
You could make a 
world of difference

Payroll Giving: Employer’s Pack





Employer’s Checklist 

Setting up a Payroll Giving scheme is simple! 

Have you? 

□ 

□ 

□ 

□ 

□ 

□ 

Received a Payroll Giving Pack or downloaded a copy from our website at www.charitablegiving.co.uk 

Completed and signed a Payroll Giving Contract 

Returned, by post, the Payroll Giving Contract to: 

Charitable Giving 

Union Mine Road 

Pitts Cleave 

Tavistock 

PL19 0NS 

Received a countersigned Payroll Giving Contract from Charitable Giving 

Appointed a Scheme Administrator 

Provided the Scheme Administrator with a copy of the: Information Sheet, Scheme Administration Checklist, and 

Sending Payroll Giving Monies sheet 

If you have any questions, please contact us on 01822 611180 or via mail@charitablegiving.co.uk 

Union Mine Road | Pitts Cleave | Tavistock | PL19 0NS  

Tel. 01822 611180 | Fax. 01822 618718 | Web. www.charitablegiving.co.uk 

Registered Charity No. 1128013 | Company Registration No. 6754603 

Version 27102014/STANDARD  



Administration Charges 

The following terms are available for new contracts: 

• The standard administration charge for processing Payroll Giving deductions will be £0.25 per donor per month

• The minimum Payroll Giving deduction required will be £1.00 per week or £5.00 per month

• The standard administration charge for processing “matched” funding will be £0.25 per donor per month

• Employers are required to send their:

o Payroll Giving monies (that is, payroll deductions, administration charges, matched funds, as

appropriate) as a single amount, monthly, by credit transfer, e g, BACS

o Listings of Payroll Giving deductions electronically either in a Microsoft Excel (*.xls) or a comma-

separated variable (*.csv) format

When completing a new Payroll Giving Contract: 

• For the administration charge in Paragraph 4:

o The second option should be “ticked”

o £0.25 should be entered as the amount

• If employees’ donations are to be matched, for the administration charge in Paragraph 6:

o The second option should be “ticked”

o £0.25 should be entered as the amount

If you have any questions, please contact us on 01822 611180 or via mail@charitablegiving.co.uk 
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Information Sheet 

Operating a Payroll Giving Scheme 

1 Before a Payroll Giving scheme can be operated, the following must have been completed and signed: 

� A contract between the employer and Charitable Giving, the Payroll Giving Contract

Charitable Giving will inform HMRC that you are operating a Payroll Giving scheme. 

2 Before Payroll Giving deductions can be made, an employee must have completed a Donation Choice Form provided by 

Charitable Giving or an equivalent mandate provided by an employer, a Professional Fundraising Organisation (PFO), or a 

charity. 

Completed forms of the data therefrom are sent to Charitable Giving for processing. As necessary, Charitable Giving will 

forward employees’ instructions for Payroll Giving deductions to an employer’s payroll office by a Microsoft Excel file (*.xls) 

to enable them to make deductions from the payroll. 

3 It is not necessary for an employer to know to which charities an employee is donating. If an employee wishes to donate 

anonymously, the Donation Choice Form should be sent directly to Charitable Giving by the employee. 

4 Regular Payroll Giving deductions as well as one-off donations: 

� May be made from weekly, fortnightly, four-weekly, monthly, or quarterly pay

� Are made from gross pay before the calculation of tax as a standard payroll deduction (there is no effect on NI

contributions)

5 A remittance of Payroll Giving deductions must be sent each month by credit transfer, e.g. BACS, to Charitable Giving by 

the 19
th

 day of the PAYE month to ensure that donations can be distributed to charities in the first ten working days of 

the following month (See the information sheet entitled Sending Payroll Giving Monies). 

Each month’s remittance must be accompanied by an itemised schedule of total Payroll Giving deductions by employees as well as 

any administration charges and matched funds. Schedules should be provided as electronic files (i.e. in *.csv or *.xls formats) 

transmitted to Charitable Giving as email attachments (See the information sheet entitled Sending Payroll Giving Monies). 

