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Claiming Gift Aid
For Scout Groups

Clive R Fenn
Greater Manchester North
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This is the third of three presentations

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 —

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

All Scout Groups can
claim 25% (tax paid by
parents) on all Subs paid
for their members.

(Scouts
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. Step_ 4 Submit _¥o Gift Aid Claim and
) Freceive your Gift Aid £s
Summary

Go to the HM
* Click on this link
R eve n u e & . Et_tps://online.hmrc.qov.uk/loqin?GAREASONCODE
Customer Online e e e
System

/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

YO u WI I I n eed 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)

o+
{ Scoues

scouts.org-uk

T > Submit your Gift Aid

g claim and receive your
6 < GiftAid £s



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

Remember HMRC
Charities Helpline on

Sign In » Sign in to HMRC Online Services

: * Select ‘access service’ (next to ‘Charities’),

Navigate the then ‘make a charity repayment claim’ where
system you’ll be asked questions about the type of

claim you’'re making.

¥ » Answer the questions about the
( ,,S,,c,p‘;’ts About the organisation. (The Scout Group
Organisation Is NOT managed by a Trust
scoutS-OIS-“k company).


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
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Remember HMRC RE
Charities Helpline on

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

» 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.

Fill in

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

* When each stage of the claim

ofe
scouts : process shows a green tick on ,
be prepared « o . Green Ticks the ‘repayment claim summary
K page you have entered all the
scouts.org.t information needed.



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

Summary

Remember HMRC
Charities Helpline on

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

Declaration ‘declaration page’ to finalise your claim.

. * You'll get an on-screen confirmation with the date and time it

Submit Your was sent. You'll also see a reference number. Make a note of

Claim it. You can use it if you need to contact HMRC about the
claim but it's not a confirmation of payment.

*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.

o+
{ Scoues
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Stép 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
Summary

Remember HMRC

: Charities Helpline
HMRC Gift * This process is detailed on the on P

Aid » HMRC Gift Aid Website
Website

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

ofe * You can also claim Gift Aid for sponsored Events —
Sponsored details are at the HVIRC Gift Aid Website. Or you
,,S,,C,P';/ts = ts? may prefer to set up a BT MyDonate website to
VENis: make collections easier

scouts.org-uk


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/

A

Stép 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
,/ Screen by screen Account Activisation

Now visit www.gateway.gov.uk and
“‘Enter the Gateway” by clicking

éovemmemt
ateway

 What is the Welcome to the Government Gateway

Government . P
Gateway? Do you have an existing account for online goggement senices

* Help desks .
" If yes. then please click below to gag

» Is it secure?

Enter the Government Gateway [

If no. then please register. Registering with the Government Gateway enables you to sign up for any of the UK government's senvices that are available over the internet. ¥hich government
senvices are available online?

To register with the Government Gateway, please read the three sections below and decide whether to register as an Individual, an Organisation or an Agent. [More information about registration

Register as an Individual' for services for personal use such  Register as an ‘Organisation’ if you represent a business Register as an ‘Agent’ if you submit forms to government on
as view Council Tax, Self Assessment Online and Carers (including emplayers, sole traders and farming organisations). behalf of other businesses or individuals. Senices include
Allowance. a charity. or other commercial or non-commercial Corporation Tax Online for Agents. Self Assessment Online

organisation. Services include Electronic VAT Returns and for Agents and PAYE Online for Agents. You must already

PAYE Online for Employers. have obtail the y enrolment inf
Scau S from the relevant Government department.

be prepared « o «

To find out how the Government Gateway uses the information you provide, read the Privacy policy

g.uk Recommended Links
1

The best place to find government services and information

scouts.ot



http://www.gateway.gov.uk/
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§Ste|Ao 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Account Activisation

Qovernment i B
Gateway r &

You have already
registered at Step 3.

2 Government Gateway

Legin

You will need to register before you can use

*Now Enter your User ID

Please choose your login method:  Help? / (you made a note Of It In
/ Step 3) and

u ID & d
ser passwor Enter your User ID & password:

Digital certificate
User ID

Chip & pin - respond I:I Forgotten your User (07 — ‘PaSSWOrd (yOU ChOSe
Ciosgn -y | [ — you password in Step 3)

One time password

( |Cancel| ‘ Log in E (

= When you have finished your online session, you should either close the browser or log out.
= Please do not use the browser back button as it may not function as expected.

