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Gift Aid

This is the third of three presentations
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These presentations guide you through the 

general process of the Gift Aid application

Presentation 1 – Register with HMRC for Gift Aid

Presentation 2 – The parents Gift Aid form and 

Register for an online account with HMRC 

Presentation 3 – Submitting your Gift Aid Claim



Gift Aid Facts

Gift Aid Maths

Charities have special status in tax law.  Charities can 
claim back the tax paid by a taxpayer on all donations.

+

Every Scout Group is a Charity.

+

All subs are treated as donations.

All Scout Groups can 

claim 25% (tax paid by 

parents) on all Subs paid 

for their members.

=
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Aid claim and 
receive your Gift 
Aid £s
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Go to the HM 
Revenue & 

Customer Online 
System

You will need

• Click on this link  
• https://online.hmrc.gov.uk/login?GAREASONCODE

=-
1&GARESOURCEID=Common&GAURI=https://onli
ne.hmrc.gov.uk/home&Reason=-
1&APPID=Common&URI=https://online.hmrc.gov.uk
/home

• User ID (you made a note of it in 
Step 3)

• Password (you chose you 
password in Step 3)

• List of parents who have returned 
their Gift Aid Declaration forms

• List of Members/parents and 
payments recorded on the HMRC 
Spreadsheet created in Step 2

• Attendance record or bank 
statements (if your group collects 
Subs via bank payments)

Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s 
Summary
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claim and receive your 
Gift Aid £s6

https://online.hmrc.gov.uk/login?GAREASONCODE=-1&GARESOURCEID=Common&GAURI=https://online.hmrc.gov.uk/home&Reason=-1&APPID=Common&URI=https://online.hmrc.gov.uk/home
https://online.hmrc.gov.uk/registration/organisation


Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s
Summary

Submit your Gift Aid claim and receive your Gift Aid £s

Sign In • Sign in to HMRC Online Services

Navigate the 
system

• Select ‘access service’ (next to ‘Charities’), 
then ‘make a charity repayment claim’ where 
you’ll be asked questions about the type of 
claim you’re making. 

About the 
Organisation

• Answer the questions about the 
organisation. (The Scout Group 
is NOT managed by a Trust 
company).

Remember HMRC 

Charities Helpline on 

0300 123 1073
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Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s
Summary

Submit your Gift Aid claim and receive your Gift Aid £s

Fill in

• Repayment claim details. This is where you can tell HMRC about 
donations to your charity that you can reclaim tax on. These 
include your Weekly/Monthly subscriptions, cash donations, 
money collected in your HQ at an event such as a Spring Fair.

Attach your 
Spreadsheet

• You’ll need to attach the HMRC Spreadsheet 
with the details of the donations/Subscriptions to 
the Charities Online form by selecting ‘browse’ 
or ‘choose file’.

Green Ticks

• When each stage of the claim 
process shows a green tick on 
the ‘repayment claim summary’ 
page you have entered all the 
information needed.

Remember HMRC 

Charities Helpline on 

0300 123 1073
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Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s
Summary

Submit your Gift Aid claim and receive your Gift Aid £s

Declaration
• From the Green Ticks page select ‘next’ and go to the 

‘declaration page’ to finalise your claim.

Submit Your 
Claim

• You’ll get an on-screen confirmation with the date and time it 
was sent. You’ll also see a reference number. Make a note of 
it. You can use it if you need to contact HMRC about the 
claim but it’s not a confirmation of payment. 

Save and 
Go Back 

Later

•If you log out or you’re timed out during the claim process, 
your details will be saved. When you log in again, you’ll be 
asked if you want to continue.

•If you do, you’ll be taken to the stage you reached earlier.

Remember HMRC 

Charities Helpline on 

0300 123 1073
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Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s
Summary

Submit your Gift Aid claim and receive your Gift Aid £s

HMRC Gift 
Aid 

Website

• This process is detailed on the

• HMRC Gift Aid Website

Helpline

• For further support or information about Gift Aid, please 
contact the very helpful HMRC Charities Helpline on 
0300 123 1073 (open from 8am to 5pm, Monday to 
Friday).

Sponsored 
Events?

