
Registering with HMRC as a charity

and 

repayment claims for

Gift Aid 

& 

Gift Aid Small Donations Scheme (GASDS)



Legal status of a Parochial Church Council (PCC)

A PCC status is part of the law of the land
• namely sections 2 and 3 of the Parochial Church Councils (Powers) Measure 

1956 https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents
• measures have the same force as Acts of Parliament
• the existence and legal status of a PCC is part of the law of the land

A PCC is a charity
• because the functions performed under section 2 of the Measure are deemed 

to be charitable as a matter of law

https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents


Governing Documents of a PCC

Church Councils (Powers) Measure 1956 as amended

https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents
This defines the principal function, or purpose, of the PCC as “promoting in the parish the whole 

mission of the Church”

Church Representation Rules
(contained in Schedule 3 to the Synodical Government Measure 1969 as amended)

https://www.churchofengland.org/about/leadership-and-governance/ecclesiastical-law/church-representation-rules
The rules provide for church electoral rolls, annual meetings, PCCs, deanery synods and diocesan 

synods, and the House of Laity of the General Synod

https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents
https://www.churchofengland.org/about/leadership-and-governance/ecclesiastical-law/church-representation-rules


Charity registration

• registered with the Charity Commission or

• an Excepted Charity 

PCCs will either be:



Charity registration

• Registration is required when annual financial turnover exceeds £100,000
• A registered PCC will have a charity registration number
• PCCs can voluntarily register

Charity Commission registration

• PCCs with a turnover under £100,000 
• Will not have a charity registration number 
• legislation is contained in The Charities (Exception from Registration) (Amendment) 

Regulations 2021 https://www.legislation.gov.uk/uksi/2021/55/contents/made
• The exception from registration is currently in force until 31 March 2031
• https://www.gov.uk/government/publications/excepted-charities/excepted-

charities--2

Excepted Charity

https://www.legislation.gov.uk/uksi/2021/55/contents/made
https://www.gov.uk/government/publications/excepted-charities/excepted-charities--2
https://www.gov.uk/government/publications/excepted-charities/excepted-charities--2


Church authenticity certificate
Parish certificate may be downloaded from A Church Near You

The PDF is an extract from the Church of England’s database of churches

The steps are:
• Search on the parish or church
• Select the church
• Click on ‘Visit Page’
• Click on ‘More information’
• Scroll to bottom of the screen
• Click on ‘Download Certificate’

https://www.achurchnearyou.com/


THANK YOU 
FOR YOUR 

TIME

LEGAL STATUS OF A PC 
ANY QUESTIONS?



Registering with HMRC as a charity
PCCs register with HMRC as a charity as either:

• registered with the Charity Commission or
• an Excepted Charity 

Webpage to register with HMRC: https://www.gov.uk/charity-recognition-hmrc

Allow at least 2 hours to register but you can save and return. Completion must be within 28 days

Once submitted it takes approximately 6 weeks for HMRC to process applications

HMRC Charities helpline: 0300 123 1073  Monday to Friday: 8:30am to 5pm (closed bank holidays)

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


Information to have to hand

Charity Bank account details 
and financial accounts

Officials’ details
including dates of birth and National 

Insurance numbers 
There must be at least 1 authorised 

official and 2 other officials

If registered with the Charity 
Commission 

the PCC Registration number 

Charitable objectives 
(sometimes called purposes)
suggested answers are provided by 

the Diocese

Governing document 
answers are provided by the Diocese

Government Gateway user ID 
and password 

you can create an account as you 
register the charities details

Do not use a personal Government 
Gateway ID, register the charity 

separately.



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

Do not follow the Before you start ‘Check if you need to register 
with the Charity Commission’
• this will talk of income above £5k.  
• PCC’s with income under £100k are Excepted charities by 

legislation and do not need to register with the Charity 
Commission

what you’ll need to hand

when you are ready to start

If returning to a previously started application

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


On selecting  

If the answers satisfy the charity criteria confirmation of eligibility will appear

The Questions asked require a Yes or No reply:

Is the charity for charitable purposes 
only

Does the charity have a UK bank, 
building society or credit union account Is the charity based in the UK

The screens that follow ‘Check if you can register as a charity’



Sign in with your organisation’s Government Gateway user ID 
OR Select to ‘Create Sign in Details’

If the PCC does not have a Government Gateway user ID select ‘Create sign in details’

do not use a personal Government Gateway ID, register the PCC charity separately



New Users of Government Gateway
‘Create Sign in Details’