«and Click Log in

= >

SCOUL2v=p~ - 12
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Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
 Screen by screen Account Activisation

Government

Gateway

Welcome Clive Richard Fenn
You are logged in as an Organisation

~ Your account

¥ Your services
* Mansge services
* Change your detsils

* Mansge logins

* Manage
Administrators

* Manage Assistants

kg
Lo

scouts.org-uk

> Your services

Services awaiting activation:

Select the link to activate the service (requires service Activation code).

v Charities and Community Amateur Sports Clubs - HMRC-CHAR-ORG (Awaiting service Activati%n code)

Your service Activation code is sent to you in the post.

Services available

Select a service to enrol.

+ Alcohol & Tobacco Warehousing Declarations (ATWD)

v Automatic enralment online registration (for employers) - The Pensions Requlator

Click the service
that requires the

13

— Activation Code
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s

Screen by screen Account Activisation

Qovernment

Gateway

Welcome Clive Richard Fenn
You are logged in as an Organisation

.y - Activate enrolment
our account

* To activate this service, please enter the serice Activation code you have been sent in the post: Enter your

* Mantaeseicne Activation Code

* Change your details Enter service Activation code: r |V d fl’ m

* Mansge loging | | &runﬁen Or T05T ACTIVATOT e ece e O
~ Manage . . . L . H M RC

A= Once you have activated the senvice, you will be able to use it immediately. and CI|Ck
PR sy - P Next

Go to ™Your services’

( be prepared « o+ «

oor 'uk
Scouts g 14
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Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s

 Screen by screen Account Activisation

(yovernment

Gateway

Welcome Clive Richard Fenn
You are logged in as an Organisation

- Your sccount = Activate enrolment

¥ Your services

Charities and Community Amateur Sports Clubs

¥ hansge services

B (oo s You have successfully activated this senice.
* Manage logins To use the semvice please use the following link:
~ Ma Charities and Community Amateur Sports CIubs(ﬁ

Administrators

=

Manage Assistants

o= Where would you like to go next?

Goto Your senices’

15

Click the Link
“Charities and
Community
Amateur Sports
Clubs” and Log
in again
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

| HM Revenue & Customs Home Cymraeg Contact HMRC Help

Welcome to HMRC Online services

Existing users ™ New user N

If you're already signed up for HMRC online services and To sign up to use HMRC Online Services and to register a

have a Government Gateway account enter your user ID business for HMRC taxes, please click the 'Register
and password then click the login button. button below.

Please note: Fields are not case sensitive. Enter your User I D
User ID: l:l @
N - and password as

previously

» Frequently Asked Questions (FAQs)
o :

» Lost User ID?
» Lost password?
p Lost or expired Activation Code?

p Lost user ID and password?

Self assessment individuals can try our new service
or use the online form to ask for a duplicate user ID.

For all other self assessment customers and for other
online services contact the HMRC Online Services
Helpdesk.

» GOV.UK Verify user (Self Assessment Only)

scouts.org-uk

16
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

| HM Revenue & Customs Home Cymraeg Contact HMRC Help Sign out
Clive Richard Fenn

Your HMRC services

m Customer communications

+ Your HMRC services

Please follow the link below to view customer communication messages you have received
» View communications from HM Revenue & Customs.

» Register for HMRC You have 0 unread messages
taxes

Click “Activate or
ISTJZF:ZJTLZ““"" Register for HMRC taxes access online

services” in the
“Services you can
use” box

» Your account . . . .
To register a business with HMRC for Self Assessment and Class 2 National Insurance,

» Tools & Calculators Carporation Tax, PAYE for Employers, VAT, Machine Games Duty, VAT Mini One Stop Shop
(VATMOSS), Automatic Exchange of Information (AEQI) or Gambling Tax Service (GTS) follow
the link below.

Register for HMRC taxes »

If you have been given a delegate reference and access code to allow you to share a
business registration, please follow the 'Access registration as a delegate’ link below.

Access registration as a dele

Services you can use Services you can a

To activate or access online services that ne services associated with
you have signed up and enrolled for please re already registered for follow
follow the link below. :

Activate or access online services » Enrol for online services »

a 17

Access other services w
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Stefo 4 Submit your Gift Aid Claim and

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

| HM Revenue & Customs Home Cymraeg Contact HMRC

Help  Sign out

A Your HMRC services Clive Richard Fenn

Services you can use

Main menu X

N The services you have signed up for are listed below.
w Your HMRC services

- — To access a service that you are enrolled and activated for, follow the relevant "Access
» View communications service' link.

