Trust
Company or a Trust Corporation?

Your daytime telephone number (including *
international dialling code if outside the UK):




Claiming Gift Aid

@ HM Revenue & Customs Home Cymraeg Contact HMRC Help  Sign out

Your HMRC services

About the organisation

Organisation details

. This will ch the opti
You must provide the information below then, click the "Next' button to continue. The person g

making this claim must be a recognised authorised official or corporate trustee that has already

At a glance been notified to HM Revenue & Customs as the authorised official.
1 " indicates required information o e eC
Repayment claim
summary Name of charity regulator; *
None 8 ®
About the organisation
Attach Gift Aid schedule Please provide a reason for not being registered

with a regulator:

Gift Ald Small Donations Please seloct

L] L] L] L[]
e
Scheme schedule
FAQs | Is this claim being made by a corporate trustee * ’

such as the Trust Department of a bank, a Trust

comeany o Tt Copertnt who is allowed to use this

option and you will see Scout
and Guide groups listed

Please select B

Your daytime telephone number (including *
international dialling code if outside the UK):




Claiming Gift Aid

| N &
» About the organisation one ac
» Attach Gift Ald schedule Please provide a reason for not being registered
—_— with a regulator:
» Gift Aid Small Donations Your charity is Excepted e

Scheme schedule

b FAQs Income Is £100,000 or less & your charity Is in one of the following groups:
* Churches/Chapels belonging to some Christian denominations

* Charities that provide premises for some types of school
¢ Scout ona Guse groups — Select NO
[ ]

e Charitable service funds of the Armed Forces
* Student Unions

L] L[] L]
Is this claim being made by a corporate trustee* | No 8 Cc "’
such as the Trust Department of a bank, a Trust —
Company or a Trust Corporation?
If you selected that this claim is not being made by a corporate trustee, you must provide H T
detalls below about your organisation's authorised official.*\> yo u n e e O p rOV I e e e G I S
Title:

— about your organisation’s

authorised official. These are the

Please enter a postcode or Indicate if your address Is not in the UK. *

! — details you provided in your

eg AB12Z

Please select If your address Is not in o °
application
L]

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

Your daytime telephone number (including *
international diallina ende if autside the LIK):




Claiming Gift Aid

| @' HM Revenue & Customs Home Cymraeg Contact HMRC Help  Sign out

 Your HMRC services

Attach Gift Aid schedule

Charity Gift Aid schedule
"p.v M Download a Gift Ald schedule
claim

You have indicated that you want to daim a repayment of tax on Gt Ald donations. Your claim
» Al a glance must inchade full details of the donors and their donations on which you are daiming a
B 1 repaymaent of tax

.
» Repayment claim , \
summary You must have already completed and saved an HM Revenue & Customs (HMRC) Gift Ald
schedule on your compater with detals of your GIft Akd donations to support this daim L4
» ARcut the organisation

Please note: If you haven't already done 50 please follow the link below to download the MMRC
Gift Aid schedule.,

» Attach Gaft Ald
schedule To complete the schedule now you will need to log out of this service. Any information you have

S aiready entered will be saved

» Astach other income

Once you have completed the schedule you will be able to log back into this service and attach
scheasie

R 1o your claim

» Gift Ald Small Donasions Downicad a Gift Ald schedule »
Scheme schedule

Further information about GIft Ald schedules can be found in the online guidance. HMRC
recommend you read this guidance before you complete and save your schedule.

Attach your Gift Aid schedule

» FAQs

When you are ready to attach your Gift Ald schedule to this daim, click on the 'Browse' by
below to find and select the completed schedule on your computer.

Gift Ald schedule

se Fle no Nie selected

If you do not want o attach a GIft Aud schedule now please tick the checkbox below then, chck
the Next’ Button to continue.