Selecting to ‘Create Sign in Details’ will take you through 
screens to

• Enter and confirm your email address
• Give your name
• Create a password

Once you have provided the sign in details you will receive a 
Government Gateway ID for the charity



Select type of account and security access

• The next screen asks the type of 
account you need:
Individual
Organisation
Agent

• Following screens take you through 
setting up additional security

:



Add information about the charity

The next set of screens will capture information 
about your charity

These are broken into sections:

1.The Charity’s contact details
2.Regulators and documents
3.Operations and funds
4.Officials and nominee
5.Confirm the declaration and send the supporting documents



1. The Charity’s contact details

Question Answer

Full name Provide your charity’s name

Main phone number Provide your charity’s details

Email address Provide your charity’s details

Address Provide your charity’s details

Send letters to this address Select ‘Yes’ or ‘No’ as appropriate, if No 
follow the further screens to give postal 
address (e.g. Treasurer’s address rather 
than church).



2. Regulators and documents

Question Answer
Registered with a Charity regulator No
Reason for not registering Select ‘Parochial Church Councils under gross income 

threshold’

Regulator information
 If not registered with the Charity Commission answer as below

 If registered with the Charity Commission answer as below, using your Charity Commission’s 
registration number

Question Answer
Registered with a Charity regular Yes
The Charity’s regulators Select ‘Charity Commission for England and Wales’

Charity Commission… registration number Enter your charity’s registration number



2. Regulators and documents
Governing document: Parochial Church Councils Measure 1956 
Question Answer
Name Select ‘Other’
Other name Parochial Church Councils Measure 1956
Effective date 5 July 1956
Approved by a regulator Yes
Have sections and clauses changed Yes
Sections and clauses that have been 
changed

Various changes to the legislation as documented on 
www.legislation.gov.uk

Parochial Church Councils Powers Measure 1956
https://www.legislation.gov.uk/ukcm/Eliz2/4-
5/3/contents

Changes
https://www.legislation.gov.uk/changes/affected/ukcm
/1956/3

http://www.legislation.gov.uk/
https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents
https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents
https://www.legislation.gov.uk/changes/affected/ukcm/1956/3
https://www.legislation.gov.uk/changes/affected/ukcm/1956/3


3. Operations and funds

Objectives and purposes
Question Answer
Charitable objectives Promoting the whole mission of the Church and as part of 

this, promoting therein the Christian Faith, good community 
relations, care for all within the parish - especially the 
disadvantaged - welcoming of visitors, and responsible for 
the maintenance of a historic church.

Charity’s charitable purposes Select ‘Religion’

How the charity benefits the public Our fundraising and operational details are governed as set 
out in the Parochial Church Councils Measure 1956.



3. Operations and funds

Fundraising and operations

Question Answer
How will the charity raise funds? Select from a list all that are 

relevant e.g Donations, Fundraising 
and Grants

Country of establishment England
Operating locations England
Financial accounts prepared Select either ‘Yes’ or ‘No’ as 

appropriate
Estimated income for the current 
12 months of operation

Enter £ value

Actual income so far Enter £ value
Bank statements available for the 
last 3 months

Enter ‘Yes’ or ‘No’ as appropriate

Accounting period end date Enter date (for most this will be 31 
December)



3. Operations and funds

Charity’s bank details

Question Answer
Account name Enter the Charity’s details
Sort code Enter the Charity’s details
Account number Enter the Charity’s details



4. Officials and nominee

Nominees
It is also possible to choose to enter a nominee.  This is a person or an organisation from outside the charity who 
can submit Gift Aid or other tax repayment claims on the Charity’s behalf.  They may also receive the repayments 
too.

Officials
Details required: * Full name * Position (e.g. Treasurer, Gift Aid administrator etc)

* Date of birth * National Insurance Number or passport details

* Phone number * Home address, if less than 12 months, details of previous address

• Authorised officials have the authority to deal with the charity’s tax affairs, 
make Gift Aid or other repayment claims and Gift Aid Small Donation Scheme 
(GASDS) claims. They can also sign and submit tax returns.

• Other officials are people in the charity who can tell HMRC about changes to 
the charity’s details, like the address or bank account. They will normally be 
the trustees or directors of the charity (if the charity is a company).

There must be at 
least:

1 authorised official 
and 2 other officials.



5. Confirm the declaration and send the supporting documents
The remaining screens will take you through confirming a declaration and sending the application.  