» Register for HMRC

: If vou have enrolled for a service but haven't activated it, please follow the relevant
axes

‘Activate service' link to enter your Activation Code.

» Services you can CIICk on “ACCGSS

use Business help and education emails b Access service

. y =
b Services you can add Business help and education emails is a free service to provide you service In the
. and your business with emails from HM Revenue & Customs that
p Other services
b Access service

are tailored to your needs. “CharltleS” SeCtlon .

» Your account Charities

b Tools & Calculators HMRC charities reference: EW39723

( MNotification of Vehicle Arrivals b Access service

For VAT registered businesses, non VAT registered businesses or
private individuals to notify HMRC of vehicles brought into the UK
from abroad.

SCOUL2v=p- -
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

| HM Revenue & Customs Home Cymraeg Contact HMRC Help  Sign out
4 Your HMRC services 12th Bolton {Rosehill) Scout Group
HMRC charities reference: EW39723
At a glance
Charity Make a charity repayment claim ™\ News & updates
repayment ] ) i i .
lai You can make a charity repayment claim Welcome to the charities online service.
claim using the HMRC online service by following .
the link below. Before you make your claim please complete
» At a glance and save any schedules.

» Make a charity

Make a charity repayment clai% 3
repayment claim

~Slegsaglerto e damancate i i Click "Make a
h ; .
To make a charity repayment claim using = ver

» FAQS commercial software follow the link below. Avoid these 5 common mistakes that will o Chanty re payment

) ) ] delay your payment:
View a list of commercial software »
( scouts
be prepared « o «

1. Answer 'No' to the question 'are you a C|a| m”
scouts.org°“k

corporate trustee?' unless your charity is
managed by a trust company, or trust
department of a bank. See demonstrator
page 8

19
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QStefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s

Screen by screen Making a Claim

| HM Revenue & Customs Home

Cymraeg Contact HMRC Help Sign out

Select the appropriate
12th Bolton (Rosehill) Scout Group answers '[O the three

HMR.C charities reference; EW39723

| | questions.
St e Probably Yes, No, No.

You can use this service to claim tax repayments on Gift Aid donations, claim UK tax deducted from other inco
claim top-up payments under the Gift Aid Small Donations Scheme (GASDS) Please answer the questl
indicating which of the three areas you want to claim under then, click the 'Next' button to con

* indicates required information

4 Your HMRC services

If you wish to use a

Are you claiming Gift Aid?= & reference for your
Are you claiming UK tax deducted from other income?™ & Clal m ' you may do SO.

Are you claiming a top up payment for small cash™ | Please select ¥ [(®
donations under GASDS? These are not your Gift Aid

donations.

Click Next

Your claim reference number: | |®

org.uk
scouts g 20
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| Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

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

12th Bolton (Rosehill) Scout Group
HMRC charities reference: EW39723

4 Your HMRC services

Repayment claim summary This is to show
P - | you your progress
repayment Yogt_have Eot cortr:plleted ?rli the required sectlotr:s QJ ygrl;lr clegrr}. You must cclnrmplllete all the
- sections shown below with an arrow or cross beside them before vou can finalise your
claim claim. v v and you have
p At aglance 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. Completed the
} Repayment claim - . . . . . .
summary To delete this charity repayment claim click the 'Delete’ button. Repayment Clalm
— J A tick means you have entered information in this section .
b Aboutthe organisation = An arrow means you haven't entered information in this section deta”S
p Attach Gift Aid schedule ¥ A cross means this section is incomplete
Questions about this claim J Repayment claim details CIICk NeXt
About the organisation = Organisation details
Gift Aid schedule: =% Attach Gift Aid schedule

S( To delete this repayment claim click the 'Deletezthtton below. MNext
-Delete

Annuall
y
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\ Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

| HM Revenue & Customs Home Cymraeg Contact HMRC He@C@tmtdlrﬂg OrgaﬂlzatIOﬂS genera”y do
12th Bolton (Rosehill] Be s a charity regulator so select
VR chares refgﬂéﬁwewf?om the drop down list.

@)

| {

4 Your HMRC services

About the organisation
Charity Organisation details

repayment

Leave this box blank
/

to continue. The person
orate trustee that has
orised official.

You must provide the information below then, click the 'Next’ bu
making this claim must be a recognised authorised official or
already been notified to HM Revenue & Customs as the a

claim

p At a glance

* indicates required information

As we are not a corporate

trustee, select ‘No’ from
the next drop down list.

