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GAL 10 - Reconciling a summary of your Gift Aid claim before 
submitting your Church’s authorisation form  

This guide shows you how to produce a report containing the summary details of the 
month/quarterly claim you are submitting.  You should create a report each quarter prior 
to submitting your Church’s claim to the Gift Aid Team.  As a result you’ll be able to 
reconcile the amounts you’ve entered into Gift Aid Lite against your own records.   
 
Here’s a step by step guide on how to do this: 
 

• Step 1 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Reports, 
Claims and Claims 
Report. 
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• Step 2 
 

 

• Step 3 

 

 

Enter in the date of 
the last donation to 
be included in the 
quarter. 

Click on the name of 
your Church on the 
drop down list. 

If needed, pick the 
relevant purposes for 
your Church. 

Tick the Gift Aid and 
GASDS boxes. 

Click on the Preview 
button. 

This is an example of 
the report.  Print a 
copy for your files. 

It should become 
best practice for 
your Church to 
reconcile your Gift 
Aid claim figures 
every quarter 
before submission 
using the 
authorisation form.  
To do this, please 
compare the totals 
produced by this 
report against your 
own quarterly 
paper/electronic 
record.  They 
should be exactly 
the same.  

Please send a copy 
of this report with 
your electronic 
Claim Authority 
form via email see 
below).    

You don’t need to 
complete and post 
the ‘old’ style claim 
paperwork to 
Church House.    
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