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CHARITY STEWARDS’ HANDBOOK

The principle of Charity and Benevolence is close to all Freemason’s hearts and when
practised brings great satisfaction.

To this end the raising of funds is the work of the Charity Steward, encouraging members to
donate in a generous manner.

The purpose of this Handbook is to provide guidance to the Charity Steward in undertaking
the duties of his office.

Welcome to the world of the Charity Steward.

Provincial Grand Charity Steward

--00000--
» Section 1 Role of a Charity Steward
» Section 2 Raising Funds
» Section 3 Gift Aid (General)
» Section 4 WKMCA
» Section 5 Records
» Section 6 Festival System and Masonic Charities
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ROLE OF A CHARITY STEWARD

The role of the charity steward may be summarised as follows:-

» To encourage brethren and companions to support charity and to be a constant reminder that
benevolence and charity are fundamental principles of the Order.

* To be acquainted with the various methods of encouraging and processing giving.
» To gain a working knowledge of the principal activities of the various Masonic charities.

* To record accurately the donations of every brother and companion maintaining the strictest
confidentiality.

* To gain a working knowledge of the principal activities of the West Kent Masonic Charities
Association.

» To maintain the continued interest of members in the Festival sponsored by the Province and
to encourage support of Provincial and Festival events and project.

* To attend regularly Provincial charity meetings and to report to the Lodge or Chapter on
matters of interest and urgency.

New Members

The Charity Steward should make it a practice of always going to Lodge committee meetings when
candidates are being interviewed for membership. Make the point under “any other questions” that
Masonry is about caring for other people and that each brother is expected to contribute regularly to
Charity. Ask specifically if, for example, the proposed candidate could reasonably afford to
contribute to charity by a regular donation each calendar month or quarterly by direct debit or
standing order. By this means you have sown the first seeds and, once the brother has been
admitted, remind him of his undertaking.

Handing Over to Your Successor

When you hand over to your successor please ensure you provide all the help, assistance and
guidance that he needs together with all relevant documentation.

Guidance
There is an established network of Charity Steward co-ordinators whose function is to provide

support to Charity Stewards. If you have any query, require assistance or help please contact your
co-ordinator. The list identifying your Lodge /chapter co-ordinator is shown on the next page.
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Malcolm Sissons

1422,2499,3578,4492,5338,5865,65836,7242,7546,7887,8045,
8451,8833,9020,9330

George Buckberry

1107,1692,3601,4834,5512,598405,6552,7060,7379,7722,8299,
8659,8890,9164,9445,9792

APGM Responsible for Lodge Group 3 - W.Bro J.L. Blew

Co-ordinator

Lodge Nos

Fred Elgie 829,1531,1837,3649,5085,5731,5&M25,6610,7084,7393,7742,8219,
8671,8898,9202
Ray Collings 1223,2148,4266,5435,5873,6206,64D5,8,7203,7476,7939,8311,
8710,8958,9231,9485,9802
Ray Stiles 2530,4810,5572,5956,6315,688293,7558,8046,8398,8462,3866,
9022,9192,9293,9560
APGM Responsible for Lodge Group 4 — W.Bro G.S. Finlay

Co-ordinator

Lodge Nos

John Weightman

2041,4077,4277,5449,5700,596496,6753,6868,7462,7992,8179,
8684,8784,8936

Ray Forster

299,913,1414,2399,4044,424918,5826,6161,6548,6932,7238,7617,
8278,8552,9012,9383

Terry Russell

1678,3042,5263,5929,6283,646405,7049,7136,7314,7492,8128,
8392,8885,9140,9563

Co-ordinator

Lodge Nos

Peter Powell - PGCS

5778,8378,8565,8593,9062,9279,9610.9799

Ron Wilson

Philip May

Royal Arch Chapters

Provincial Fund Raising
Team

Peter Powell, Fred Elgie, Stephen Hall, Fred Halligan, Roger Moye,
Derek Pearce, Ray Simmons, Roland Stokes.
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RAISING FUNDS

This is the fundamental part of the office of Charity Steward. Raising money for charitable
causes within your Lodge/Chapter.

There are various mechanisms to raise money, examples of which are listed below:

Donations via Direct Debit.

Cash donations.

Envelope Schemes

Alms collections

Fund raising within the festive board, e.g. Raffles.
Fund raising outside of regular meetings.

Donations from Individuals.