» FAQSs Charity regulator's number (not the HMRC |

Charities reference number): . . .
Is this claim being made by a corporate“ ThIS WI” Cause fu rther flelds to

trustee such as the Trust Department of a

bank, a Trust Company or a Trust be C()m pleted On One Of your

Corporation?

( Your daytime telephone number (including =‘| |® ‘Ofﬁ c;ials, known tO the H M RC .

international dialling code if outside the UK): .
/ Complete the relevant fields

s Enter your day time number D pNext’ automatically sre clicking ‘Next’

» Repayment claim
summary Mame of charity regulator: ™

| Please select v ®

» About the organisation

If yvou selected Charity Commission for England and Wales, Charity Commissi fpr Morth

» Attach Gift Aid schedule Ireland or Office of the Scottish Charity Regulator, you must provide the inf ation




| Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

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

« Your HMRC services 12th Bolton (Rosethill) Scout Grouy If you do not already

HMRC charities reference: EW3972]

Attach Gift Aid schedule have a Gift Aid
Charity Gift Aid schedule 3 SChedUIG, download a

repayment

claim Download a Gift Aid schedule Glft Ald Schedule In

You have indicated that vou want to claim a repayment of tax on Gift Aid donations. Your

» Ataglance fleapigyrrﬂ:iiig%:ltgf full details of the donors and their donations on which you are claiming a the Correct form at SO
» Repayment claim You must have already completed and saved an HM Revenue & Customs (HMRC) Gift aAid
summary schedule on your computer with details of your Gift Aid donations to support this claim. yOU Can Cut and paSte

» About the organisation Please note: If you haven't already done so please follow the link below to download the

HMRC Gift Aid schedule.
¥ Attach Gift Aid HeAd seneduie

schedule To complete the schedule now you will need to log out of this service. Any information y,
have already entered will be saved.

information from your
own spreadsheet
software into the .ods

» FAQs Once you have completed the schedule you will be able to log back into this

attach it to your claim.

Download a Gift Aid schedule »

o spreadsheet you
( scauts download by clicking
the link.

org.uk
scouts g 23
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| Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s

Screen by screen Making a Claim

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

12th Bolton (Rosehill}) Scout Group
HMRC charities reference: EW39723

4 Your HMRC services

Attach Gift Aid schedule

Download a Gift Aid schedule »

Further information about Gift Aid schedules can be found in the online guidance. HM#
recommend you read this guidance before you complete and save yvour schedyls

Attach your Gift Aid schedule

When you are ready to attach your Gift Aid schedule to this
button below to find and select the completed scheduleg

clgw® click on the 'Browse’
Your computer.

@

Please note: o
repaymegs

] T do not want to attach a Gift Aid schedule at this time.
= | Repavment claim summarv | MNext

Scouts,org°uk

24

After downloading a
blank Gift Aid schedule,
check the tick box “l do
not want to attach a Gift
Aid schedule at this time”
and click ‘Next’.

Ong& you have

mpleted your Gift Aid
schedule you will return
to this page and submit it
by choosing the file from
your computer.
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\ Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Screen by screen Making a Claim

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

S(

4 Your HMRC services 12th Bolton (Rqsehlll) Scout Group
HMRC charities reference: EW39723

IS page

shows your

Repayment claim summary ress to date. We

Charity

repayment 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 vou can finalise your
claim claim.

p At a glance To complete, view or amend a section, please follow the relevant link in the "Status’ coly

or click the 'Next' button to start completing the first section.

» Repayment claim To delete this charity repayment claim click the 'Delete’ button.
summary

+ Atick means you have entered information in this section
= An arrow means you haven't entered information in this section

» About the organisation

p Attach Gift Aid schedule X A cross means this section is incomplete

Questions about this claim ./ Repayment claim details

Now Sign Ouit.

You now need to

About the organisation ./ Qrganisation details Complete your G'ft A|d
Gift Aid schedule: =» Attach Gift Aid schedule SChedUIe before
To delete this repayment claim click the 'Delete’ bé%an below. Next returnlng tO thIS page.
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Stefo 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 ’%

HMRC
Spreadsheet

For more information visit
https://www.gov.uk/guidance/schedule-spreadsheet-to-claim-back-tax-on-qift-aid-

dgnations
scouts

scouts.org-uk

26
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https://www.gov.uk/guidance/schedule-spreadsheet-to-claim-back-tax-on-gift-aid-donations

Stefo 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

laces, eg 200.00 not £200
( Scouts

org.uk
Scouts g 27
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/ Stefo 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);
A o c | D | E [ F | G [ H | 1 J K