If you have any questions, please contact us on 01822 611180 or via mail@charitablegiving.co.uk 
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Scheme Administration Checklist 

Administering Payroll Giving is easy! 

Initial Set Up 

□ 

□ 

□ 

□ 

□ 

Email your Scheme Administrator’s details, including name, initials, title, position, telephone number, and email address 

to mail@charitablegiving.co.uk 

If appropriate, ensure that each subscribing employee has completed a Donation Choice Form from Charitable Giving 

or an equivalent mandate provided by your company 

Record the Payroll Giving deduction details from the Donation Choice Forms (or equivalent mandates) or from the 

details provided by Charitable Giving as a Microsoft Excel file (*.xls) or from a Professional Fundraising Organisation 

(PFO) 

If appropriate, send the original or a copy of each Donation Choice Form or equivalent mandate to Charitable Giving 

From the Payroll Giving deduction details, set up Payroll Giving deductions on the payroll system as a deduction from 

gross pay before tax (please note that NI contributions are unaffected) 

Month 1 

□ 

□ 

□ 

□ 

Complete payroll processing including Payroll Giving deductions 

Calculate the administration charges for Payroll Giving (if they are to be paid by the company) and, if appropriate, 

matching and matched funds 

Prepare a schedule of Payroll Giving deductions by employee as an Excel (*.xls) or CSV (*.csv) file and send by email to 

Charitable Giving (see Sending Payroll Giving Monies sheet for details) 

Send the total amount of money (including any administration charges and matched funding, if appropriate) in a single 

BACS transaction to Charitable Giving by the 19th day of the month following the PAYE month (see Sending Payroll 

Giving Monies sheet for details) 

Month 2 Onwards 

□ 

□ 

□ 

Ensure that Payroll Giving deduction details are updated on the payroll system for starters, leavers, and changes in the 

deduction details of existing subscribers, e.g. increased or decreased deductions 

If appropriate, send the original or a copy of any Donation Choice Forms or equivalent mandates to Charitable Giving 

Complete Month 1 procedures 

If you have any questions, please contact us on 01822 611180 or via mail@charitablegiving.co.uk 
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Sending Payroll Giving Monies 
To facilitate our electronic processing of your Payroll Giving deductions, we would be grateful if you would please ensure that all of the following 

boxes are “ticked”: 

� Send all money, i.e. payroll deductions, administration fees for Payroll Giving and/or matching, and matching funds, by electronic 

transfer, e.g. BACS or internet banking 

� Send the total amount of money in a single BACS transaction (not a separate transaction for each employee) 

� In the description for your transmission, please include your 4-digit client reference 

You will be advised of our bank details and your Client Reference when the countersigned copy of the Payroll Giving Contract is 

returned 

� Send a schedule of Payroll Giving deductions at the same time as sending your funds; this is a statutory requirement of operating a 

Payroll Giving scheme 

� Send the schedule of Payroll Giving deductions as either an Excel or CSV file as an email attachment to mail@charitablegiving.co.uk 

• The file must contain at least the following fields:

Name Initials Payroll/NI Reference Amount 

Example A 000001 8.00 

• If possible, it would be useful to have an indication of any change in donor status, i.e. new, ceased (show Amount = 0.00),

increase/decrease in amount, as follows: 

Name Initials Payroll/NI Reference Amount Matching Status 

Example A 000001 8.00 4.00 NEW 

Example B 000002 15.00 7.50 NEW 

Example C 000003 6.00 3.00 INCREASE 

Example D 000004 10.00 5.00 NEW 

Example E 000005 0.00 0.00 CEASED 

Example F 000006 6.00 3.00 DECREASE 

SUB-TOTAL 45.00 22.50 

Payroll Giving Admin 1.25 

Matching Funds 22.50 

Matching Admin 1.25 

TOTAL 70.00 

• If you include the administration fee(s) and/or matched funds with your funds transfer, this should be shown as indicated,

suitably labelled (see above)

If you have any questions, please contact us on 01822 611180 or via mail@charitablegiving.co.uk 
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