• You can also claim Gift Aid for sponsored Events –
details are at the HMRC Gift Aid Website. Or you 
may prefer to set up a BT MyDonate website to 
make collections easier

Remember HMRC 

Charities Helpline 

on 0300 123 1073
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https://www.gov.uk/claim-tax-back-on-donations-using-charities-online
https://www.gov.uk/claim-tax-back-on-donations-using-charities-online
http://www.btplc.com/mydonate/


Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s
Screen by screen Account Activisation

Submit your Gift Aid claim and receive your Gift Aid £s

Now visit www.gateway.gov.uk and 

“Enter the Gateway” by clicking
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http://www.gateway.gov.uk/


Submit your Gift Aid claim and receive your Gift Aid £s

You have already 

registered at Step 3.

•Now Enter your User ID 

(you made a note of it in 

Step 3) and

•Password (you chose 

you password in Step 3)

•and Click Log in

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Account Activisation
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Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Account Activisation

Click the service 

that requires the 

Activation Code

A
n

n
u

a
ll y

13



Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Account Activisation

Enter your 

Activation Code 

received from 

HMRC

and click 

‘Next’
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Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Account Activisation

Click the Link 

“Charities and 

Community 

Amateur Sports 

Clubs” and Log 

in again
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Submit your Gift Aid claim and receive your Gift Aid £s

Enter your User ID 

and password as 

previously

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim
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Submit your Gift Aid claim and receive your Gift Aid £s

Click “Activate or 

access online 

services” in the 

“Services you can 

use” box

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

A
n

n
u

a
ll y

17



Submit your Gift Aid claim and receive your Gift Aid £s

Click on “Access 

service” in the 

“Charities” section.

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim
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Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

Click “Make a 

charity repayment 

claim”
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Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

Select the appropriate 

answers to the three 

questions.

Probably Yes, No, No. 

If you wish to use a 

reference for your 

claim, you may do so. 

Click Next
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Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

This is to show 

you your progress 

and you have 

completed the 

Repayment claim 

details.

Click Next
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This will cause further fields to 

be completed on one of your 

‘Officials’ known to the HMRC. 

Complete the relevant fields 

before clicking ‘Next’

Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

Scouting organizations generally do 

not have a charity regulator so select 

‘None’ from the drop down list.

As we are not a corporate 

trustee, select ‘No’ from 

the next drop down list. 

Leave this box blank

Enter your day time number 22



Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

If you do not already 

have a Gift Aid 

schedule, download a 

Gift Aid schedule in 

the correct format so 

you can cut and paste 

information from your 

own spreadsheet 

software into the .ods

spreadsheet you 

download by clicking 

the link.
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Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

After downloading a 

blank Gift Aid schedule, 

check the tick box “I do 

not want to attach a Gift 

Aid schedule at this time” 

and click ‘Next’. 

Once you have 

completed your Gift Aid 

schedule you will return 

to this page and submit it 

by choosing the file from 

your computer.24



Submit your Gift Aid claim and receive your Gift Aid £s

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Screen by screen Making a Claim

This page shows your 

progress to date. We 

have completed the 

section on Organisation

details. 

Now Sign Out. 

You now need to 

complete your Gift Aid 

schedule before 

returning to this page.
25



Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Completing your Gift Aid Schedule

You can use your own spreadsheet software but to submit to HMRC the schedule 

has to be in ods format in a specific format and headings, and sheet details. You 

might prefer to complete in your own spreadsheet software and cut and paste the 

required information into the ods spreadsheet.

To start with, you could use this spreadsheet 

For more information visit

https://www.gov.uk/guidance/schedule-spreadsheet-to-claim-back-tax-on-gift-aid-

donations
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https://www.gov.uk/guidance/schedule-spreadsheet-to-claim-back-tax-on-gift-aid-donations


Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Completing your Gift Aid Schedule

The spreadsheet requires for each line entry:

title

first name (or first initial) and last name (max 35 characters per line)

house name or number

postcode, using capital letters and include a space, for example, S19 2BD

donation date, using the format DD/MM/YY or enter the latest date in a series of 

donations made by the donor

donation amount, without using £ signs and showing amounts to 2 decimal 

places, eg 200.00 not £200
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Completing your Gift Aid Schedule

and looks like this (and in more detail on the next two slides);
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T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Completing your Gift Aid Schedule