4 Fig.1 shows an example of how to complete the schedule. For more information follow the link below. You must be connected to the internet to access the guidance.
5 Charities online quidance
6
7 Prof Henry House Martin 152A M99 20D 24/03/15 00:00 240.00
8 Mr John Smith 100 Champs Elysees, Paris(X 24/06/15 00:00 250.00|
9 One off Gift Aid donations 31/03/15 00:00 B880.00|
10 Miss B Chaudry 21 L43 4FB Yes 26/04/15 00:00 B50.00|
11 Enter details from here
12 Earliest donation date in the For aggregated donations, this date may be earlier than any date entered in the donation date column of the donations
period of claim. (DD/MM/YY) schedule table below.
13
14
15
16 Previously over-claimed amount.
Leave blank if none IMake sure you show the tax not the donation. This amount will be deducted from your claim.
17
18 Dontuse a£ sign
19 The total below is automatically calculated from the amounts you enter in the schedule.
20 |Total donations: £0.00]
pal Donations schedule table
23 em First name House name or number Postcode Aggregated donations HDS:::{HU Donation date Amount
24 [Yes/blank) [DOMRRRY Yo o e eeene e el s
25
26
27
28 4
20
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/ Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Completing your Gift Aid Schedule

Top Section of the form
AR [ D ! E

4 Fig.1 shows an example of how to complete the schedule. For more information follo
Charities online quidance

Enter details from here

; Earliest donation date in the
6 period of claim. (DD/MM/YY)
Usually the date of the
first meeting in your

financial vear
Previously over-claimed amount.

12 Earfiest donation date in the Leave blank if none
period of claim. (DD/MM/YY)

Enter details from here

3 Leave blank unless over claimed

i5 — Dontuse a £ sign in previous year
reviously over-claimed amount.

16 Leave blank if none

17

18 Dontuse a£ sign

The total below is automatically calculated from the amounts you enter in the schedule.

20 |Total donations: ; £0.00)
21 Donations schedule table Automatc l1otal

23 em First name House name or number Postcode Aggregated donations HDS:::{H d Donation date Amount

24 (Yes/blank) (DD/MMIYY)
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receive your Gift Aid £s
Completing your Gift Aid Schedule

j i - |
Mr ] Smith 7 If your financial year  |M16 SRP
Miss Bachael Entry duplicated for eacHBrown 3ostarts on 15" January, thig 1 36€
Miss Hachael year’'s subscriptions  [Brown paonation aate wilt be i) 3 3¢
f.1155 Eﬂﬂ'lﬁﬁ.l ending 313t March E|r|:|'l'|'|'| Engdle Or'your Iastimnectirl L1 3GE
] i} | O TN LA L NElT] El Hars|a il DecEﬂ-be.'hetb SETU LD WU Ftui VN
10 Miss [e [Shaud ¥ i
1 Enter details from here AgUIegated 0 p J Udlc -
17 Earliest donation da e in the
period of claim. (DD ANIYY) = L3

13 . 1 f
1 Donation See notes 29/02/16 210.00
16 Previously over-cla med amount. Leave blank if just to slide for 22/03/13Subscriptions 52.00
- S subscription sponsored 28/03/14]tor 3 years 14500
1 events 27/03/15/lending 315t 223.00
u Donations schedule table Mal"Ch

( E e e e e B B be P de Agoregated d " N =6 ) =
24 es/bla
25

S5 30 \\
28 N
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Stefo 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

i GOV.UK
| @ HM Revenue & Customs Click the link “Sign in
You’re signed out to your tax account”

You're now signed out of your tax account.

Sign in to your tax account

: Explore GOV.UK#
|
l:e prepared « o o

scouts.org-uk
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GIUDOK L0 GJeNARROWBOATIE

\ Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
Uploading your Gift Aid Schedule

& GOV.UK

| HM Revenue & Customs
Signin

Enter your Government Gateway credentials to signin. You received
these when you created your HMRC online account.

User ID | |

S

Password | |

Enter your ID and
— Password and click
Problems signing in S'g nin

» Don't have a Government Gateway account

P Foraotten user ID

o+
{ Scoues

org.uk
scouts.o1g -
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Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
M Uploading your Gift Aid Schedule

,&L}, GOV.UK YOI,II' tax account Home Manageaccount Helpandcontac

We're improving HMRC's online services
Help us get it right. (Opens a short survey)

| HM Revenue & Customs CliveR
Last signin: 30 March 2(

o Payments take 4 to 7 working days to appear on this page.
Completed return amounts take 1to 2 days to appear on this page.

