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Claiming Gift Aid
For Scout Groups

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

The 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

scouts.org-uk
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Gift Aid Facts

Example calculation of Gift Aid

 If you have 40 members in your group and each
member pays £3 per week (for 45 weeks).

* Your group could be £1350 PER YEAR better off.

* You can claim back 4 years NOW...
(that’s £5400 in your group’s bank account in the next 3

months!)
ofe
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‘ Setting up your Group to Claim
, Gift Aid

~ Register N Ask all @ Register =Submit
o 'with aparentsto | ofor an S your Gift
N HMRC for | @ sign the " online = Aid claim
Gift Aid Gift Aid account < and
Form with receive
HMRC your Gift
Aid £s
ofe
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Register with HMRC
for Gift Aid

Obtaining your
Government Gateway
Registration Number
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

Visit

= C f [0 wwwgateway.gov.uk <

overnment

Select your language

Welcome 0 the Govermmont Gatoway Click ‘Register as an

Gowernmen it

Gateway? Do you have an existing account for online government services?

. . y
» Help desks If yes. then please click below to log in O rg an ISatI O n

* Is it secure?

Enter the Government Gateway E

If no, then please register. Registering with the Government Gateway enables you to sign up for any of the UK government's services that are available over the internet. Which government
senices 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. Mare informatiog
registration

™ Individuals - Organisations = Agents
Register as an ‘Individual’ for services for personal use such  Register as an ‘Organisati#Myou represent a business Register as an ‘Agent’ if you submit forms to government on
as view Council Tax, Self Assessment Online and Carers (including employers, sole traders and farming behalf of other businesses or individuals. Services include
Allowance. organisations), a charity, or other commercial or non- Corporation Tax Online for Agents, Self Assessment Online
commercial organisation. Services include Electronic VAT for Agents and PAYE Online for Agents. You must already
Returns and PAYE Online for Employers. have obtained the y enrolment inf i
from the relevant Government department.
To find out how the Government Gateway uses the information you provide, read the Privacy policy

Recommended Links

sC Register with HMRC

8 for Gift Aid
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

[ o

C M [} hitpsy//myaccount.gateway.gov.uk/RegisterOrLogon.aspx

X Register as an Organisation

Registering as an Organisation (employer, business. sole trader. farming organisation. etc.) allows you to access governme ine using the Government Gateway.
About the Gavernment Gatewa

If you are an Individual and would like access to government senices online you should register as an Individual
If you are an Agent {you submit forms to government on the behalf of clients) you should register as an Agent

1. Enter your details 2. Enrol for services 3. Activate services if required
. ¢ . y = h
Click ‘Register’ in the
Regist: r Digital certifi € R H t I b t
To register as an Organisation select the buttan If you have a digital certificate and would like to use it eg IS e r OX O
below to register as an Organisation select the buti
below. -
e B register as a
‘O Isation’
rganisation
Already registered? Log in here

scouts

be prepared « o «

scouts.org-uk
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

& C ff [} httpsy//myaccountgateway.gov.uk/Pages/Registration/RegisterWithUserld.aspx |
30 December 20

_1. Inthe First Name Box — put eg xx™ Bolton
T BEOHE Group — preferably the name held
e for your group by The Scout Association
(TSA)

Leave Surname Box — empty

Put a contact email address — your email
address

Set your Password — note the rules —
minimum 8 characters, upper & lower

case letters and at least one numeral.
Repeat Password and make a note of it.

In the Additional Info box — put your name
and contact phone numbers [ERESEEITE
Press Submit. oA

> Register for a Government Gateway account

To register for 8 Government Gateway account using a User ID enter your details below. The def

*required information (if you only have a first name or a sumame (not both), lea

*First name(s) xth Bolton Scout Group

*Surname

2
0
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ep 1 Register with HMRC for Gift Aid
Screen by screen online application

9 https://myaccount.gateway.gov.uk/Pages/Registration/RegisterWithUserld.aspx

Welcome xth Bolton Scout Group
You are logged in as an Organisation

# Confirmation
| (@) oo *Make a note of your Government
v L:ﬁ:@s rrrrrrr You will need the anu::rob;:::lrogm n::a:; make a note of it now, and keep it in a safe plac y R e g ISt ratl O n N u m b e r
Eaes — 12 digits in 3 blocks of 4
*Check the box noting you have

ing those operated by HMRC and Universal Jobmatch) do not offer this

|
iR *Press Continue.
' *This takes you to a ‘Services

Available’ page

6491 9026 5483

;_' Register with HMRC
Q for Gift Aid
N
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

<« C i [} httpsi//myaccountgateway.gov.uk/Pages/Enrolments/List.aspx

Government
Gatewa

Welcome xth Bolton Scout Group Log out
You are logged in as an Organisation 30 December 2015

¥ Your services

o E— Ignore this page and now Log Out —

+ Alcohol & Tobacco Warehousing Declarations (ATWD)

E | o s s T i i look towards the top right corner of
the page for the Log Out button.

