
Greater Manchester North - Claiming Gift Aid Guidance
Part 1 – Gathering the information to register and Registering your Scout Group/District/Charity for Gift Aid with HMRC



A Guide to registering Scout Groups, Districts 
and other TSA Scout Charities for Gift Aid 

with HMRC – Pack 1

Claiming Gift Aid
Part 1 – Gathering the information to register and Registering your Scout Group/District/Charity for Gift Aid with HMRC



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, District and County 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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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!)

Example calculation of Gift Aid

Gift Aid Facts
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Setting up your Group to Claim Gift Aid

St
ep

 1 Gather all of 
your details 
together St

ep
 2 Register for 

Gift Aid 
including 
registering 
for an online 
account 
with HMRC

St
ep

 3 Ask parents 
to sign the 
Gift Aid 
Declaration 
– or 
complete 
via OSM

A
nn

ua
lly Submit your 

Gift Aid 
claim and 
receive your 
Gift Aid £s

There are 3 initial steps to register for Gift Aid
Once registered you may submit your claim annually (or 
monthly)



Gather all of your details together and Register with HMRC 
for Gift Aid
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There are two packs to guide you through the Gift Aid 
process. 

• Pack 1 – Gather all of your details together and Register 
with HMRC for Gift Aid (this pack)

• Pack 2 – The parents Gift Aid form and submitting your 
Gift Aid Claim

Claiming Gift Aid Pack 1



Setting up your Group/District/Charity to Claim Gift Aid

St
ep

 1 Gather all of your details 
together
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What you need. To register you’ll need your charity’s:
• bank account details and financial accounts you’ll need a recent bank statement and your last annual 

accounts

• Official’s details including dates of birth and National Insurance numbers 
of your Trustees (members of your Executive Committee)

• Registration number if you’ve registered your charity with a regulator.  If you 
don’t have a charity number because you are a Scout 
Group or District that doesn’t need to be registered in 
England or Wales, you don’t need this information.

• Charitable Objectives The information is contained in POR – Purpose of 
Scouting.

• Governing document • this is a copy of your last annual census submission –
login to the submission and you may print out the details 
submitted.

St
ep

 1 Gather all of your 
details together

Step 1 
Gather all of your details together

Setting up your Group/District/Charity to Claim Gift Aid

https://www.scouts.org.uk/por/1-fundamentals-of-scouting/
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Once you have your Charity’s:
• bank account details and financial accounts 

• Official’s details

• Registration number

• Charitable Objectives

• Governing document

You are ready to register your charity’s details with HM Revenue and Customs (HMRC) to get tax 
back on things like Gift Aid donations. 
Go to HMRC webpage: https://www.gov.uk/charity-recognition-hmrc

St
ep

 1 Gather all of your 
details together

Step 1 all of your details together
Gather all of your details together

Setting up your Group/District/Charity to Claim Gift Aid

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

 2 Register for Gift Aid

This process will take 1-2 
hours online
You can create a 
Government Gateway 
account anytime but it’s 
best to do it all in one go.
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Step 2

Create an account on the Government Gateway for your 
Group

St
ep

 2 Create an Account on 
the Government 
Gateway 

Who should register the Scout Group/District or Charity.

• Treasurer
• Or Trustee appointed by the Executive Committee to 

deal with HMRC or submit tax return
• Up to two people can be the HMRC Authorised Officials 
• It is recommended to register two people – just in case.

Setting up your Group/District/Charity to Claim Gift Aid



You need to register for an HMRC account to use the Government Gateway.  

Select the button.
You’ll be taken to a temporary Covid-19 page.  

Step 2

Create an account on the Government Gateway for your 
Group

St
ep

 2 Create an Account on 
the Government 
Gateway 

Visit https://www.gov.uk/claim-gift-aid-online

It is strongly recommended you create a 
new account for your charities Gift Aid 
claim.  Don’t use a personal login for the 
Government Gateway. Click on Create 
Sign-in details on the webpage.

Setting up your Group/District/Charity to Claim Gift Aid

https://www.gov.uk/claim-gift-aid-online


St
ep

 2 Create an Account on 
the Government 
Gateway 

• Enter the email address you wish to register to claim your scout group’s/district’s gift 
aid.

• You’ll be emailed a code to verify that email address.

• Enter the code in the email from Government Gateway. If you don’t receive an email 
within a few minutes, look in your junk email folder.

