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Gift Aid basics
November 2019

Resources team - 5 core propositions

• Parish Giving Scheme

• Budget

• Stewardship ministry

• Legacy strategy 

• Normalising digital and contactless giving
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Gift Aid 2019

• Gift Aid Basics:

• Role of Gift Aid Secretary

• Basics

• Operating a Scheme

Break

• Small Donations Scheme

• Any questions?
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The role of a Gift Aid Secretary

• Thank you!

• Ensure accurate records are kept

• Encourage tax efficient giving

• Encourage regular review

• Produce the claim
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Encourage tax effective giving

• Encourage giving

• Encourage tax payers to give by tax effective 
means

• written

• presentations 

• verbal

• Encourage regular review & thank yous

7

How does tax effective giving 
work?

• Taxpayers who “Gift Aid” their giving get 
tax relief for the payments.

• They pay a net amount, on which they have 
paid tax, to the church.

• The church claims back the tax, at the 
basic rate, from HMRC Charities.

£80 £20
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Best way to deal with Gift Aid?

• Use the Parish Giving Scheme!

• PGS donor = no work for you

• Is your parish using PGS?

• Answer = no.  Why not?

• Answer = yes:

– Need any help in converting givers to PGS?

– Donor leaflets, PGS posters

– Contact Cath for help

• Diocesan scheme:  each PGS donor reduces your 
scheme admin fee
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Requirement for donor #1
• Must be an individual, who

• is charged UK Income Tax and/or Capital 
Gains Tax for the year of donation at least 
equal to the tax treated as deducted from all
their Gift Aid donations

• can be Resident or Non-Resident

• Tax paid at any rate

• Tax paid on dividends until 05/04/2016

• Donor’s responsibility to ensure tax to cover
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Requirement for donor #2

• Donation must be a gift of money

• With no conditions attached to the payment

• Small benefit in consequence of donation

• Only for individuals
Company donations are made gross and set 
against donating company’s profits

Requirement for charity #1

The charity must hold 
a valid Gift Aid 
Declaration for every
Donor included in the 
repayment claim

11
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Declaration must contain:
• Donor’s name - HMRC prefer FULL name

• Donor’s full home address

• POSTCODE

• Church’s name

• Statement identifying which donations are covered

• Confirmation that donations are to be treated as 
Gift Aid donations

• Note explaining tax requirement

• Also

– Donor’s signature 

– Date of declaration

13

Are these addresses valid?

12 Main Street, WN1 9AA

Dunroamin, WN2 5BB

12 Main Street

12 Main Street, WN1

Main Street, WN1 9AA

10, WN1 9AA

12, Wigan, WN1 9AA

c/o Wetherspoons, Long St, Wigan

Yes

Yes

No

No

No

Yes

Yes

No
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Identifying relevant donations
Use one of:

1. The donation of £… I made to you on dd/mm/yy

2. The enclosed donation

3. All donations I make under the Standing Order mandate 
below

4. All donations I make on or after the date of this 
declaration

5. All donations I have made since dd/mm/yy and all 
donations I make from the date of this declaration until 
I notify you otherwise

6. All donations I have made for the four years prior to this 
year and all donations I make from the date of this 
Declaration until I notify you otherwise
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Confirmation that donations are to be 
treated as Gift Aid donations:

• Please treat the enclosed Gift as Gift Aid 
donations

• I want my donations to be Gift Aid donations

• Tick here if you want to Gift Aid your 
donations 

16

Note explaining tax requirement 
– NEW(ish) version

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.

• New wording from 6 April 2016.

• No need to get replacements for current 
enduring declarations
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Previous tax warning

1 January 2013 to 5 April 2016
I confirm I have paid or will pay an amount of Income Tax 

and/or Capital Gains Tax for each tax year (6 April to 5 

April) that is at least equal to the amount of tax that all 

the charities or Community Amateur Sports Clubs (CASCs) 

that I donate to will reclaim on my gifts for that tax year. 

I understand that other taxes such as VAT and Council 

Tax do not qualify. I understand the charity will reclaim 

25p of tax on every £1 that I have given.

This wording MUST have been used from 1 January 2013
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Declarations can be made:

• In advance of the donation

• At the same time as the donation

• Up to four years after the donation

• For payments made on or after 1 January 2015

• In the following ways:

• In written form or by ticked box

• Recording or donor confirmation of pre-recorded declaration

• Computer Declaration template linked to donors banking details

• Emailed copy of Declaration

• Computer screen print of Declaration

• Scanned image of Declaration

• Mobile phone text message confirmation of declaration

• Confirmation donor has been sent written confirmation of 
auditable Declaration

19



05/06/2020

4

20

HMRC model

declaration

22

Declarations available:

• Cream Declaration to cover all giving - enduring

• Cream Declaration with Standing Order form

• Blue Declarations for single enclosed donation

• Envelopes with Declaration for single donation, 

including baptisms, funerals and weddings

One-off donation Gift Aid envelopes

23
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Sample explanation

Gift Aid adds a bonus to any money you give to this Church.

