EBU guidance regarding Gift Aid on bridge club membership subscriptions.
Bridge Clubs, Gift Aid and membership subscriptions
Many bridge clubs charge an annual subscription for membership and in addition table money for playing. In this case a club registered as a charity with the Charity Commission or a club with a Turnover of less than £5000 (who can’t register with the Charity Commission), may be able to claim Gift Aid on the annual membership subscription if it comes within HMRC guidelines. These guidelines are detailed in Chapter 3 paragraph 46 of HMRC's guidance notes on charities which can be found at:
www.hmrc.gov.uk/charities/guidance-notes/chapter3/sectionf.htm#au.
HMRC state that where the fee simply gives the basic rights of membership and does no more than cover basic administration costs it could regard the basic membership subscription as a gift qualifying for Gift Aid. A number of bridge clubs have registered with HMRC and are already successfully claiming Gift Aid on their subscriptions and this is providing significant help towards the running costs of the club.
The sections below describe in detail how to apply to HMRC for this benefit. The process to register is very straightforward and should be easily completed by someone with reasonable computer skills.

Step 1
Complete Form chA1 on the HMRC website. Simply save the form to your computer, complete it and print it off so that it can be signed. Do not make any written changes to the form. See the sample form to help complete your form and the Hitchin Charity registration submission if required (see https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/324293/hitchindec.pdf )
Step 2

Attach bank statements and account details as requested in the form.

Step 3

Send the form, bank statements and account details by post to HMRC.

Step 4

After a delay that might be a couple of months, assuming you qualify, HMRC will provide you with a reference code in the format ‘xxnnnnn’ which will identify you as a charitable organisation. You now need to register with the Government Gateway using this reference code. Go to http://www.gateway.gov.uk/ and register as an organisation but use the name and details of the ‘Authorised Person’ from you r application who is the person who can make claims. You will now be given a 12 digit number – make sure you write this number down as it will not be shown again! This is your user ID.
Step 5

Log into the Government Gateway again using your 12 digit number. Now go through the Government gateway into the HMRC website (logging on again with the same details) and attempt to register as a charity using the reference code that you received in step 4 above, stating that you are the person who will be making Gift Aid claims. You will now be sent an activation code in the post, this can take a week to arrive. 
Step 6

When you receive the activation code log back into the Government Gateway and the HMRC site, initialise your organisation as a charity and notify them that you will be making Gift Aid claims. This is the last time you need to use the Government Gateway as from now on you can go straight to the HMRC website to make claims, so bookmark the HMRC website.

Prior to making any claim
Very important, in order to claim Gift Aid you must have a valid tax declaration from each person for whom you are claiming before you claim. A sample is attached. Ask all your members to complete a Declaration Form if they pay either Income Tax or Capital Gains tax. You can combine the Declaration with your membership form.
To make a claim

Making a claim online is very easy, and can be done in 10 minutes once you get the hang of it. 

Download ‘LibreOffice’ (Open Source software) and then download a blank ‘schedule’ from the HMRC website. This contains 11 blank pages but you will probably only need 1 or 2 of these depending on how many people you can claim for so you will want to only print the appropriate number of pages. 
Fill in the data requested, LibreOffice is very similar to Excel, though a bit slower. 

It is important to format your data correctly on the spreadsheet as any errors will cause a rejection. However, the error messages are helpful in making any corrections.

When you save your completed schedule use a meaningful name such as: ‘ ABBC 2014 claim 1’ and remember where you saved it to. Now go to the HMRC website, and go to make a claim and upload your completed schedule. Just follow the screens and the only difficult question is ‘are you a Corporate Trustee? Answer NO. The schedule will now be checked for format errors and you will be prompted to correct them until you get it right. 
You can claim at any time. So, for example, you don’t have to wait for stragglers before making the bulk of your claim. There is no limit to the number of claims you may make, but any one claim may only contain entries from one of your tax years.
Note that, strangely, when you receive the payment (usually about a week later and paid straight into the club’s bank account) it may actually be a few pence greater than you were expecting. This will be because of a little interest having been added.
Helpful Tips
‘Authorised Person’ = Treasurer, who will make claims (to change this name you must fill in a change form signed by 2 Responsible Persons)

‘Responsible Person’ = other Committee Members who can later authorise changes.
HMRC’s FAQ list is very helpful. Their helpdesk is also extremely helpful, but it may take up to 20 minutes of holding on before you get to speak to someone!

Contacts
Dennis Spruce of New Hertford Bridge Club can be contacted on dspruce@hotmail.co.uk 

Robert Girvan, treasurer of Hitchin BC can be contacted on r.girvan@ntlworld.com 
With grateful thanks to Dennis Spruce of New Hertford BC for his help in preparing this document.
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