GIFT AID RECORD RECOMMENDATIONS

In order that a full audit trail be maintained please note the following:

Paper Register or Computer System for Gift Aid Declarations

A model Gift Aid Register system should contain the following information:-

· Full name

· Full address including Post Code (The Post Code very important)
· Envelope number or bank account reference of cash book page or folio number

showing cheque payments (ideally a Photostat copy of the cheque) Standing Orders date received on the bank statement.
· Date of the Declaration
Payment Register (any form you wish to retain this information is permitted)

A separate register must be maintained for the weekly envelope giving.  The ideal register would list the weeks 1 – 52/53 in columns across the top and list the gift aid donor’s unique envelope number down the side.  Payments must be entered as and when they are received to correspond with the weekly paying-in amount that is banked.

Each week, the total of all envelope giving should be recorded in the register as well as the banking records.
At the end of each financial year you will receive from the Gift Aid Office the Turnaround Listing.  Please complete it by entering the total amount received and the last date of payment for each donor.
Cheque Payments

It is advisable that you take a copy of the cheque before you process it through your bank account and enter the details in the register in the usual way.

Standing Order Payments
Please keep a separate record of all the standing order payments as well as the records on the bank statements.

Gift Aid Declaration forms
Please keep a copy of your GAD’s before you send them into the office.  We need to keep the original Gift Aid Declarations at the office for future claims, but it would be advisable for you to keep a copy for your own records.  Once the declarations have been entered on computer they are then scanned, the originals are then kept in a secure storage facility.
GASDS Gift Aid Small Donations Scheme

From April, 2013 all Church/Community Buildings that receive small cash donations of £30 or less (loose plate) have been able to apply for a Gift Aid style repayment without the need to obtain Gift Aid declarations for those donations.  
The total amount for the Small Donations will be capped at £8,000 per tax year – a top up repayment of £2,000.  (From April, 2016)
There must be a record kept of the collections made at each Church/Community Building service with the number of people in attendance together with the breakdown of the monies collected on the loose plate.  
Each service must have a separate statement of the breakdown which must be kept in the parish records. (Collection Summary sheets available on request from the Gift Aid Office, 3 Ford Street, Salford, M3 6DP.) 

You must be able to show that the monies collected have been banked in the UK together with the Gift Aid collection and any other monies received at the parish each week. 
Only loose plate money that DOES NOT include cheques and notes over £20 (i.e. £50 notes) are eligible for GASDS. 

Please be aware that there is a two year time limit for GASDS unlike the Gift Aid where you can claim back four years.
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