+ Child Trust Fund
+ Construction Industry Scheme (CIS)

v Even with a Government Gateway
i Registration Number for your
& Group/District, you will not be able
scouts to make any further progress within
——— this part of the Government web

scouts.org-"-k > site.

;‘ Register with HMRC
9 for Gift Aid
N
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Congratulations you now have your
Government Gateway Registration
Number.

Before you start the next section of
the online application please read the
following slides and gather as much
of the required information in hard
copy and electronic (pdf) format.

bSCOl;ltS

scouts.0rg.uk 12
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/ Step 1 Register with HMRC for Gift Aid

- Overview

Print off the partially completed
hardcopy form CHA1 to assist in the

*Double click on this icon @

. . . «for a partially completed form: CHA1 Partially
online application Completed
Dpwnload O.I’ pr_mt off the *Double click on this icon @
Scouting UK Guidelines for CHAL Guidan ce Notes
CHA1

completion

*The people you are going to appoint to claim back the

You have to insert details about your ~ Sift Aid for you. This could be:
*Group Treasurer

group (see Slides 16 & 17) +Group Secretary and another Trustee of your Group
(See slide 18 for guidance).

You 8_.|SO need to gat_her Some_ *Your Group’s annual income (from your last completed
supportlng documentation to assist accounts)

HMRC to verify that you are a bona fide *Your Bank Account details
charity » Documentation (see slide 17)

( 5cey

14 & Register with
% HMRC for Gift Aid




Step 1 Register with HMRC for Gift Aid

Preparing to complete form CHA1l Online

Don’t rush into It.....

Print off the guidance on previous slide

Open the form CHA1 and ensure you understand what information is needed

Identify between 3 & 6 responsible persons and get their details (see next slide)

Gather Financial documentation you need both hardcopy and electronic (see slide 17)

Complete the Online form

‘5‘_ Register with HMRC
[ for Gift Aid
)
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Step 1 Register with HMRC for Gift Aid

Preparation for completing the form
Section 6 - Responsible Person or Authorised Official

Scouts UK recommend 3 responsible persons. These ideally should be charity trustees within your group who have a current DBS
clearances. Ideally they should be the Treasurer, Secretary and either Chairman or GSL. Their ‘position within the organisation’ is
Trustee (all Trustees should have a current DBS clearance).

Ask them to provide the details requested on the form:

Title, First Name, Last Name, Date of Birth, Position within the Group or District, Daytime Telephone Number, Address, and
previous address(es) if they have moved in the last 12 months, Post Code(s) and Country if NOT living in the UK and National
Insurance Number. A Mobile Number and Email Address are optional

Once you have completed their details, print off the pages and ask them to check the details

scouts.org-uk Register with HMRC

—
16 g for Gift Aid
0
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Step 1 Register with HMRC for Gift Aid

/’ Preparation for completing the form
, Collect together all the supporting documents for your registration

Copies of bank statements

* Your Treasurer should receive monthly bank statements from the Group’s bank. Ask them
for the last 3 months’ of statements (Print hardcopy and electronic copies - pdf).

Financial Accounts

* Your group is required to produce accounts at the end of each financial year. You should
obtain hardcopy and create an electronic copy of the last full year’s accounts.