Direct Debit

Members can elect to donate via the Direct Debit Scheme, either monthly, quarterly, half yearly
or yearly whichever is their preference. If your Lodge/Chapter is not its own Registered Charity
(which most are not), Direct Debit forms can be obtained from WKMCA. (see also Section 4
Appendix D). They are also known as Gift Aid Pledge Forms.

This is the most convenient method as it is an automatic payment once the paperwork is
completed to enable the WKMCA to manage the recovery of tax paid on monies donated. Also
this will continue until the member cancels it. As Charity Steward it is important that this is
included in your records including the first payment date. Then after a suitable period, say three
to four years, you approach your member with a view to increasing the payment.

Cash/Cheques

Some members will prefer to pay by cash or cheque which can then be forwarded to the
WKMCA on the appropriate form into his own account with the WKMCA if he is claiming the
tax advantage of Gift Aid or maybe Lodge account if he is not. (See Section 4 Appendix B).

You may get a combination of payments by Direct Debit and cash especially where members
support Lodge fund-raising events in addition to regular Gift Aid pledges. You will need to be

flexible in your approach.

Envelope Schemes

The use of envelope schemes is proving to be an increasingly popular and effective method of
getting members to donate, especially non-dining (country) members and those who are unable
to attend a meeting.

There are several methods of applying the envelope scheme. Those currently in operation
include:-
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1) Gift Aided Envelope

The front of the envelope is pre-printed and the information contains the person’s name,
house number or name, postcode, a tax statement, signature and date (see Section 4
Appendix F).

The person donating completes the relevant information and inserts their donation and the
Charity Steward receives the envelope.

This can be applied to various situations.

e Sent with the Summons.

e Alms collection typically the envelope being placed on seats which can include visitors to
that meeting.

e White Table meetings. Note that Ladies and non-Masonic attendees can make a Gift
Aided donation.

The Charity Steward collects the envelopes and completes the appropriate form. He then
sends the form, together with the empty envelopes and the remittance, to the WKMCA
(see Section 4 Appendix F). The money and the amount of reclaimed tax will be entered
into the Lodge/Chapter Account at the appropriate time.

2) Other Envelope Systems

a) An envelope with the member’s name can be included with the summons. Inside the
envelope is a record card for that member showing how much he has donated and when.
The member can then write on the card his current donation and return it to the Charity
Steward. The Charity Steward will then record the donation and then process it
accordingly to his appropriate methodology, e.g. Send it to the WKMCA on the
appropriate form (Section 4 Appendix B), etc.

b) An envelope on which the member writes his own name can be included with the
summons into which the he places his donation. The envelope is then received by the
Charity Steward who processes it accordingly.

Please Note.

In 2a) and 2b) above always ensure that the member has completed a WKMCA Gift Aid
declaration form if applicable. The WKMCA Gift Aid declaration has only to be completed
ONCE and will be valid for the member’s lifetime (or until he ceased to pay income tax) and
further donations will always benefit from Gift Aid. It will be helpful to you if you also make a
note on your record system that the member has completed a Gift Aid declaration.

Raising Money at a Meeting

Alms Collections

Most Lodge/Chapters have alms collections, the envelope scheme can be used as previously
described. A plea in your report just prior to the collection may encourage some members to
donate a little more.
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Fund Raising at The Festive Board

Most Lodges/Chapters have a raffle. Try to have the prizes donated to maximise your
income. Ensure that the people present are aware of where the money is destined before you
sell the tickets.

Additional ways of raising money at the Festive Board include:-

e Guessing the time that the Master calls for the Tyler's Toast. This never ceases to
cause enjoyment. You can almost guess the times that certain people have chosen by the
length of their speech. A pound a guess with half going to charity and half in a prize will
not raise a large amount of money but it all goes to increase the enjoyment at the Festive
Board. If you do this one make sure that you decide before hand whose watch you are
going to use!

e Guessing the combined age of the three oldest members attending the meeting.
Again at a pound a go it will not raise a massive amount, but it gets everyone in the habit
of donating.

e A “Tiddler Box”. A box or tray could be circulated during the meal for members’ loose
change. We are only talking small change but it all adds up.

e Members could be “challenged” for forgetting to bring an item that has been previously
agreed to be something that all will possess at this sort of occasion. If the item is
forgotten then a small fine is imposed.

These last methods do not raise the sort of money that can be achieved by Gift Aid, raffles or
alms collections but they make giving fun. Your guests and members may go home feeling poor

but having had a good time are likely to return again and again.