If you are a UK taxpayer and put your gift in the special envelope 

provided we can receive an extra £2.50 for each £10 you give.  You will 

need to fill in your name and home address on the envelope and sign it 

- but that is all. 

Gift Aid is a scheme that allows any charity to claim a refund of tax the 

donor has paid on the money donated. You must be a UK taxpayer and 

understand that if you pay less Income Tax and/or Capital Gains Tax 

than the amount of Gift Aid claimed on all your donations in that tax 

year it is your responsibility to pay any difference.

The completed information on the donation envelope is required by 

HMRC as your declaration that you wish the church to recover the tax.  

The Church will regard your donation and declaration as confidential. 

Thank you

25

Sponsorship Declaration
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Written statement to validate 
Declaration:

• Information provided by donor in declaration:

• Name and address of donor

• Name of the church

• Confirmation that donation to be treated as a Gift Aid 
donation

• The donations the declaration covers

• Note explaining tax requirement

• Date on which written statement sent out

• Note explaining 30 day cooling off period

32

Example written statement
Full name & address & Postcode Date

Dear ………………….

Thank you for giving to the church and for agreeing, on …./…./…. , that 
the church can reclaim tax on all your donations. 

You must be a UK taxpayer and understand that if you pay less Income 
Tax and/or Capital Gains Tax than the amount of Gift Aid claimed on all 
your donations in that tax year it is your responsibility to pay any 
difference.

The church will reclaim 25p of tax on every £1 that you have given.

You may cancel this arrangement in writing within 30 days and, if you 
do so, it will be as if this agreement had never been made. The church 
will keep a copy of this letter.

Yours sincerely
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What happens when things change?

• Donor can cancel at any time

• Cannot be made retrospectively, unless

• Concerns a written statement

AND

• Within 30 day cooling off period

• Takes effect on date of notification, or later date 
as specified by donor

• Declarations for one-off gifts can’t be cancelled

• Any amendments to names or addresses should 
be kept with the Declaration

Questions

34
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Requirement for charity #2

• Audit trail for each donor

• showing receipt of the donation

• through the church’s books and records

• to the bank statements

36

Records needed for Gift Aid

• Declarations – including tax warning

• Donation records
• Cash book

• Paying-in book

• Bank records

• Envelope register

• Sample of envelopes – month each year

• Correspondence and literature
• Cancellations

• Record of any benefits

• Keep for 6 years
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Donor Register

• The donor’s name

• The donor’s full address, including postcode

• The date of the Declaration

• The date the Declaration was valid from

• The method of donation

• Envelope, plus the number

• Standing Order

• Cheque

• Occasional donation envelope

• … or a combination of these.
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Vestry procedure:  best practice

• Count immediately after service

• 2 people.  Both to sign.

• Count loose offerings separately.  Analyse cash.

• Separate Gift Aid & non-Gift Aid envelopes (if known)

• Mark envelopes with contents

• If cheque, mark envelope with “cheque”

• Balance total envelope cash with total on envelopes

• Total all offerings

• Record in Parish registers

• Reminder:  Keep 1 month’s sample, marked contents
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Sample vestry 
sheet,
small church

40

Sample 
income sheet,
large church
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Envelope Register #1

1 January to 5 April 2018

Envelope Week 1 Week 2 Week 3 Week 4       ……… Week 14       Total
No. 07/01/18 14/01/18 21/01/18 28/01/18   …….… 01/04/18

1 2 4 2 ……… 2 104

2 25 20 ……… 45 300

3 6 4 3 ……… 5 312

Weekly Totals:     27 6 8 25 ……… 52 716

Name on Declaration = name on envelope list = taxpayer
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Envelope Register #2

6 April to 31 December 2018

Envelope
Total

No. 08/04/18 15/04/18 22/04/18 29/04/18 ……… 30/12/18

1 2 4 2 ……… 2 104

2 25 20 ……… 45 300

3 6 4 3 ……… 5 312

Weekly Totals:     27 6 8 25 ……… 52 716
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Standing Order records

 For Standing Order payers, 
check bank statements

• Check names match Declaration

• Record dates received

• Record amounts received

44

Standing Order Payment Control

45

Donations Register

Year 2018 – Apr to Dec

Donor Date GAD Method of Total
Valid from Payment 08/04/18   15/04/18 22/04/18 ….. 30/12/18

A Davies 06/04/2000 Env (15) 10 6 ……  10 26

S Jones 06/04/2005 Chq 25 ……  45 300

K Smith 20/04/2018 Env GAD 50 ……     50

Weekly Totals 10 25 56 ……  55 376

Other funds / one-off envelopes / extra donations etc
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Claiming under Gift Aid

• Claim on accounting year (31 December)

• Details needed for each donor:

• Name

• Date of donation, or last date if more than one 
donation

• Total amount of donation(s)

• Address details – possibly use Electoral Roll (new for 
2019)
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Donor Claim Summary

Donna Smith Jan – Apr 2018

Method Amount Last donation date

Env 34 256.00 25/03/2018

SO 120.00 03/04/2018

Occ envs 50.00 27/02/2018

Total 426.00 03/04/2018

Claim summary
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Diocesan 
scheme: 

donations 
received 
report.