Charities IT System for Organisations Messages C | | Ck th e | in k “VieW
View account e 50 10 your messages aCCOU nt”
Other services Help with tax

Employment intermediaries Money and tax on GOV.UK

Intrastat Supplementary Declaration & HMRC help on YouTube

( Notification of Vehicle Arrivals (NOVA) Help and contact

VAT on e-Services (VOES) &

o1g.un
scouts g 33

Annuall
y



GIUDOKAR . -NARROWBOATINEEEE

NG MUS
ADVENTURE

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

Ml Uploading your Gift Aid Schedule

HM Revenue & Customs Home Cymraeg Contact HMRC Help  Sign out

12th Bolton (Rosehill) Scout Group
HMRC charities reference: EW39723

4 Your HMRC services

At a glance
Charity Make a charity repayment claim ™\ News & updates ™

repayment
claim

You have started to make a charity Welcome to the charities online service.
repayment claim using this Charities service.
Please follow the link below to complete and
submit your claim.

» Continue with charity Continue with charity repayment Please refer to the demonstrator which will

repayment claim claim » clp you make yvour claim correctly. . . ” R
S e i Click link “Continue

To make a charity repayment claim using delay your payment: . .
commercial software follow the link below. 1. Answer 'No' to the question 'are you a Wlth Cha“t
View a list of commercial software » | COrporate trustee?' unless your charity is
managed by a trust company, or trust

- ”
gggzrgment of a bank. See demonstrator re payme nt CI al m

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

Before you make your claim please complete

» At a glance and save any schedules.

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

any schedule make sure you enter the
amount of tax over-claimed and not the

4. If you are including a tax adjustment on
( value of the donations.

5. Make sure you only give details of an
official who is already known to HMRC.

S(

@ Crown Copyright | Terms & Conditions | Privacy policy | Accessibility | Feedback Bé:mplaints
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QStefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s

Uploading your Gift Aid Schedule

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

 Your HMRC services 12th Bolton (Rqsehlll) Scout Groug
HMRC charities reference: EW3972:

Repayment claim summary .
P This shows your

repayment You have not completed all the required sections of yvour claim. You must complete all the

claim sections shown below with an arrow or cross beside them before you can finalise your prog reSS tO date and
claim. .
» Ata glance To complete, view or amend a section, please follow the relevant link in the 'Status’ column th at the Only thlng
- or click the 'Next’ button to start completing the first section. .
b :frﬁm';";m claim To delete this charity repayment claim click the 'Delete’ button. not Complete |S that
+# Atick means you have entered information in this section
» About the organisation you have to attach a

Gift Aid schedule.

=» An arrow means you haven't entered information in this section
» Attach Gift Aid schedule X A cross means this section is incomplete

Questions about this claim J Repayment claim details

About the organisation ‘f Organisation details C I | Ck N eXt
Gift Aid schedule: =» Attach Gift Aid schedule /
( To delete this repayment claim click the 'Delete’ button below. Next
>
UL2:v=-p" - =
SCo 35 <



| Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Uploading your Gift Aid Schedule

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

« Your HMRC services 12th Bolton (Rosehill) Scout Group Nearly fl nIShed - CIICk
HMRC charities reference: EW39723 th bo “Choose File”
A e X
Attach Gift Aid schedule i

Charity Gift Aid schedule & and navigate to the

t L .
:;:i?::men Download a Gift Aid schedule . Ods fl Ie On your
You have indicated that yvou want to claim a repayment of tax on Gift Aid donations. Your
» Ataglance claim musiin}fltude full details of the donors and their donations on which you are claiming a Com puter you WISh to

- repayment of tax.
' Eﬁf:%?;m claim You must have already completed and saved an HM Revenue & Customs (HMRC) Gift Aid Su bm |t_ The flle name
appears next to the

schedule on your computer with details of your Gift Aid donations to support this claim.
1] H ”
Choose File” box.

» About the organisation Please note: If you haven't already done so please follow the link below to download the

» Attach Gift Aid HMRC Gift Aid schedule.

schedule To complete the schedule now you will need to log out of this service. Any information you
have already entered will be saved.

» FAQs Once you have completed the schedule yvou will be able to log back into this service and
attach it to yvour claim.
.3
Further information about Gift Aid schedules can be found in the online guigdnce. HMRC SCfO” down and CIICk
recommend yvou read this guidance before you complete and save your .
Attach your Gift Aid schedule Next
When you are ready to attach your Gift Aid schedule to this clggf click on the 'Browse'

button below to find and select the completed schedule on v computer.