Usually the date of the 

first meeting in your 

financial year

Leave blank unless over claimed

in previous year

Automatic Total

Top Section of the form
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T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Completing your Gift Aid Schedule

Leave blank if just 

subscription

Subscriptions 

for 3 years 

ending 31st

March

Donation  Section of the form (left 5 columns)

(right 4 columns)

Entry duplicated for each 

year’s subscriptions 

ending 31st March

See notes 

to slide for 

sponsored 

events

If your financial year 

starts on 1st January, the 

donation date will be the 

date of your last meeting 

in Decenber etc
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Once you have a completed schedule in ods format saved to your computer. You 

need to log back into your account. To do this click the following link

https://www.tax.service.gov.uk/loggedout

Click the link “Sign in 

to your tax account”
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Enter your ID and 

Password and click 

‘Sign in’
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Click the link “View 

account”
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Click link “Continue 

with charity 

repayment claim”
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

This shows your 

progress to date and 

that the only thing 

not complete is that 

you have to attach a 

Gift Aid schedule.

Click Next
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Nearly finished – Click 

the box “Choose File” 

and navigate to the 

.ods file on your 

computer you wish to 

submit. The file name 

appears next to the 

“Choose File” box. 

Scroll down and Click 

Next
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

If you get an Error 

page – print-off and 

go back to your .ods

file and correct errors 

before logging in and 

repeating last steps. 

Once all errors have 

been corrected you 

should get the next 

‘Confirmation’ page.
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

The ‘Confirmation’ 

page with specific 

information related to 

your claim below. 

Scroll to the bottom of 

the page and click 

“Confirm details”
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Click ‘Next’ to get the 

Repayment Claim 

Summary page –

hopefully with 3 ticks 

in the middle of the 

page as shown on the 

next slide.
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Congratulations 

3 ticks

Click ‘Next’
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

This is the Declaration 

page.

Read the declaration 

and tick the checkbox 

adding an explanation 

for any adjustments 

with regards to the 

claim.

Click ‘Next’ 
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

This is the Security 

page.

Re-enter your ID and 

Password and click 

the box “Submit” 
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

This is the 

Acknowledgement 

page.

Click ‘Next’ for the 

printable summary 

which you should print 

for your records by 

using your browser’s 

print facility. A hardcopy 

and pdf version may 

prove useful.
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Submit your Gift Aid claim and receive your Gift Aid £s

T

Step 4 Submit your Gift Aid Claim and 

receive your Gift Aid £s
Uploading your Gift Aid Schedule

Complete.

Well done. 

Now log out or sign out.
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• Receiving Payment. Claims made via Charities Online 

are normally paid within 20 days of HMRC receiving the 

claim.

• You will receive a letter from HMRC telling you that 

payment has been made directly into your Group’s 

Bank Account

• Congratulations you have completed 

Step 4

Step 4 Submit your Gift Aid Claim and 
receive your Gift Aid £s

A
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ll y Submit your Gift Aid 

claim and receive your 
Gift Aid £s
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Well Done

S
te

p
 1 Register 

with 
HMRC for 
Gift Aid

S
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p
 2 Ask all 

parents to 
sign the 
Gift Aid 
Form

S
te

p
 3 Register 

for an 
online 
account 
with 
HMRC
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your Gift 
Aid claim 
and 
receive 
your Gift 
Aid £s
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Well Done

• You have 
successfully 
navigated the 
scheme.

Celebrate
Your Success

• Set up a process 
for parents of new 
members to sign 
the Gift Aid 
Declaration and 
for it to be given 
to the Gift Aid 
Administrator.

Capture New 
Members

• Agree with the 
Executive 
Committee what 
the additional 
funds will be used 
for.

Did you forget 
the Tent?

• Cover the figures 
in Group Annual 
Report and 
ensure that all the 
leaders and 
supporters know 
about Gift Aid.

Communicate 
it!

This time it would have taken you several hours to complete 

the process. Rest assured future applications should only 

take about an hour.

You’ve now done the hard work – capitalise on it in the future.47



Dear GSL
Today I have deposited 
£1000 in your bank account 
for new tents.

Signed 

Her Majesty’s Revenue and Customs
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This is the end of the final presentation

Submitting your Gift Aid Claim

We hope you have found the series of 

presentations useful in your application for 

gift aid.

Gift Aid Claim