• Create a password

• Create a recovery word that will be linked to your Government Gateway account 
should you forget the password and need to recover it in the future.
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Step 2

Create an account on the Government Gateway for your 
Group



St
ep

 2 Create an Account on 
the Government 
Gateway 

Choose the type of Government Gateway Account you need. Click on Organisation

On the next page click on  ‘add tax to your account.
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Step 2

Create an account on the Government Gateway for your 
Group



St
ep

 2 Create an Account on 
the Government 
Gateway 

Choose the type of Government Gateway Account you need. Click on Organisation

Click on Other taxes or schemes and press
the continue button.
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Step 2

Create an account on the Government Gateway for your 
Group



St
ep

 2 Create an Account on 
the Government 
Gateway 

On the next page you’ll be asked to select a 
category.

Select: 

• Charities – for Gift Aid repayment claims
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Step 2

Create an account on the Government Gateway for your 
Group



St
ep

 2 Create an Account on 
the Government 
Gateway 

On the next page you’ll be asked if you 
have an HMRC Charities reference?

If you charity has NOT previously registered 
for Gift Aid, answer ‘No’ and Continue.
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Step 2

Create an account on the Government Gateway for your 
Group

You will now proceed to Register with 
HMRC for a Gift Aid Account.

You must proceed to the end as you can’t 
save what you do and go back to it.

Ensure you have all the information 
gathered in Step 1 to hand



St
ep

 2 Register with HMRC 
for Gift Aid

Check the ‘Yes’ button and click ‘Next’
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Step 2 
Register with HMRC for Gift Aid

Setting up your Group/District/Charity to Claim Gift Aid



St
ep

 2 Register with HMRC 
for Gift Aid

Enter your User ID and Password from 
slide 14 in the relevant boxes before 
clicking 
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Step 2
Register with HMRC for Gift Aid

Setting up your Group/District/Charity to Claim Gift Aid
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 2 Register with HMRC 
for Gift Aid20

Step 2 
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

On this page enter your group’s official 
address. 
Scroll down and complete fields as 
necessary.
Then click ‘Save and Continue’
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Step 2
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

If your group/district or charity is using a different 
correspondence address – eg the Treasurer’s 
address. Click ‘Yes’)
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Step 2
Register with HMRC for Gift Aid

Setting up your Group/District/Charity to Claim Gift Aid
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 2 Register with HMRC 
for Gift Aid23

Step 2 
Register with HMRC for Gift Aid

Setting up your Group/District/Charity to Claim Gift Aid



St
ep

 2 Register with HMRC 
for Gift Aid

• Select ‘Rules or Constitution

• Unless your group/district or charity has a 
constitution other than the relevant suggested 
constitution in POR chapter 3 (Scout Group) 
or 4 (Scout District) 

• Enter the date of your constitution OR the 
date of POR from the Scouts website
•Select the ‘Yes’ box below the date box 
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Step 2 
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

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.
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Step 2
Register with HMRC for Gift Aid

Setting up your Group/District/Charity to Claim Gift Aid
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 2 Register with HMRC 
for Gift Aid26

Step 2 
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

Charity Objectives:
Take the latest Purpose of Scouting from 
Chapter 1 of POR

Scouting exists to actively engage and support young 
people in their personal development, empowering 
them to make a positive contribution to society
(January 2020).
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St
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 2 Register with HMRC 
for Gift Aid

Charity’s charitable purposes

Tick any relevant boxes.
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Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

How do these things benefit the public?

You may use the following or write your 
own benefits.

Scouts UK is the largest educational charity for young 
people in the UK. 
Every week Scouts give almost half a million 6-25 year 
olds the skills they need for school, college, university, 
the job interview, the important speech, the tricky 
challenge and the big dreams: the skills they need for 
life. Everyone is welcome. All genders, races and 
backgrounds. In influencing young people to be a good 
citizen, the whole country benefits.
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St
ep

 2 Register with HMRC 
for Gift Aid

On this page enter your group’s bank account 
details. 

Make sure the name on the account matches 
with the name on the bank statement  – this 
might not be the same as on the cheque book.

30

Step 2 
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

You need up to 2 Authorised
officials from within the group.  
These people can claim Gift Aid 
and are the only people that can 
contact HMRC about tax. (You can 
also appoint someone from outside 
your group to claim tax but still you 
need an Authorised Official 
internally).

It would be good practice to have two.