S( Gift Aid schedule: No file chosen
@ O

If you do not want to attach a Gift Aid schedule now please tick the checkbox below then,
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Uploading your Gift Aid Schedule

| HM Revenue & Customs Home Contact HMRC Help  Sign out

4 Your HMRC services 12th Bolton (Rqsehlll) Scout Grou|
HMRC charities reference: EW3972

If you get an Error
Attach Gift Aid schedule .
Gift Aid schedule - Errors ¢ page - prlnt_Oﬁ and

Efor:fslzr\fcu check the information on your schedule you can print this page using the print button in your internet go baCk to your . Ods
X The Gift Aid schedule you attached contains one or more errors. Please see details below. Please correct flle and CO rreCt errors
the errors in your Gift Aid schedule on the spreadsheet saved on your computer and then attach the . .
updated Gift Aid schedule by following the link below. \ before Iogg I ng In and
X ERROR: Item 2 First name is missing. .
The affected row from your schedule is shown below: repeatl ng |aSt Ste pS .
It Title | First Last H Postcode | A ted S ed | Donati
o e R i [l e e[S e | Once all errors have
* o Xemr ik e been corrected you
In addition to the example shown above 30 more errors of this type have been found. Please check your schedule
carefully and correct all similar errars. S hou |d g et th e n ext

X ERROR: Item 2 Last name is missing.

( The affected row from your schedule is shown below: ‘Confl rmatlon’ page.

Title | First Last House name or Postcode | Aggregated Sponsored | Donation
name name number donations event date
2

X Error 27/03/2015 187.00
S(
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Uploading your Gift Aid Schedule

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

12th Bolton (Rosehill) Scout Grou
HMRC charities reference: EW3972

4 Your HMRC services

Attach Gift Aid schedule

Gift Aid schedule - Confirmation (

Please confirm that the details shown below match the information in the Gift Aid schedule that yvou have attached tc
this claim.

If the information is correct please click the 'Confirm details’ button to continue.

If the information is incorrect, yvou will have to amend the Gift aid schedule saved on your computer and then follow
the 'Attach an updated Gift Aid schedule’ link below to continue with your claim.

Gift Aid schedule details

o+
{ Scoues

org.uk
scouts g 33

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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Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
M Uploading your Gift Aid Schedule

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

« Your HMRC services 12th Bolton (ngehlll) Scout Grouf
HMRC charities reference: EW3972!

Click ‘Next’ to get the
Gift Aid schedule - Confirmation @

Summary page —

./ You have successfully attached your Gift Ald schedule.

_ _ hopefully with 3 ticks
Please click the 'Next' button to continue. . i
Next in the middle of the
| N N | page as shown on the
@ Crown Copyright | Terms & Conditions | Privacy policy | Accessibility | Feedback | Complaints

next slide.

o+
{ Scoues

org.uk
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Uploading your Gift Aid Schedule

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

2 Your HMRC services 12th Bolton (Rqsehlll) Scout Group
HMRLC charities reference: EW39723

Repayment claim summary

Charity
You have completed all the required sections of yvour claim and you can finalise your claim by
nlap_ayment clicking the 'Next' button below.
claim
If you want to check any part of your claim before you finish then click on the appropriate H
p At a glance link in the 'status' column (below) which will take you to the section selected. COngratL"atlonS
» Repayment claim To delete this charity repayment claim click the 'Delete’ button.

3 ticks

summary q’ A tick means you have entered information in this section

» About the organisation = An arrow means you ha.ven.t ?ntered information in this section
x A cross means this section is incomplete

» Attach Gift Aid schedule

Secti EE
) FAQs

Questions about this claim q/ Repayment claim details

Click ‘Next’

About the organisation q/ Organisation details
( Gift Aid schedule: +f Attach Gift Aid schedule
To delete this repayment claim click the 'Delete’ button below. MNext = =
g
sCouia-~=o- c
40 £
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| Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Uploading your Gift Aid Schedule

| HM Revenue & Customs Home Cymraeg Contact HMRC Help Sign out
: This is the Declaration
« Your HMRC services 12th B?'I;g::l &R{:zsehll:} Scou;ﬁ;oup
charities reference: EW 307 20
page.