Outside Activities

The number of ways in which you can raise money outside of Lodge Meetings are as many as
your imagination can devise. There are activities practised by a number of Lodges, which are
known to be successful. These include: -

e Curry Nights. Most restaurants will give you a fixed price, perhaps slightly cheaper than
their normal rate if you block book and choose a fixed meal. Add on a small amount to
the price of each ticket and you have not only had a good time and a bit of social bonding
with your members but you have also raised money for charity. A small raffle will also
up the amount raised.

e Lodge Barbecues. Most Lodges will have a member who claims to be an expert at the
barbecue. Once a year have a “do” at their home. Either bring the food or he can charge
according to the cost, plus a bit for charity. It is easy to have a small raffle and/or a quiz
that also helps towards the chosen charity.

e LOI Dinners/Lunches. Similar to Curry Nights.

e Boot Sales. Have your members search their lofts and garages for unwanted items and
then find someone who does not mind getting up early on a Sunday Morning to sell them.
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e  West End Shows. Most people like to see a West End Show. If you book a party of 12
or more via Ticketmaster, you will get a reduction on your ticket price, usually about
30%. All you need to do is add, say £5, onto the price you pay and your members still see
a show at a far cheaper rate than they would if they bought the tickets themselves and
more money to charity.

Other activities could include Race Nights, Coffee Mornings, Quiz Nights, Burns Nights, Fish &
Chip Suppers, Golf Tournaments, Garden Parties, Disco's, Firework Displays, Cockney Nights,
White Tables, Coach Outings, Donations to Charity in lieu of giving Christmas cards. The list is
only limited by your imagination.

The other benefit of these activities is that you can invite your partners and other Non Masonic
guests.

Your Charity Steward Co-ordinator is there to help and if he has not organised one of these
events in the past, he will know someone who has.

]
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GIFT AID (General)

What is it? How does it work?

Gift Aid was introduced in April 2000 to encourage greater charitable giving by removing the
previous covenant system and introducing a system whereby any donation made to a registered charity
can attract a further 28% from the Inland Revenue providing the donor is a UK taxpayer. Therefore,
for every £1 donated the charity can receive a further 28p from the Inland Revenue making the
original £1 donation now worth £1.28.

It must be emphasised that the donation must be 'gifted' by the donor. There can be no expectation of
reward or return associated with the donation. Put in simple terms Gift Aid does not apply to raffles,
tombola, etc., where prizes can be won.

--00000--

As already mentioned the donor needs to be a UK taxpayer. It does not matter at what rate they pay
tax as long as they have paid the equivalent amount of tax on their income that the Charity will
reclaim. This can also include tax paid on Capital Gains.

A higher rate taxpayer will be able to claim the difference between the basic rate of tax and the higher
rate that they are paying. This is achieved by the basic rate band being extended by the grossed-up
amount of their charitable donations, thereby saving 18% on the gross donations when they are
assessed.

The donor must have signed a Gift Aid Declaration. The wording of the declaration can be similar to:-

1. I want all donations I have made to the (name of charity) since the 6 April 2000 and all donations |
make from the date of this Declaration (until 1 notify you otherwise) to be treated as Gift Aid
donations for which I wish the (name of charity) to reclaim the tax | have paid thereon. (see
section 4 - Appendix E)

2. The declaration could also be much simpler. For example a number of charities who hold
sponsored walks will often have a column for the donor to tick where they are willing for their
donation to be Gift Aided. There is a statement at the top of the form explaining that the person
must be a taxpayer, but simply ticking the box allows the collection of the tax. (see section 4 -
Appendix G)

Any Declaration must include at the very minimum, the persons name, their house name or number
and the postcode. This is required so that if the Inland Revenue decide to check the accounts, there is
an audit trail that can be followed from the donor to the charity.

There are many ways of reclaiming the money from the Inland Revenue.

If your Lodge already reclaims its tax from the Inland Revenue via its own Charitable Association
then you will already be fully aware of how it is done.

If your donor has an account with the West Kent Masonic Charities Association (WKMCA) then they
will reclaim the tax paid for you. All you have to do is to pay the donation in, using one of their
forms, giving your members name and account number. Please ensure that your member has
completed a Gift Aid Declaration, a form for which can be obtained from the WKMCA Please note
that whereas when Covenants were used, the mandate did not need a separate declaration, with Gift
Aid it does.