Evidence of Activities

* Print off the form you submitted for the last Census plus supporting document (list of
members) or the document you produced to upload member information to COMPASS

Box 15 — Governing Document

Qghnt off Chapter 3 of POR (POR Ch3) 5
scouts.org-uk 7

*Double click on this icon

;‘ Register with HMRC
Q for Gift Aid
%)



http://members.scouts.org.uk/documents/DocumentUpload/Jan2015/POR_Jan 2015_chapter3.pdf
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ll step 1 Register with HMRC for Gift Aid
Help

 Here is the link to the Scout UK website where there Is
more explanation
Scouting UK Gift Aid help

* For further support or information about Gift Aid,
please contact the HMRC Charities Helpline on 0300
123 1073 (open from 8.30am to 5pm, Monday to
Friday).

ofo
scouts

SCO\ltS.OIg'uk Register with HMRC

-
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Step 1 Register with HMRC for Gift Aid

Screen by screen online application

3 GOV.UK

Before you click the
Start now icon, make
sure you have
gathered the required
information detailed in
You can also continue with a previg the precedlng SIIdeS

L
( You may have to scroll

on the HMRC service dOWn the pa e
uts.o1g.-us < Register with HMRC
SR 19 ;)' for Gift Aid

GetrecognitionfromHMRC . - =
for your charity :

You can register your charity’s details with HM Revenue and
(HMRC) to get tax back on things like Gift Aid donafj

ved application #.



https://www.gov.uk/charity-recognition-hmrc
https://www.gov.uk/charity-recognition-hmrc

Step 1 Register with HMRC for Gift Aid
Screen by screen online application

i GOV.UK Your tax account

m This is a trial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Check the ‘Yes’ button
Check your eligibility

and click ‘Next’

English | Cymr

|s your charity established for charitable p

gcouts.org.-us

20

;_' Register with HMRC
Q for Gift Aid
N
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

iy GOV.UK Your tax account

215110 Thisis atrial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Check the ‘Yes’ button

Check your eligibility English | Cymracq and click ‘Next’

Does your charity have a UK bank, building society or credi
account?

* Yes

(
Register with HMRC

uts.oxg.u-l‘ e
560 21 § for Gift Aid
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

&5 GOV.UK Your taxaccount

1215918 Thisis atrial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Check the ‘Yes’ button

Check your eligibility English | Cymraca .
and click ‘Next’

Is your charity based in the UK, another country in the Europe
in lceland, Liechtenstein or Norway?

* Yesg

(

scouts.org-uk

S Register with HMRC
22 &  for Gift Aid
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https://www.gov.uk/charity-recognition-hmrc
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

| HM Revenue & Customs

Signin with your Government

Gateway account

l’s:.can register for a Government Gateway account & if you don't have AEnter your User ID and

User ID | <« —Password from slides

Password | & 10 and 11 in the

«— relevant boxes before
clicking ‘Sign in’

Prahlame cianinain

of
scouts

be prepared « o «

SCOutS.OIg°uk Register with HMRC

—
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

&t GOVLUK ST T Enter your Group or District
name as held by TSA
m This is a trial service. Help us improve it - send your feedback. Enter ‘Scouts’ |n the 2nd bOX

(Scroll down the screen for
more fields)

Enter your daytime contact
number

Fill in the Optional data as
necessary then click ‘Save
and Continue’

| HM Revenue & Customs

Your charity’s contact English | C
details

Full name of your charity

As shown on your charity’s goy#ning document.

xth Bolton Scout Group

( You then get a box saying
Operating name of your charity (optio your data haS been Saved
y The working name or acronym by yich your charity is known. click ‘Continue’ < Register with HMRC
’ Scouts 24 § for Gift Aid



https://www.gov.uk/charity-recognition-hmrc
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

On this page enter your
group’s official address.
Scroll down and complete
fields as necessary.

Then click ‘Save and

English | C, Continue’

ity GOV.UK Your tax account

m This is a trial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Your charity’s official
address

Address line 1

( Address line 2

Register with HMRC

uts.org.us o
560 25 § for Gift Aid
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

i GOV.UK

Your taxaccount

m This is a trial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Your charity’s
correspondence
address

Is your charity’s correspondence addre
official address?

Yes ¢ No

Save and continue

SC_

English | Cymraeg

ent to your charity’s

26

If your group are using a
different correspondence
address — eg the Treasurer’s
address. Click “Yes’ and then
‘Save and Continue’

Enter the correspondence
address you wish to use on the
next screen. (Not shown)

Z_' Register with HMRC
9 for Gift Aid
N
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

5 GOV.UK Your tax account

m This is atrial service. Help us improve it - send your feedback.
| HM Revenue & Customs

Your charity’s regulator English | C

If your charity is registered with a charity regulator

Who is your charity’s requlator?
Charity Commission for England and Wales

( Registration number

a 27

You do not need to check
any boxes but scroll down
the page until you see

“If your charity isn’t
registered with a charity
regulator”

In the box below this
statement select from the
box’s drop down menu
‘Exempt or excepted’
Then click ‘Save and
Continue’

: Register with HMRC
9 for Gift Aid
N
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

ity GOV.UK

m This is a trial service. Help us improve it - send you

| @ HM Revenue & Customs From the drop down menu of the first
Your charity’s governing box select “Rules and constitution”
document Ilgnore the 2" box

Enter 14/01/2011 in the date that the
document became effective.