Declaration €

Declaration

Read the declaration
and tick the checkbox
=755 and belief, adding an explanation
ift Aid and/or top-up payments under the Gift Aid for any adJUStmentS
with regards to the

! Tunderstand that false statements can lead to prosecution. = C|a|m

Your charities repayment claim is now ready for submission.

Before your repayment claim can be accepted by HM Revenue & Customs (HMRC), you must indicate your agree
to the statements below by ticking the checkbox

The information I have given in this claim is complete and correct to the best

I confirm that I have read the HMRC notes and guidance
Small Donations Scheme.

If vou have included any adjustments in this claim, you must enter an explanation below. You can also provide any
( other information regarding your charity's repayment claim (a maximum of 350 characters is allowed).™

®  Click ‘Next

e 41
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Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
M Uploading your Gift Aid Schedule

| HM Revenue & Customs

Home  Contact HMRC  Help

Sign out

This is the Security
Security check<€ page.

To increase the security of this service and to further protect the information you are providing, HM Revenue and
Customs need to reauthenticate your details.

Please enter the User ID and password associated with this online service then cdlick the 'Submit’ button to continue.

Re-enter your ID and

Please note: You must only click the 'Submit’ button once. Please do not log out until an acknowledgment is displayec .
confirming that your submission has been received. PaSSWO rd and CI ICk

* indicates required information

I1; R L)
UserID:"l |® the bOX SmeIt
J— Y
Password:"l -------- @

Back Submit é

@ Crown Copyright | Terms & Conditions | Privacy policy | Accessibility | Feedback | Complaints
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Stefo 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
Uploading your Gift Aid Schedule

| HM Revenue & Customs Home Cymraeg Contact HMRC Help  Sign out ThIS |S the
« Your HMRC services 12th Bolton (Rosehill) Scout Grouf ACknOWIedgement
HMRC charities reference: EW 39722
page.
Acknowledgment€—
. 1 ’
‘/ You have successfully submitted yvour charity repayment claim at 30 Mar 2016 04:22:50 CI'Ck NeXt fOr the
Your submission receipt reference number is: SF3G62HHSRPWMIESGOBEGCRSFCYFOWTW prl ntable SU m mary

which you should print

for your records by

To see a summary of your claim click 'Mext! USIng your browser’s
print facility. A hardcopy

:sézgﬁuts and pdf version may
be prepared « o « prove userL

= >

Click the 'Next’ button to see a printable summary of vour claim, including your submission receipt reference number.

org.uk
scouts g 43
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Stefo 4 Submit your Gift Aid Claim and

receive your Gift Aid £s
M Uploading your Gift Aid Schedule

| HM Revenue & Customs

Home Cymraeg Contact HMRC

Help Sign out

 Your HMRC services 12th Bolton (qu_sehlll) Scout Gruup?
HMRC charities reference: EW39723

Charity repayment claim summary

This is a summary of the information you've submitted to HM Revenue & Customs (HMRC) as part of your charity
repayment claim, including any Gift Aid Small Donations Scheme (GASDS) donations you may have claimed for. It also

contains your submission receipt reference number. You should wait to receive your repayment rather than contacting
HMRC or re-submitting yvour return.

Please note: HMRC recommends that you print this information for yvour records by using the print facility on your '
browser.

|

Now log out or sign out.

o+
{ Scoues
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Step 4 Submit your Gift Aid Claim and
receive your Gift Aid £s
* 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
seouts Step 4

scouts.org-uk N 4
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* You have
successfully
navigated the
scheme.

Celebrate

Your Success

SCOUtS

be prepar

ell Done

EERUN“““"R' AMAFENSL S T ](ARATEW“"' Yo GUIIRVE
BRASSBMi{‘%SDBUN NBOATINGD INGIS NG MUSICN ARROWBOATIN

BO GJETSKI
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GHOVE

RIDIA SRSPORTSMOUNT CVERYDAY ADVENTURE
» Set up a process « Agree with the » Cover the figures

for parents of new Executive in Group Annual

members to sign Committee what Report and

the Gift Aid the additional ensure that all the

Declaration and funds will be used leaders and

for it to be given for. supporters know

to the Gift Aid about Gift Aid.

Administrator.

Capture New I Did you forget Communicate o
Members ﬂffmdw the Tent? /Q | 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 lard work — capitalise on it in the future.
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Dear GSL

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

Signed
Her Majesty’s Revenue and Customs
SCOUtS

e prepared «
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Gift Aid Claim

This is the end of the final presentation

We hope you have found the series of
presentations useful in your application for
gift aid.
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