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Introduction / before you run the Claim

This document is intended as a quick reference guide which should be
referred to when creating / printing a Gift Aid Claim in CHARITease /
SANCTURease.

Gift Aid Claims can be produced quickly and easily within the database.
There are a number of things to check before running the claim:

1. CHARITY DETAILS
The R68A form which is produced by the system includes the Inland
Revenue tax reference which is assigned to the Charity. This must be
entered before any claims can be made. To enter the tax reference
use the following procedure:
a. Return to the Main Menu of the database.

b. Choose ‘Charity Details’ from the drop down list above the
Maintain Details Button. e.g.

Lharity Details [N

Maintain Details

c. Click the Maintain Details button and the following screen will
appear:
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B Charity Details

I

Charity M ame
Address

Town
Postcode

Charity Humber:
Charity T ax Reference
Country:

(Gift Aid kinirurm Y alue
Email Package:

WAT Percentage:

Current T ax rear:
Adrinigtrator/Qficer:

Contact Marne:

Ilze Appointments?
lze Reqgular Gifts?
Ilze Education?
|Jze Sponzorship
Ilze Sanctureasze?

Charity Telephone Murmber:

(CHaR T/
|Demu:unstratinn Charity
|L|nit 3, Compton Business & Craft Centre
|Eu:um|:uh:un Abdale
IEheItenham
R —
01242 890321
[1051388 j
|><F| 21763 j:
0% =]
E0.00 Gift Aid Rate [ 2z
| Groupwise _~ | AFD Postcode W
Ii
2003 Claims This ‘ear: Ii'l
|Mr A Owen
|&slan Owen
v Ilze kailingz? ~
v Ilze Membership? ~
[ UseColl Tins ? r
r Lge Payments r
-

d. Ensure that the Charity Tax Reference field contains your Inland

Revenue reference.

e. Close the form.

2. CLOSE ALL BATCHES

Ensure that all Receipt batches have been closed. The Gift Aid Claim
routine will only pick up entries from CLOSED batches.
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Creating the Claim

1. To create a Gift Aid Claim, return to the main menu in the database.

) Generate) Prink Tax Claim ) )
2. Click the button. The following screen will

appear:

B Generate f Print Tax Claim

This form generates a Tax Claim under the new Gift Aid Schame. [twill
select all receipts who are eligible for Gift Ald and tag a unigue reference
to therm. Enter a unigque reference for this claim e.g. JURNEDZ and a date
range which the system uses to select the receipts. Use this form to reprint

a claim by entering the claim reference and clicking the print button.

Tax Reference |DE 1]
Drate From: | 01.A0442000
Date To | NA242003

R

3. Enter a unique reference for this tax claim. (All claims have a unique
reference which is then allocated to all receipts within the claim so that
they cannot be claimed twice)

4. Enter a date to run the claim from. (The Inland Revenue will allow you
to claim back to 06/04/2000 if your Gift Aid form states that ALL
donations made to you can be claimed)

5. Enter a date to run the claim to. (This is usually the end of a quarter or
the end of a year)

6. Click the button. The database will now select all eligible entries.
7. On completion, the following message will be displayed:

Mew GA Tax Claim

\lr) Tax Claim Generated Successtuly

Ik

8. Your claim has now been prepared and is ready for printing.
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Printing the Claim

The next step in the process is to print the R68A form to present to the
Inland Revenue. (You can print a claim at anytime by just returning to the

Gift Aid screen and entering the unique reference.)

1. Push the
displayed on screen. e

.g.

button to print the form. The R68A form will be

SUBSTITUTE

Name of donor

1 Miss K Wehster
2 MrsJ A Owen

3 Mr A JOwenBEC

R68A(New Gt Aid)

Date of payment or
last payment in
series

Carried Forward from Previous Page

10/11/2003
10/11/2003
19/02/2004

Total income

Total tax claimed = A X 22/78 {transfer to Box 2 on form R68{2000))

HR21763

Total
donation(s)
Received

Sheet number 1

£0.00
£458.00
£1,374.00
£200.00
£2032.00

£573.13

2. Print the claim to any printer and send to the Inland Revenue.
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Troubleshooting

1. Always remember to keep a note of the reference you assign internally
to claims. It is useful to keep the claim references in a standard form.
For example: APR03-MARO04, QTR104,QTR204, 2004.

2. When reprinting a claim, do not regenerate the claim again, just print
the report. You may inadvertently add further entries to the claim by
regenerating it.

3. If you generate the claim and no details are shown, ensure that you
have ticked the Gift Aid Received box for all Supporters that have
indicated that they are taxpayers and ensure that all Receipt Batches
have been closed.

4. If you receive blank entries on the claim or you have a Mr & Mrs listed,
check the Supporter record and ensure that the Gift Aid reclaim name
is correct. (You CANNOT claim Gift Aid on Joint records, it must be in
the name of the person who is the taxpayer, or the person who signed
the Gift Aid form)
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