Document used to set up and run your charity

Rules or constitution v 'SCfO” dOWﬂ
*Select the ‘Yes’ box below the date
If youselected ‘Other’ as the documentused bOX

MName of the document used

*Click ‘Save and Continue’

Date that this document became
For example, 21 31990.
| 14 | 01 \ 2011

Register with HMRC

—
S¢ 28 &  for Gift Aid
(%)



https://www.gov.uk/charity-recognition-hmrc

S(

Your tax account

m This is a trial service. Help us improve it - send your feedbaclk.

| HM Revenue & Customs

English | Cymrae

Your charity’s
operations and funds

If your charity has a set of prepared financial accounts,
you’ll need to post us a copy to support your application.

Have financial accounts been prepared for your charity?

* Yes MNo

Does your charity have bank statements for the last 3 months of
operation?

If the account has been open for less than 3 months, you’ll need to
provide evidence from the bank that the account is open. 29
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Step 1 Register with HMRC for Gift Aid

Screen by screen online application
i GOVL.UK

Click the appropriate buttons
regarding your accounts and
bank statements.

The answers should be ‘Yes’ if
you have been operative for more
than a year.

Scroll down and answer the
questions as noted in the ‘Notes’
to this slide before ‘Save and
Continue’

Z_' Register with HMRC
9 for Gift Aid
N
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

5 GOV.UK Your tax account

m This is atrial service. Help us improve it - send your feedbacl.

| HM Revenue & Customs Cut and paste the paragraph on your

What your charity does enaisyf‘Objectives’ from the notes for this slide.
*Then select all appropriate buttons
related to your group’s charitable
purpose. Usually “Education” and
“Citizenship or community development”
*Scroll down and then in less than 500
characters answer the question “How
do these things benefit the public?” —
again see notes to this slide.

Click ‘Save and Continue’

What are your charity’s charitable objectives?

Using 500 characters or less (including spaces).

The xx Scout Group will promote Scouting
to young people and adult volunteers and

What are your charity’s charitable purposes?

Select all that apply.

( Relief of poverty

¢/ Education i _
Register with HMRC

—
S¢ 30 &  for Gift Aid
(%)
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

j i GOV.UK Your taxaccount
| m Thisis atrialservice. Help us improve it - send your feedback. ° H ’
On this page enter your group’s
| @) HM Revenue & Customs bank account details. Make sure
Your charity’s bank calhicmzes NG NAME 0N the account matches
account details with the name on the bank
statement — this might not be the
Your charity’s bank, building society or credit union same as on the cheque book.

account details are needed so that Gift Aid and any other
tax repayments can be paid into it.

*Click ‘Save and Continue’

Repayments are made using Bacs, so ensure that your charity’s
account accepts such payments.

*Now check the Bank details and
Account name Se|eCt ‘COntInue’

( As shown on your charity’s account statements.

S( = Register with HURC
Account number 31 % for Gift Aid
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il Step 1 Register with HMRC for Gift Aid
,_;’1 Screen by screen online application

J' ' ity GOV.UK Your taxaccount

157 Thisis a trial service. Help us improve it - send your feedback. You need up to 2 Authorised

| @ HM Revenue & Customs officials from within the group.
These people can claim Gift Aid

Faishlemizsc and are the only people that can
contact HMRC about tax. (You can

How many of your charity’s officials are authorised to deal with HM also appoint someone from outside

Revenue and Customs aboutits tax affairs and, if necessary, submit tax

Your charity’s
authorised officials

oturns? your group to claim tax but still you
need an Authorised official
‘ internally).
<_
e — Select the appropriate number

( _ then Click ‘Save and continue’

Save and continue

Back

C- = Register with HMRC
g 32 g for Gift Aid
(7]
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

Your tax accou

iy GOV.UK

S(

1308 Thisis atrial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Authorised official (1 of
2)

Englis

Title
Mr v

First name
Clive

Middle name (optional)
Richard

Last name

33

Fenn

*Fill in the detalils of the Authorised
official(s)

*The minimum information required
on each Official is listed in the
notes to this slide.