This will also apply to money donated to any Registered Charity where your member has signed a gift
aid declaration form issued by the Charity involved.

If your donor does not have an account with the WKMCA. You can utilise the WKMCA Envelope
Scheme, details of which are shown in Section 4 - Appendix F, and all monies including Gift Aid will
be credited your the Lodge account with the WKMCA.

Issue | March 2005



Section 4 Page 1 of 1

WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA Tel: 020-8462-9249

The WKMCA was established as a registered charity in 1990 by a trust deed, and is controlled by
Trustees and a Committee elected by the members at the Annual General Meeting. The daily
management is handled by a team of volunteers, who receive no payment or expenses for their
services.

Although the WKMCA is run by West Kent Masons for West Kent Masons, it must be stressed
that it is quite independent of the Province of West Kent, and that financial information held is
confidential to account holders and their Charity Stewards.

Money can be paid in by cheque (payable to WKMCA), by cash, or by regular direct debit.
Account holders receive an annual statement currently via their Charity Steward

The function of the WKMCA is to provide a secure and convenient way for members to deposit
charity funds, and to make payments to charitable causes, whether Masonic or non-Masonic. Such
payments are made only upon written instructions from the account holders. Funds can also
be transferred from an individual’s account to a Lodge /Chapter WKMCA account by mutual
agreement with the Charity Steward.

Funds are held within a high-interest deposit account with the Charity Aid Foundation. The
interest generated is added quarterly to each account.

Since April 2000, when the Inland Revenue revised the rules. Gift Aid now generates considerably
higher charitable income than interest earned. It means that individual members who are UK
taxpayers can obtain a 28 refund of income tax at on donations made to the WKMCA. For
example, a donation of £100 attracts a £28 tax refund to be added to the individual's account. The
WKMCA handles this, the one requirement being that the individual must lodge with the
WKMCA a completed Gift Aid Declaration, which remains valid for all further donations.

Gift Aid can be extended to cover envelope schemes run by Charity Stewards, and also to
sponsored events. The appropriate envelopes and WKMCA forms must be used to obtain this
extra tax refund.

Please do contact our office if you have any queries, and we welcome visits from Charity
Stewards, but please telephone in advance.

The following WKMCA forms are enclosed. Supplies of these forms may be obtained from the
WKMCA office or downloaded from the Provincial website.

Application for Membership . . . Appendix A
Donations Submission . . . . Appendix B
Gift Aid Scheme . . . . . Appendix C
Gift Aid Pledge . . . . . Appendix D
Gift Aid Declaration .. . . . . Appendix E
Gift Aid Donations by Envelope, with guidance notes Appendix F
Sponsorship & Gift Aid Declaration .. . . Appendix G
Request for Payment to a Charity .. . . Appendix H
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SECTION 4 : APPENDIX A

WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA Tel: 020-8462-9249

APPLICATION FOR MEMBERSHIP

LODGE/CHAPTER/etc No

PANECRAMILY STEWAIT oo ssseeeeeeessmsssesssessssssssssessssssssesseesssssesesesssssssseeeee

Please complete Section A or Section below, as appropriate

A Application for membership by the Lodge/Chapter/ etc

We, the undersigned, on behalf of the aforementioned Lodge/Chapter/etc. do apply for membership of the
West Kent Masonic Chartitites Assocation. We confirm that this application has been duly approved by
Resolution in Open Lodge

signed Sectretary or Treasurer

signed Charity Steward

B Application for membership by an individual NB This form need not be completed when a new Gift Aid

Pledge is submitted, when membership is automatic

print full name

print full address

Achequeforf ................. as a first contribution is enclosed
payable to WEST KENT MASONIC CHARTITIES ASSOCIATION or WKMCA
All monies, with accrued interest, will subsequently be directed to the Charity of your choice



To:

SECTION 4 : APPENDIX B

WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA  Tel: 020-8462-9249

From: Lodge/Chapter name:

No:

Please print in box name & address for reply

NS —————_————

Donations to Gift Aid scheme:

Tax paying individual

members only

Account , Sum £
Member’s name
number enclosed
Enter “New” Minimum £10
is applicable per account

Important: a Gift Aid Declaration must be
completed before the WKMCA can reclaim tax

on donations from a member

CHEQUES PAYABLE TO WKMCA or

WEST KENT MASONIC CHARITIES ASSOCIATION

DONATIONS SUBMISSION

Date:
Telephone No:

As acknowledgement, this form will be signed, dated, photocopied
and returned to the address given. Formal acknowledgements will
follow for new memberships, Direct Debits, etc.