You will also be asked to provide documents to support the application: 

 Copy of notification of registration from any regulators 
i.e. if registered with the Charities Commission the PCC registration number
If applying as an Excepted charity include:
 A copy of you Church Certificate from A Church Near You
 Link to The Charities (Exception from Registration) (Amendment) Regulations 2021 

https://www.legislation.gov.uk/uksi/2021/55/contents/made
 Copies of bank statements
 Financial accounts
 Evidence of activities (e.g. the webpage to your church’s website, church magazine or service sheets)
 Governing document(s) and any proposal changes 

 The webpage to Parochial Church Powers Measure 1956
https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents

 The webpage to Parochial Church Powers Measure 1956 changes
https://www.legislation.gov.uk/changes/affected/ukcm/1956/3

https://www.achurchnearyou.com/
https://www.legislation.gov.uk/uksi/2021/55/contents/made
https://www.legislation.gov.uk/ukcm/Eliz2/4-5/3/contents
https://www.legislation.gov.uk/changes/affected/ukcm/1956/3


On submission
On submission you will receive a submission reference No. beginning 06100

• Put your submission ref No. on top of each page you send
• Copy of notification of registration from any regulators
• Copies of bank statements
• Financial accounts
• Evidence of activities 

You will also be asked to send in photocopies of various documents.

HMRC say to send by standard post, not by registered

Keep a record of your submission receipt reference as you will need it if you contact HMRC 
about your application.



Following submission 

Charity officials will receive letters from HMRC to their home address advising they are on 
the application

The charity will receive a letter from HRMC confirming recognition of the charity - within 
approximately 6 weeks - this will include:

• HMRC charity reference number
• Unique Customer Account number
• Business address postcode where the activation code will be sent



HMRC letters 
Letter to official

Letter to organisation



THANK YOU 
FOR YOUR 

TIME

Registering with HMRC as 
a Charity

ANY QUESTIONS?



The online account



Managing the account – adding Team 
members

Team members will receive their own Government Gateway access ID

You will receive a password for each member, which you will need to distribute to them for their first login to their 
unique Government Gateway 

Example from CDBF – no apparent limit 



THANK YOU 
FOR YOUR 

TIME

Managing account

ANY QUESTIONS?



Enrol to claim Gift Aid online



Enrol to claim Gift Aid online
Login to HMRC using your Government Gateway ID
https://www.gov.uk/log-in-register-hmrc-online-services

Select                                                   then select ‘Other taxes or schemes’   

Select category ‘Charities – for Gift Aid repayment claims’

Enter the HMRC charity reference number (on confirmation letter) and 
last 4 numbers of bank account or, Unique Customer Account number

Select                               HMRC will post activation code within 7 days

https://www.gov.uk/log-in-register-hmrc-online-services


Within one month of receiving the activation code
Login to HMRC using your Government Gateway ID
https://www.gov.uk/log-in-register-hmrc-online-services

Select  ‘access Charities’ link

Enter your activation code

The next screen confirms access

You can enter a gift aid claim straight away

https://www.gov.uk/log-in-register-hmrc-online-services


Important rule when claiming 
Gift Aid Small Donations Scheme (GASDS)



GASDS cannot be more than 10 times your Gift Aid claim 
for a year

For every £10 of GASDS donations claimed in a tax year you will also have need to have claimed 
£1 of gift aidable donations (i.e. donations supported by declarations)

Up to a limit of £8,000 of GASDS donations (£800 of Gift aidable donations)

For example, you can claim on £1,000 worth of donations through GASDS if you’ve received £100 of Gift Aid 
donations in the same tax year.

Claiming Gift Aid as a charity or CASC: Small donations scheme - GOV.UK (www.gov.uk)

https://www.gov.uk/claim-gift-aid/small-donations-scheme


Important rule when claiming GASDS continued

Gift Aid donations must be made direct to your church/parish  (i.e. not the Parish Giving Scheme)

• can be cash, cheque, standing order, direct debit, contactless, chip & pin, etc
• as long as they are supported by a declaration.

Remember that Gift Aid donations will include:
• one-off donations supported by declarations 
• regular church envelopes (including aggregated amounts) which are supported by declarations

A gift aid declaration must include

• name of your charity (this is important)
• donor’s full name
• donor’s home address (at least their house number or name and postcode)

Claiming Gift Aid as a charity or CASC: Gift Aid declarations - GOV.UK (www.gov.uk)

NB: current gift aid declarations will suffice as long it is clear the donation is/was for the church/parish

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


THANK YOU 
FOR YOUR 

TIME

GASDS/GIFT AID RULE

ANY QUESTIONS?