Please note: You must attach a Gift Ald schedule before you can subenit your charity
repayment caim

[ do not wank to attach » Gift Ald schedule at this time

ReQayment clam summary Neat

© Crown Copyright | Terms & Condtions | Privacy policy Accessibiity statement | Feedback Complairts




Claiming Gift Aid

\v

HM Revenue & ( S Home Cymmaeg Contact HMRC Haelp  Sign out

Your HMRC services

Attach Gift Aid schedule

Gift Ald schedule - Confirmation

Please confirm that the detalis shown Sefow match the information in the GIt Aid schedule that you have attached to this
cam
I the information is cormect please ciick the ‘Confirm detals” button to continue.
If the information is Incorrect, you will have 10 amend the GIt Ald schedule saved o0 your computer and then follow the
‘Aitach an wpdated Gt Alg schedule’ nk below o continge with your cdaém
Gift Ald schedule details °
St e s 8 e All o your Qol 1ations are loaded onto
Adustment for Gt Ad peeviously over-claimes:  £0.00
Yetal denations:  £2325.00 M
name  name | number donations  event date (0]
1 Not spplicable  Not appica /20 40 C0 °
e 16
2 T checC e aatd IS correcCt.
£ 16
s Not spplicable Mot applica 11730/ 65.00
e 17
. o
4 Not spplicable Not applca  11/10/20 2500
e 7
L]
s Not spplicable Not appica 3 \ 2500
e 17
s Not spplicable  Not applica  11/30/20 25.00 °
Ne 17
7 Not applicable Mot applica  11/10/20 65.00 I C eX
Sie 1 b
) Not applicable  Not appiica  11/30/20 2500
e 17
9 Not applicable  Not appiica  11/30/20 65.00
e
10 Not applicable Not applica  11/10/20 2500
7
n Not spplicable  Not applica  10/30/20 750
e 8
12 Not applicable Not applca  10/10/20 7500
e 18
13 Not spplicable  Not applca  10/20/20 500
e 8
14 Not applicable  Not applica  10/30/20 5000
e 18
15 Not spplicable Not appica  10/30/20 500
e 18
16 Not spplicable Not applca  10/20/20 500
tde 18




Claiming Gift Aid

| @ HM Revenue & Customs Home Cymraeg Contact HMRC Help Sign out

« Your HMRC services

Gift Aid Small Donations Scheme (GASDS) " Add in YOUI’ ending tOX ye(]r

schedule

crarty If you are also claiming on sulbs

e where you do not have a gift aid

/ form, add together the non-gift
aid subs and enter the total.

oo |9t e S0 B 12. Add the correct answer for

» FAQs bullding:

oyt s o e (R your claim to the 379 question
falipmeesecieammsrelion 13. Click Next

Repayment claim summary Next

claim Use this page to claim for payments under the Gift Ald Small Donations Scheme (GASDS). This
Is separate from your Gift Aid claim,

» At a glance The GASDS is for small cash donations of £20 or less that the charity or Community Amateur

I Sports Club that you do not have a Gift Ald declaration for, It only applies to donations you,

» Repayment claim recelved since 6 Apnil 2013,

summa

ad If you are only claiming under Gift Ald you must not complete any of the boxes o,
» About the organisation You should return to the ‘Repayment Claim Detalls’ screen and answer "No' to
you claiming under GASDS?

* Indicates required information

question 'Are

» Attach Gift Aid schedule

» Attach other income

Tax year 1 ending 5 Apnil: =
schedule L4 95 A

eg YYYY

© Crown Copyright | Terms & Conditions | Privacy policy | Accessibility statement | Feedback | Complaints




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
Records

2 Correspondence with HMRC,
' including claims made

A record of subscriptions received to

All Gift Aid information support the Gift Aid claims made

needs to be kept Gift Aid declarations filed alphabetically

securely in d file with Declarations must be kept for 7 years after
the following sections: the last claim made for that parent.




Maintaining Gift Aid
Claims

(-iin Claiming once a year in line with your
Ny ) accounting period is recommended.

( I However you can choose to claim
more or less frequently.

Claims can be If you want to claim more than once @
made at any time of year, each claim should be for at least

the year to suit you £100 of Gift Aid.




*

Questions

?

“\

V

Jenni
countycomm@girlguidingmiddxnw.org.uk

V

X
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