We shall automatically open an account for any individual, Lodge,
Chapter, etc., where no account previously exists, credit the
donation therein, and notify you of the account number

Lodges, Chapters, other bodies, individuals
not participating in the Gift Aid scheme
Account Sum€£
number Account name enclosed

Other Donations:

Minimum £10 per
account

New Gift Aid Pledges enclosed:

Account Tick if Sum £
number Member’s name Direct | enclosed
(if known) Debit (if any)

Total sum enclosed: £
for use by
Please
always WKMCA
guote
account
numbers
Actioned by
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WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA  Tel: 020-8462-9249

THE NEW GIFT AID SCHEME
Notes for Charity Stewards

The revised Gift Aid scheme came into effect on 6th April 2000, whereby there is now no minimum or
maximum donation upon which the WKMCA may claim a refund of tax at 28p in the £ on behalf of a
member, provided that the member is a UK taxpayer, and that the tax reclaimed (from all sources)
does not exceed the tax paid during any one year by that member. All refunds will be made through
the Gift Aid mechanism, and credited to the members' accounts. Donations may be one-off,
occasional or regular.

Please use the following forms to enable us to establish an audit trail, which may be required for audit
by the Inland Revenue.

GIFT AID DECLARATION

This new form is the most important one, and it gives us authority to reclaim tax on behalf of the
member. Please read it carefully, along with the accompanying notes.

A Declaration must be completed by all your members who are taxpayers and who wish tax to be
reclaimed by the WKMCA on their donations. Return completed Declarations to WKMCA, keeping a
list for your own records. If a member informs you that he has already completed a Declaration
through another Lodge/Chapter (see note 5 on the Declaration), include that information on your own
list.

Once a Gift Aid Declaration is lodged with WKMCA, all donations qualify for tax refunds, whether
made by Direct Debit or as a straight donation through the Charity Steward.

GIFT AID PLEDGE

This replaces covenants, and at first glance looks very similar. Again, please read it carefully, along
with the notes on the reverse. A Pledge works like a covenant, but is not a legal deed and requires no
witness.

It is for those who wish to commit themselves to regular donations, and payment is usually made by
Direct Debit, using the mandate attached to the Pledge. Send the completed form to us, so that we can
action the Direct Debit mandate, and a photocopy is returned to you for your records.

If a member wishes to pay by cash, you need not send us the Pledge, but keep it in your own records as
a reminder to your member of his commitment. Simply send the payments to us as donations. You
will see that the time span is open-ended, but the sum and frequency can be varied by arrangement.

DONATIONS SUBMISSION

We ask Charity Stewards to use this form, as it is part of the audit trail. The most important aspect is to
keep Gift Aid donations separate from other donations. To keep our administration within reasonable
bounds we have set a minimum limit of £10 on a donation to any one account.

These notes have been kept as brief as possible, and should be read in conjunction with the new forms,
which you are welcome to photocopy. But do contact us if you have any queries.



Lodge/Chapter: No:

Gift Aid Pledge

To: West Kent Masonic Charities Association
| promisetopay £ ......ccoceeeenes by Direct Debit

each month / quarter / half-year / yeafdelete as appropriate)
from the 1st day Of.......oooiieiiiiis (enter month)

(allow at least 6 weeks after the date entered below)

for a minimum period of four years, and thereafter
continuing until such time as | give notice of variation
or termination in writing.

Signature ...

(BLOCK LET-
SUMAIME ..ottt e e e e e eeean

FOrename(S) «.ooocueeeeeeiiiiiee e

Address

Use this form if you intend to make regular donations.
To pay by Direct Debit, please complete the mandate on
the right.

Do not use this form for one-off or occasional donations,
which should be made directly to your Charity Steward.

WKMCA Donor DD

q Jpebit

Instruction to your

Bank or Building Society

Please fill in the whole form
using a ball point pen and send it to:

Originator's Identification Number

West Kent Masonic Charities Association
Oakley House

Bromley Common

Bromley

Kent BR2 8HA

9/4/1/0(2|8

Reference Number (WKMCA will enter)

Name(s) of Account Holder(s)

(BLOCK LETTERS)

Bank/Building Society account number

Instruction to your Bank

or Building Society

Please pay West Kent Masonic Charities
Association Direct Debits from the account
detailed in this Instruction subject to the
safeguards assured by the Direct Debit
Guarantee. | understand that this Instruction
may remain with West Kent Masonic Charities
Association and, if so, details will be passed
electronically to my Bank/Building Society.