Making a Gift Aid claim



Making the claim

Login to HMRC using your Government Gateway ID

https://www.gov.uk/log-in-register-hmrc-online-services

Select ‘Claim tax back on donations’

This opens the Charity repayment claim

https://www.gov.uk/log-in-register-hmrc-online-services


Gift Aid claim schedules
HMRC require the schedule spreadsheets to be submitted in Open 
Document format (ODS). 

You will need one of these software programs installed:
• Microsoft Excel - Microsoft Office 2010 for Microsoft Windows
• LibreOffice 3.5 for Microsoft Windows, Apple Mac OS and Linux

Software requirements are explained on the HMRC website here:
https://www.gov.uk/guidance/schedule-spreadsheet-to-claim-back-
tax-on-gift-aid-donations

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


Download  and save the Gift Aid schedule 
spreadsheet

https://www.gov.uk/government/publications/gift-aid-schedule-
spreadsheets-to-claim-back-tax-on-donations

Excel version
gift_aid_schedule_version_3.ods (live.com)

LibreOffice version
gift_aid_schedule__libre_.ods (live.com)

https://www.gov.uk/government/publications/gift-aid-schedule-spreadsheets-to-claim-back-tax-on-donations
https://www.gov.uk/government/publications/gift-aid-schedule-spreadsheets-to-claim-back-tax-on-donations
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F797959%2Fgift_aid_schedule_version_3.ods&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F797960%2Fgift_aid_schedule__libre_.ods&wdOrigin=BROWSELINK


Gift Aid schedule spreadsheet – rows 1 to 10
instructions and examples

NB: You can change the name of the spreadsheet but not the name of the worksheet. That is you can not change 
the name of the worksheet (the name of the tab) which should remain as 



Completing the Gift Aid schedule spreadsheet –
rows 11 to 18

In box 1 – enter the earliest date of the period being claimed

In box 2 – enter any previously over-claimed amounts or leave blank



Completing the Gift Aid schedule spreadsheet –
rows 19 onwards

Row 20 - Total donations box - this is automatically completed as rows 21 onwards are filled out

Row 25 onwards – enter claim details per individual

Things to note:
• If an individual made more than one donation during the claim period the total maybe included as one entry along with the date 

of the last donation
• Donations of £20 or less can be entered as an aggregate amount, up to £1,000 per row

For example, one-off Gift Aid envelopes of £20 or less can be aggregated and entered as one amount in the Aggregated 
donations box. 

• When saving there will be a message saying features are not compatible. Don’t worry, just select ‘Yes’



Making the claim

Login to HMRC using your Government Gateway ID

https://www.gov.uk/log-in-register-hmrc-online-services

Select ‘Claim tax back on donations’

This opens the Charity repayment claim

https://www.gov.uk/log-in-register-hmrc-online-services


Making the claim

This is your own 
reference, use 
something 
appropriate for your 
records , e.g. 
December 2022 
claim

This box must be ticked 
before other entries 
can be made



Making the claim



Making the claim It is possible to claim for:
• Gift Aid
• GASDS top-up or GASDS community buildings
in the same submission



Making the claim – About the organisation



Making the claim – as an Excepted Charity charity



Making the claim –
as Charity Commission registered

Input your Charity 
Commission registration 
number



Making the claim – authorised official details



Making the claim

Progress summary



Making the claim

Attach schedule



Making the claim

Attach and confirm 
schedule



Making the claim – GASDS top-up

HMRC screen here says small cash donations of £20 or less 
but it has been £30 or less since 2019

Although only the year is asked for (not a day and month), 
GASDS claims can be multiple times for a tax year (e.g. 
monthly) up to a limit of £8,000 of donations



Gift Aid Small Donations Scheme – multiple 
community buildings spreadsheet

• Excel version
community_buildings_excel.ods (live.com)

• Libre version
community_buildings_schedule__Libre_.ods (live.com)

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F551500%2Fcommunity_buildings_excel.ods&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F551501%2Fcommunity_buildings_schedule__Libre_.ods&wdOrigin=BROWSELINK


GASDS community buildings – rows 1 to 10

If you do not have a postcode for the church, you should take that of the nearest building with a postcode. 

If you have only one church building in your parish, you won’t need to use a spreadsheet, and can
simply enter the amount claimed on the online form



Making the claim – summary



Making the claim – Declaration

You then need to enter the user ID and password that you entered at the start of the process as a security check. 
Then click “submit” to submit your claim for payment. 



