HM Revenue
& Customs

Do | need to keep records
of Gift Aid donations?

Yes. Your charity or Community Amateur Sports
Club (CASC) needs to keep records that detail all the
donations included in your claim. The records should
always include:

¢ the amount of each donation;

e the name, address and postcode of the donor;

e when the donation was made; and

¢ a Gift Aid declaration from the donor.

Charities and CASCs should also keep good records
of all their income and expenditure, to help them
produce accounts at the end of the year. These records

will probably include such items as paper or computer
ledgers, bank statements, correspondence and invoices.

How long do I need to keep Gift Aid records?

Keep your Gift Aid records in an accessible format for
6 years after the end of the year or accounting period
to which the claim relates. For example:

e A charitable company or CASC should keep records
for the year ended 31 December 2007 until
31 December 2013.

e A charitable trust should keep records for the tax year
ended 5 April 2008 until 5 April 2014.

For information about charitable trusts and charitable
companies, see Help sheet 6.

How long do I need to keep Gift Aid declarations?

Gift Aid declarations are part of your Gift Aid records

and should be kept for 6 years after the end of the year
or accounting period that includes the last donation to

which they relate, or at least 12 months after you claim
for the last donation to which the declaration relates

if this is later.

If you have declarations that include donations to be
made in the future, you may have to keep these for many
years. The important thing is that you can link each
donation to an identified donor and show that they have
given you a valid Gift Aid declaration.

Find out more about Gift Aid record keeeping and audit
requirements on the HMRC website.
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http://www.hmrc.gov.uk/charities/gift_aid/record-keeping.htm