Claiming process

• Charities online

• Only method since October 2013

• Non diocesan scheme parishes only

• Three options:

1. Claim using online form

2. Claim using own software database

3. Claim using a paper form
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Option 3 – paper form

• For those who don’t have internet access

• Order from HMRC

• Fill in by hand: one box per character

• For 15 donors (up to 90 with continuation 
sheets ChR1CS)

• Cannot use photocopies

• Automatically scanned by HMRC
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Option 2 – software database

• Intended for more than 1000 donors, can be 
used for any number

• Claim directly from own internal database or 
system

• Software provider needs to work with HMRC 
to ensure compliance

• Check your software can do this

• You need to sign up to Charities Online

52

Option 1 – online form

• Up to 1000 donors per claim

• Sign up to Charities Online

• Log on to Government Gateway - once

• Enrol to use HMRC Charities Online

• Register and activate service

• Download Gift Aid schedule 
spreadsheet from HMRC

53

Information required
54
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Schedule creator (national)

www.parishresources.org.uk/wp-content/uploads/Gift-Aid-spreadsheet.xls
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Aggregate claims

• Each Gift Aid donation not more than £20

• From different Declarations

• Aggregated line not to exceed £1000

• Sensible label on schedule – eg May gifts

• Keep supporting documents for audit trail

• Not for:
• Donations larger than £20
• Collections with no Declarations
• Sponsored events
• Admissions to charity visitor attractions

How to claim online

• Type, or Copy and paste, information into 
schedule spreadsheet – and SAVE

• Log on to Charities Online

• Fill in details about claim

• Upload spreadsheet when prompted

• On screen message for any errors

• Amend spreadsheet and re-upload 

• On screen acknowledgement of claim received

• Repayment paid by BACS

58
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Reminders

• Audit trail for each donation

• Itemisation of every cheque

• Avoid joint envelopes

• Joint accounts – if in doubt, seek 
clarification

• Reconcile at end of period

• Back up computer records

• Declaration before claim

60

4 year claim back period

• A charity which is a Company for tax purposes must 
make any claim within 4 years from the end of the 
accounting period to which the claim relates.

• Churches’ accounting period ends on 31st December.

• Donations received from 1 January 2015 to 31 
December 2015,
claim must be with HMRC by 31 December 2019

• Donations received from 1 January 2016 to 31 
December 2016,
claim must be with HMRC by 31 December 2020



05/06/2020

10

61

Record retention

• Keep Gift Aid records for 6 years after the 
end of the accounting period they relate to

• For example

Claim for 2014 made in 2018,
Keep the records until at least 31 December 2020

• Keep enduring Declarations permanently

• If HMRC asks questions about claim, keep 
until enquiries are finished 

84
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www.gov.uk/claim-gift-aid

86
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www.gov.uk/government/publications/charities-detailed-guidance-notes/chapter-3-gift-aid

89



05/06/2020

11

90

Common Gift Aid errors #1

In Gift Aid claims:

• No Gift Aid Declaration

• Incomplete/incorrect Gift Aid Declaration

• No evidence of receipt of donation

• Donor not an individual

• Payment not a gift

• Missing off donation dates – errors on date of 
donation (simple typos)

• Using donation amounts and Gift Aid received 
on adjustments

91

Common Gift Aid errors #2
• Not including a regulator number (even when 

one is ticked)/inputting HMRC reference as 
regulator number

• Submitting a claim before making changes to 
the records – person who submits the claim 
is not authorised

• Updating Charity Commission records but not 
updating HMRC records

92

Common Gift Aid errors #3

• Misunderstanding of what an 
aggregated donation is

• £20 or less from different donors

• Don’t give names – only description of 
donations

• Only add together donations in same 
accounting period

• Confusing GASDS with aggregated 
donations and vice-versa
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Common claiming errors #4
In GASDS claims:

• Claiming for both “Main” element and 
Community Buildings

• GASDS limit exceeded

• GASDS claimed by accounting period, not tax 
year

• Entering GASDS on Gift Aid schedules

• Not eligible for GASDS

• Duplication of previously claimed Gift Aid 
when submitting GASDS only claim

Want to 
reduce your 
workload and 
record 
keeping?

Use the 
PGS!