Branch Sort Code

Name and full postal address
of your Bank or Building Society

Signature(s)

Date

(BLOCK LETTERS)
To: The Manager

Address

Bank/Building Society

Banks and Building Societies may not accept Direct Debit instructions for some types of account.

_
_
®

This section containing the
Direct Debit Guarantee
should be detached and
retained by the Payer

This form,
duly completed,
should be sent

via your
Charity Steward
to the WKMCA

The Gift Aid scheme is of benefit

DIRECT
q Joebit

The Direct Debit
Guarantee

B This Guarantee is offered by
all Banks and Building
Societies that take part in the
Direct Debit Scheme. The
efficiency and security of the
Scheme is monitored and
protected by your own Bank or
Building Society.

B If the amounts to be paid or
the payment dates change,
West Kent Masonic Charities
Association will notify you at
least ten working days in
advance of your account being
debited or as otherwise
agreed.

B If an error is made by the
West Kent Masonic Charities
Association or your Bank or
Building Society, you are
guaranteed a full and immedi-
ate refund from your branch of
the amount paid.

B You can cancel a Direct
Debit at any time by writing to
your Bank or Building Society.

‘¥ NOILO3S

a XIdN3addV



WEST KENT MASONIC CHARITIES ASSOCIATION "/

SECTION 4 : APPENDIX E

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804

Oakley House, Bromley Common, Bromley, Kent BR2 8HA

GIFT AID DECLARATION

Block capital please

Surname: Forename(s): Title:

Address:

Postcode:

I wish all donations | have made to the WKMCA since 6 April 2000 and all donations | make from the date
of this Declaration (until I notify you otherwise) to be treated as Gift Aid donations for which I wish the
WKMCA to reclaim the tax | have paid thereon. | am a UK taxpayer.

Signature: Date:

Please read | | (00/Chapter name: Number:

notes below g P ) )

Notes

1. Following changes in the law relating to Gift Aid reclamation of tax paid on donations, to

satisfy the requirements of the Inland Revenue, it is necessary to establish an “Audit Trail”,
part of which is the Declaration above, which after completion should be passed to the
WKMCA via your Charity Steward.

This Declaration should only be completed if you are a UK taxpayer, and you must pay income
tax and/or capital gains tax at least equal to the tax that the WKMCA reclaims on your
donations in the tax year (for example, it is 28p for each £1 you give during the tax year).

Please notify the WKMCA of any changes to the details given, or if you wish to cancel this
Declaration (eg if you no longer pay tax equal to the tax that the Charity reclaims).

If you pay tax at the higher rate you may be able to claim further tax relief in your Self
Assessment return.

The WKMCA requires only one Declaration per member. Please inform your Charity
Steward if you have already completed a WKMCA Declaration through another
Lodge/Chapter
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WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA  Tel: 020-8462-9249

GIFT AID DONATIONS by ENVELOPE

Many Lodges/Chapters distribute envelopes to encourage charitable donations by their members.
Under Gift Aid many of these donations are eligible for tax refunds, and this scheme by the WKMCA
will enable you to reclaim that tax. This does not replace any existing Gift Aid arrangements, but
supplements them.

It will be particularly useful to any of your members who do not have individual accounts with
WKMCA, to visitors and to supporters (eg ladies, family and friends). These notes should be read in
conjunction with the “Gift Aid Donations by Envelope” form.

Printed envelopes are available from the WKMCA office, or from masonic centres within the
Province.

This envelope scheme applies only to those who are UK tax payers.

The procedure is as follows:
1. Ask the donor to seal his gift inside the envelope and complete the details on the front.

2. In private, open the envelope and pencil in the donation on the front of the envelope (for your own
information).

3. As you process envelopes, transfer the details to the form, one line per envelope. When the form is
full (or nearly full — please do not submit a form with just one or two entries), add up the total
donations and send the form, together with the empty envelopes and remittance, to WKMCA.
Remember to include your details in the top box, including the account number into which the total
is to be paid. You will receive the usual receipt.

4. Every month we shall submit a tax claim to the Inland Revenue, and the subsequent tax refund
(which takes about a month) will be credited to the same account.

