Guidance Document for the use of Enduring Gift Aid Scheme
1. Completing the Enduring Gift Aid Declaration Form.

a) The Form, which appears in this document as appendix A, should be completed by individual members of your particular Royal Arch Chapter. It is also for use by the other Orders who have holding accounts with the Suffolk Provincial Grand Chapter Charity. It does not extend to the Craft Province as they have their own tax efficient arrangements
b) In addition to the member’s personal details, the form requires a signature and date. The three boxes should all be ticked & forms completed legibly. This is particularly important when completing the email address.
c) The completed form should then be sent to either:

Ex. Companion John Laverock at Barn House, Raydon Road, Great Wenham, Suffolk. CO7 6QE.

Or

Ex. Companion Ralph Robertson at 3 Church Lane, HENLEY, Ipswich, Suffolk. IP6 0RN.

d) Once the completed form has been received, a personal unique reference number (URN) is then attributed to that individual member. He will be advised by email of this number. He may also, if he wishes, apply for a wallet card containing his URN for future reference. A Stamped Addressed Envelope should be included when posting the form if a card is required but can also be applied for retrospectively.
e) On receipt of the URN, the applicant can use it whenever making a donation to his or any other Chapter within the Province of Suffolk or other Orders that have a holding account with the Suffolk Provincial Grand Chapter Charity.
2. Completing a Gift Aid Slip
a) This Form, which appears as appendix B, is for completion at the time and date the donation is made. The form is of a threefold nature and should be used wherever possible to standardise procedures. It should be noted that if you are not a UK Tax Payer, or you pay insufficient tax you cannot use the form to apply for gift aid. 

b) Part 1 is to be completed by all and requires the date, amount and the Chapter / Order the donation is on behalf of i.e. 01/05/15,   £5.00,  XXX Chapter No 123.
c) Part 2 is simple, if you have signed an Enduring Gift Aid declaration you just write your URN in the space provided. If you have forgotten your URN you can simply write your house name or number and your post code in the spaces provided.

d) Part 3 will probably be used by visitors who are from outside the Province and don’t have a URN or by those members who are yet to sign up and receive their URN. This part must include Surname, Initials, House Name or Number and Post Code. They must also sign the slip in the space provided.
e) The completed slip should accompany the donation and both can be placed into a small plain envelope (C6) prior to the Alms collection. Please ensure that the Gift Aid Slip is completed legibly using capitals as illegible or spoilt forms cannot be claimed.
3. Notes for Treasurer and Scribe Ezra or Recorders
a) You will have received an email together with a template document of both the Enduring Gift Aid Declaration and the Gift Aid Slips. Copies will also be available for downloading from the Provincial Grand Chapter Website.

b)  Prior to any Convocation or Meeting you will need to print sufficient numbers of the Gift Aid Slip’s for those attending. It is also suggested that a small economy priced envelope accompanies the slip. These can be left on the chairs for members to complete prior to the collection of Alms and won’t distract from the meeting. Once the slip and donation are placed inside the envelope it is ready for collection at the appropriate time.
c) At some convenient point open the envelopes after the meeting and bank the money in your usual manner. Send a cheque payable to the SUFFOLK PROVINCIAL GRAND CHAPTER CHARITY for the total collected to one of the Administrators (see above) TOGETHER with the completed slips. This will give you an audit trail and then enable the Charity, where applicable, to reclaim the TAX from HMRC.
d) You will receive a receipt by email and any tax reclaimed on your Chapter / Orders behalf will be added to your holding account. This money ALWAYS remains yours to disburse to any charitable cause to which you wish to donate.