Click ‘Yes’ or ‘No’ to the two
guestions on Address and NI
number.

Enter NI number.

*Click ‘Save and Continue’

Register with HMRC
for Gift Aid

—
o
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Step 1 Register with HMRC for Gift Aid

Screen by screen online application

j' &5 GOV.UK Your taxaccount

=0y Thisis atrial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Your charity’s officials ealsh| 0 You also need up to 4 Charity
We need to know about at least 2 other people who help to run your OffICIa|S from W|th|n the grOUp
chartty: These are the people legally

responsible for running the group
i.e. a member of the group’s

2

3 Executive Committee. Select the
< appropriate number then click
v ‘Save and Continue’
(

o
P

ac
SCOUL2.v=p- - 34

Z_' Register with HMRC
9 for Gift Aid
N
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

iy GOV.UK

m This is a trial service. Help us improve it - send your feedback.

| HM Revenue & Customs

Other official (10f4) 0gt  COmMplete individual's details as
per the Authorised Officials in the
Title previous step.

v

Click Save and Continue

First name
Middle name (optional)

Last name

( S Register with HMRC
= 35 &  for Gift Aid
(%)
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Step 1 Register with HMRC for Gift Aid
Screen by screen online application

- .
[ i GOV.UK Yourtaxaccount If you want to authorize a

nominee from outside your group
to make Gift Aid or other tax

| @ HM Revenue & Gustoms repayment claims on your group’s
Authorise a nominee English | Cymra behalf (eg District Treasurer)
Check the ‘Yes’ button and
Complete the individuals or
organizations details as
previously.

m This is a trial service. Help us improve it- send your feedback.

Do you want to authorise a nominee from outside your charity t
Gift Aid or other tax repayment claims on your charity’

* Yes Mo

When complete Click ‘Save and

< Continue’

Bac
JULUUL

be prepared « o «

e

You then get the following check

scouts.ofg-“k 36 screen. = Register with HMRC
for Gift Aid

2
0


https://www.gov.uk/charity-recognition-hmrc

NG R0t 1C > AWROATINGUE T RYVE
TSgIRIC.%%{g&OG MUSICN ARROWBOA

Step 1 Register with HMRC for Gift Aid

Screen by screen online application

1 ik GOVLUK Your taxaccount

m This is atrial service. Help us improve it - send your feedback.

| HM Revenue & Customs
Checkyourinformation  egisncymaes

Make sure you're happy with the information you've given before you

continue to the next page. Check all the information and Edit
About your charity Edit where changes are needed.
Full name of your charity xth Bolton Scout Group
Operating name of your charity (optional) Scouts Once happy everythlng IS Ok CIICk
Daytime phone number 01204 362622 ‘Save and Contlnue,

( Charity’s address Edit

United Reform Church,
S(  Fulladdress Westbourne Avenue, BoLton,37
RI32I7

;‘ Register with HMRC
9 for Gift Aid
N



https://www.gov.uk/charity-recognition-hmrc

l step 1 Register with HMRC for Gift Aid
Screen by screen online application

You then get a screen that allows you to submit the form to HMRC.

Print off the page labeled “You’ve successfully entered your charity’s
details”

You then have 28 days to return specific hardcopy information as detailed to
HMRC — do not send originals as they can'’t return.

HMRC will subsequently issue a HMRC reference number for the group /
district to the person named in Section 2 by post. Subsequently they will
rgceive an activation code by post. This process can take up to 6 weeks.

(scouts

scouts.OIg-uk Register with HMRC

—
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Step 1 Complete

Congratulations you have completed Step 1

Register with HMRC
for Gift Aid

S

« Start Step 2 at any time: FERESECREE

the Gift Aid Form

* Jhe HMRC Charities Reference number is needed for Step 3:

SCOUtS & ™ Register for an online
S “  account with HMRC
39



—MUSITgmaWB-aATINGOHnw

Gift Aid

This is the end of the first presentation
Register with HMRC for Gift Aid

The following presentations will help in your
application

Presentation 2 — The parents Gift Aid form and
Register for an online account with HMRC

Presentation 3 —

o+
{ Scoues

org.uk
scouts g 40