5. For your own records keep a photocopy of the form.

If you wish to produce your own envelopes, please use the layout below.

West Kent Masonic Charities Association

Registered Charity No 803804 Cheques payable to WKMCA
Name in full:
Postcode: House No.

(or name):

I am a UK taxpayer intending tax to be reclaimed on the enclosed
donation made under the Gift Aid scheme

Signature: Date:

Remember that tax refunds add a further 28% to a donation.
So £10 becomes £12.80!
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WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA  Tel: 020-8462-9249

GIFT AID DONATIONS by ENVELOPE

Those listed below have completed envelopes containing Gift Aid declarations,
are UK taxpayers, and request income tax refunds on the sums given

Lodge/Chapter (name & no): .
Charity Steward: WKMCA account no:

Full name House No. Postcode Amount Date given

(CAPITALYS) (or name) (essential) given £ (dd/mmlyy)

Total donations £

Use as many forms as you

To be completed by WKMCA Date received by WKMCA: Li‘i,ﬂ,?opi(eféfmbutvmffwrﬁg
Tax to be reclaimed on above donations: £ Claim Ref: on the backs. Enter a separate

total for each form.




SECTION 4 : APPENDIX G
WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA  Tel: 020-8462-9249

SPONSORSHIP & GIFT AID DECLARATION FORM

We, who have given our names and addresses below, and who have ticked the box entitled Gift Aid?, want the
above charity to reclaim tax on the donations details below, given on the date shown. We understand that each of
us must pay income tax or capital gains tax equal to the tax reclaimed by the charity on the donations.

Sponsored event:

WKMCA account no:
Lodge/Chapter (name & no):
Full name House No. Postcode Amount Date given | Gift Aid?
(CAPITALS) (or name) (essential) given £ (dd/mmlyy) | (tick ¢)

Total donations £

To be completed by WKMCA

Tax to be reclaimed on above donations: £

Date received by WKMCA:
Claim Ref:

Use as many forms as you
require (from WKMCA or
photocopied), but do not write
on the backs. Enter a separate
total for each form.




SECTION 4 : APPENDIX H

WEST KENT MASONIC CHARITIES ASSOCIATION

Incorporating the West Kent Masonic Charities Fund, Registered Charity No 803804
Oakley House, Bromley Common, Bromley, Kent BR2 8HA Tel: 020-8462-9249

Lodge/Chapter: No:

REQUEST FOR PAYMENT TO A CHARITY

I hereby request the Association to issue a cheque or cheques payable to the charity or charities named
below, to be debited against the account or accounts shown.

I confirm that this request has been duly authorised by the account holder(s).

Signed:

Office held:

Date:

Full name in capitals:

Address in capitals, including postcode:

Telephone:

Account name Account No Charity name Sum required WKMCA use

Received

Balance
checked

Financial
update

Cheque(s)
No(s) & date

A photocopy of this application will be sent to the address above,
enclosing the cheque(s) requested, for onward transmission to the charity or charities nominated.
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RECORDS

An important aspect is the recording and maintaining records of donations especially by
individual members. The information you should consider including is:-

e Donations by individual Lodge/Chapter members

e An indication where donations are being made by Direct Debit, i.e., commencement
date and frequency of payment. This can assist when endeavouring to increase the
amount of payment. For example, if a member has been donating £100 for a period of
time you may wish to encourage him to increase that payment.

o Festive Board Raffles
o Alms Collections
e Lodge Events

e Gift Aid Declaration completed and signed where appropriate (see Section 3). It is
important to remember that although a donation is being paid by direct debit any
additional cash donations by that member will attract tax relief with Gift Aid.

e Other

The Charity Steward usually maintains the records but the Treasurer may also in part or wholly
be involved. However it is done, it is important that it is carried out.

The importance of maintaining good records is particularly relevant when in Festival, supporting
a Masonic Charity (see Section 6), when there is an associated award system (called Honorifics).
The award given (Grand Patron, Patron, Vice Patron, etc.) is related to the amount given by an
individual member or Lodge/Chapter during the period of the Festival. . Many members are
keen to receive such awards and your accurate recording of their donations, which should also
include tax relief and interest earned, is essential.

If you use the WKMCA they provide an annual statement for every member who has an
individual account with them, which will show all his donations, tax relief and interest. This also
applies to the Lodge/Chapter accounts.

These annual statements will be sent direct to you as Charity Steward. You will receive two
copies, one for your records and one for you to pass to the individual member concerned.