Making the claim

Acknowledgement & 
summary



Process changes

Current Diocesan House process

and

Change in Parish process



Current process at Diocesan House 
Preparation and Entry

Email received from 
parish

•Turnaround spreadsheet checked 
and amended if required to meet 
3rd party software requirements

•Turnaround spreadsheet saved 
down to a 'ready to load' folder on 
Explorer

•Scanned declarations saved down 
to 'ready to enter' folder on 
Explorer

•Scanned one-off declarations and 
church envelopes saved down to a 
'ready to enter' folder on Explorer

Preparation

•if not already done so by the parish, 
one-off declarations and church 
envelopes of £20 or less are 
identified and aggregated amount 
noted

•Gift Aid Small Donations Scheme 
(GASDS) amounts identified and 
recorded on a spreadsheet by 
parish, date

•Declaration details manually 
entered

Entry

Turnaround spreadsheets loaded to 
3rd party software, one 
spreadsheet at a time
•closed or incorrect GADs numbers 

for individuals noted, removed 
and spreadsheet load re-
attempted

Parish account by parish account
•One-off and envelope declarations 

over £20 manually entered
•Aggregated declarations per 

parish manually entered
•GSADS details manually entered 
Documents saved to 'Ready to load' 

and 'Ready to enter' folders moved 
to 'ready for checking'



Current process at Diocesan House 
Checking and Submission

Check entries to original 
documentation 

•Checking reports for the claim are 
downloaded from 3rd party 
software

•Spreadsheet templates saved into 
‘current claim’ folder on Explorer 
and manually populated with claim 
totals by parish by tax year

•The reports from the 3rd party 
software are checked parish by 
parish and corrections noted on the 
spreadsheet templates

Enter corrections

•Corrections are posted to 3rd party 
software

•Checking reports for the claim are 
again downloaded from 3rd party 
software

•Totals of the reports are manually 
checked to the spreadsheet 
template adjusted totals to confirm 
corrections correctly entered

Submission to HMRC 
twice (Gift Aid claim and 

then GASDS claim)
•On 3rd party software follow screen 

menus: Go to Claims, Online Claiming, 
Create Online File

•Check Data Validation and Exception 
Reports

•Select non GASDS only or GASDS only 
•Save down various reports (including Full 

summary, parish summary, annual 
summary)

•Select ‘Create Online File’
•Enter next claim number and save file
•Select ‘Submit Claim’
o click ellipsis button and choose file just created
o change URL field and select ‘submit’
o Ensure messages are all ‘OK’ 
o Record reference ID
o Close screen by clicking X

• Follow screen menus Claims, Online 
Claiming, Confirm Claim



Current process at Diocesan House
Paying Parishes

Prepare BACs file for 
payment to parishes 
(this is done twice re 
Gift Aid and GASDS)

•On 3rd party software select screen 
menus: Claims, Reimbursement 
Reports, Create BACS file

•Select ‘Remove zero amounts’
•Select by claim number, select claim, 

press ‘Create’
•Email copy of Claim Summary and 

BACS file to Financial Controller (FC) 
and Finance Director (FD)

Sending remittance 
advises to the parishes 
(this is done twice re 
Gift Aid and GASDS)

•On 3rd party software select screen 
menus: Claims, Reimbursement, 
Remittance Reports, PDF

•Write email for parishes with 
payment date advised by FC or FD

•Send email with attachment

BACS payment to 
parishes on Lloyds 
bank commercial 
online (two loads)

•In Lloyds bank online account select 
BACs payments

•Load BACs file for Gift Aid and BACs 
file for GASDS

•FC and FD log on to authorise 
payments



The process for parishes

Send email to Diocesan 
House

•Write email
•Upload Turnaround spreadsheet
•GASDS entered on Turnaround or in 

body of email
•Scan and upload declarations, 

including one-offs and envelopes

Check remittances

•Check remittance advice to original 
submission

•This can be difficult as remittance 
advices may be a combination of  
multiple claims and there is a 
significant time delay between 
submission and remittance

Check payment receipt 
from Diocese

•Check bank for payment

Logon to HMRC 
account

•Follow screen prompts: ‘Yes’ or ‘No’
•Enter your contact details
•Upload spreadsheet
•Enter GASADS amount

Check online 
summary

•Check on-screen summary to ensure 
all looks as expected

•Submit

Check payment 
receipt from HMRC

•Check bank for payment

Current

Future



Current processs:
Email to Diocesan House

New process: Submission to HMRC

Scans of  Declarations and envelopes not required 
by HMRC (originals to be kept in your records)

Aggregate and 
GASDS manually 
identified and 
input at Diocesan 
House

GAD No. 
not 
required 
by HMRC



THANK YOU FOR 
YOUR TIME

ANY QUESTIONS?
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