Select the appropriate number then Click 
‘Save and continue’
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Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

• Fill in the details of the Authorised official(s) for 
Gift Aid purposes. You will also need the details 
of two more of your charity’s officials in the next 
section

You will need to complete:
• Name (first, middle and last names
• Address
• Postcode
• Date of Birth
• Position in Charity (this should either be Treasurer or Trustee)
• Telephone and mobile numbers
• Email address
• Previous address if they have lived at their current address for 

less than 12 months
• National Insurance number (if they have one)
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Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

You also need at least two more 
Trustees from within the 
group/district or charity.  
Enter them as Trustees of your 
charity.

‘
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Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

If you want to authorize a nominee from 
outside your group to make Gift Aid or 
other tax repayment claims on your 
group’s behalf (eg District Treasurer or a 
bank/JustGiving organisation who could 
make Gift Aid claims as part of donation 
collection,) check the ‘Yes’ button and 

This can be changed at a later date by 
completing a form.  It keep things simple, 
it would be advisable to answer ‘no’ to 
this on initial application.
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Register with HMRC for Gift Aid
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St
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 2 Register with HMRC 
for Gift Aid

Check all the information and Edit 
where changes are needed. 

Once happy everything is ok click 
‘Save and Continue’
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Step 2 
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid

Check all the information and Edit where 
changes are needed. 

Once happy everything is ok click ‘Save and 
Continue’
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Step 2 
Register with HMRC for Gift Aid
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St
ep

 2 Register with HMRC 
for Gift Aid37

Once you’ve made the Declaration, the website will list 
the next steps.  

Print off the acknowledgement and follow the 
instructions in ‘Your next steps’ BY THE DATE STATED

In Summary, you need to send evidence of your scout 
group/district or scout charity’s legal existence.

Under ‘evidence of activities’ you could send your last 
annual report or census submission

In addition to printing a copy out to send with your 
evidence, print to PDF and save a copy for  your 
reference later.

Step 2 
Register with HMRC for Gift Aid

Setting up your Group/District/Charity to Claim Gift Aid



Steps 1 and 2 are  complete

Congratulations you have completed Step 1 

&  Step 2

Register with 
HMRC 

for Gift Aid

St
ep

 2
St

ep
 1 Gather all of your 

details together  
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Register with HMRC 
for Gift Aid

For guidance on collating the Gift Aid Declarations from 
parents and submitting your Gift Aid claim please see:

• Pack 2 – The parents Gift Aid form and Submitting your 
Gift Aid Claim



Here is the link to the Scout UK website to access the FAQ on Gift Aid should 
you feel you need additional information once you’ve worked through this pack

https://www.scouts.org.uk/about-us/fundraise/support-scouts/gift-aid/

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).

Step 2 Register with HMRC for Gift Aid
Help

St
ep

 2 Register with HMRC 
for Gift Aid39

Setting up your Group/District/Charity to Claim Gift Aid

https://www.scouts.org.uk/about-us/fundraise/support-scouts/gift-aid/


Thank you
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Sample request to parents and carers to complete the Gift Aid Declaration using relevant circumstances to get their attention

Pa
re

nt
 G

ift
 A

id
 

D
ec

la
ra

tio
n HAVE YOU COMPLETED 

YOUR GIFT AID 
DECLARATION?
It should take you less than 1 minute to respond to the 
email just issued from OSM and make the Gift Aid 
Declaration.  

The Scout Group would then be able to claim Gift Aid 
on Subs payments from you - for a maximum of the 
last 4 years. This would cover the group's overheads 
until we resume face to face meetings
The Scout Group’s financial future will take you 60 seconds to secure.  The amount we COULD claim in back-
dated Gift Aid is around £4000.



Advert to encourage groups to claim

D
oe

s 
yo

ur
 S

co
ut

 
G

ro
up
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la

im
 G

ift
 A

id
? IF YOUR SCOUT GROUP 

DOESN’T CLAIM GIFT AID 
YOU ARE MISSING OUT ON 
25% OF YOUR ANNUAL 
INCOME
Revised and updated step by step guidance on how to 
register your Scout Group for Gift Aid and put the 
claim together is available from the County Website.  
https://gmnscouts.org.uk/giftaid.html

If you need any help in claiming Gift Aid speak to your District Commissioner in the first  instance.  We’ll be 
putting together a Zoom session too to help you.

https://gmnscouts.org.uk/giftaid.html