With the individual member’s consent you can then move the money from their individual
account to the Lodge/Chapter account or to whichever charity they wish to support. The
WKMCA must be notified/instructed accordingly and your record updated.

Without your instruction the WKMCA cannot act.

The same applies to your Lodge/Chapter accounts.
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THE FESTIVAL SYSTEM AND MASONIC CHARITIES

1. FESTIVAL SYSTEM

It is a long established practice for Provinces to take responsibility for running a Festival for one of
the major charities listed below. Agreement is reached between the Charities and the Provinces
how the festivals will be allocated and the timetable is drawn up many years in advance to enable
the necessary planning to be completed. The system currently in place ensures that a Province
heads a festival for each Charity in turn.

It is for the management of the Province to determine how long it will run its Festival appeal and to
determine its target. Our recent example of this was the 2003 RMBI Festival. The Province of
West Kent agreed to raise £5 million for the Royal Masonic Benevolent Institution. The Festival
was over a ten-year period, concluded in March 2003

2. DETAILS OF THE MAJOR MASONIC CHARITIES

There are four major charities that have a role encompassing the whole of the Masonic movement.
These are:-

GRAND CHARITY
The Grand Charity was formed in 1980 as an Independent Charity to take over the functions of the
United Grand Lodge of England’s Board of Benevolence, which itself had its origins in the
Committee of Charity set up in 1725. It could be more flexible than the other Masonic Charities
and would respond to wider needs including cases of natural disaster while still continuing to help
individual Freemasons and their dependants. Like its predecessor, the Grand Charity has a
threefold function namely,

» relieving distressed Freemasons and their dependants,

* making grants to other Masonic Charities

* making grants to non-Masonic causes.

Further details may be obtained from The Grand Charity, 60 Great Queen Street, London, WC2B
5AZ. Telephone 020 7395 9293 or visit the Website - www.grandcharity.co.uk

ROYAL MASONIC TRUST FOR GIRLS AND BOYS

The Charity was set up under a Trust Deed in November 1982 and on 1st January 1986 the Royal
Masonic Institution for Girls (formed in 1788) and the Royal Masonic Institution for Boys (formed
in 1798) were combined to form the Masonic Trust for Girls and Boys to continue nearly two
hundred years of care for the children of poor families.

The object of the Trust is the relief of poverty and the advancement of education by:-

» Support for the children of distressed or deceased Freemasons, the aim being to give them
the start in life they would have received had distress not befallen their families.
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e Where funds permit to provide help to children not connected to Masonic families and to
support charities connected with children.

Further details may be obtained from the Royal Masonic Trust for Girls and Boys, 31 Great Queen
Street, London, WC2B 5AG. Telephone 020 7405 2644 or visit their Website www.rmtgb.org

ROYAL MASONIC BENEVOLENT INSTITUTION

The Institution came into being in 1842 and provides a comprehensive range of services designed to
meet the needs of older Freemasons and their dependants through residential and nursing care in
homes through England and Wales and sheltered accommodation as well as practical and financial
support for those who wish to remain in their own homes.

A particularly fine example of the Institution's work can be seen within our own Province at Prince
George, Duke of Kent Court at Chislehurst, which is always appreciative of help and support from
local Lodges and Chapters.

Regular practical help and advice, through the Care Advice Team, home improvement loans and
respite holidays are other important ingredients in the help the Institution provides.

Further details may be obtained from Royal Masonic Benevolent Institution, 20 Great Queen Street.
London, WC2B 5BG. Telephone 020 7596 2400 or visit their Website www.rmbi.org.uk.

NEW MASONIC SAMARITAN FUND

Established in 1990 with the active support of United Grand Lodge of England, the New Masonic
Samaritan Fund is an independent charity, which provides support for sick and infirm Freemasons,
their families and dependants who are in need. The Fund gives relief to those applicants who
cannot afford the full cost of private health care and who are unable to obtain their treatment on the
U.K.’s National Health Service without undue delay or hardship.

Further information may be obtained from New Masonic Samaritan Fund, 26 Great Queen Street,
London, WC2B 5BB. Telephone 020 7404 1550 or visit their Website www.nmsf.org.

It is essential that Charity Stewards should be conversant with the main charities and they should
ensure that members of their Lodges/Chapters, including new Freemasons, understand the
important part the charities play in our existence.

The charities are always willing to provide leaflets and information about their work.
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