Dear [insert name] 

I am writing on behalf of St Whatsits Church to thank you for your financial support and for giving us the opportunity to reclaim some tax by using the Gift Aid scheme.  
According to my records, in the year 200? you have made the following donations to St Whatsits funds:-


£

By weekly envelopes
00.00
In signed envelopes
00.00
Giving a total donation of 
00.00
 on which we can reclaim 00.00 in tax.

Please check your tax position and ensure that you have paid, or will be paying this amount of tax to the Inland Revenue.  If not, please let me know as soon as possible.  

Please keep this letter, because you will find it useful if you have to fill in a tax form.  

If you have any concerns or questions about the Gift Aid scheme, please do not hesitate to get in touch with me.

Thank you, once again for your valued support.  
Yours sincerely

I Claimit
Gift Aid Secretary
