


If we initially only ask you to
process one type of donation
for us - can we then ask you
to do more?

All types of donations are open
to you at any time. Just let us
know if you need us to handle
more transactions for you by
contacting the CAF Fundraising
Support team. If you wish to
start accepting Direct Debits

we require a minimum of eight
weeks' notice to get everything
in place for you, this is the
processing time it takes for
BACS to set up your Direct Debit
service. There will also be an
additional cost for the Direct
Debit service.

Does CAF thank supporters
on our behalf?

Supporters giving through CAF
Fundraising Support Online
will automatically receive a
thank you email free of charge.

Will our supporter’s details
be available to third parties,
marketing agencies etc?

No. The data that we hold
belongs to you and we will

only share that data if you ask
us to or if we are legally obliged
to do so.

Can supporters contact you
directly to make donations?
We will provide you with

all the tools you need to be

able to accept donations, but
unfortunately we cannot act

as a call centre. Your existing
supporters can of course contact
us with any questions or to
upgrade their existing donations.

Why do you need to carry
out identification checks on
our charity?

As an organisation that makes
financial transactions, we are
obliged to do so to comply
with anti money laundering
and counter terrorism (AML)
regulations and guidelines.

Why might you need to carry
out checks on our supporters?
In order to comply with AML
regulations and guidance we are
obliged to carry out checks from
time to time in respect of donors.
This includes identifying and
verifying the donor, and making
sure that the money comes from
a legitimate source. If we cannot
satisfy ourselves that everything is
in order, we are obliged to return
the money to the source from
which it came.

How long does it take to

get our Service User Number
(SUN) for Direct Debits?

BACS require an eight week set
up period to register your charity
on their system. We will test

your SUN before you go live to
make sure everything is in perfect
working order.




Our bank for charities, CAF Bank
reduced or totally removed the
cost of ‘bank charges’ for over

16,000 charities last year.

Any more questions?

We’re here
to help

New
CAF Fundraising Support customers

If you have any further queries or would just like to learn more,
visit the website or contact the Business Development team:

www.cafonline.org/caffundraisingsupport

E managingmoney@cafonline.org
T 03000 123 222°

Existing
CAF Fundraising Support customers

Existing Fundraising Support customers can visit the website or contact
the Fundraising Support team:

www.cafonline.org/caffundraisingsupport

E fundraisingteam@cafonline.org
T 03000 123 400"

10 *Lines are open 9am to 5pm Monday to Friday. Calls may be monitored/recorded for training/security purposes.



When opening a new CAF Fundraising Support account it is essential
that you provide all the requested information. These guidance notes
have been designed to help you gather all the relevant information
and documents required to complete the application form.

Please ensure you complete each relevant section clearly, in full, and
in black ink using block capitals. Additionally, please make sure you
have read and understood the accompanying product information
and terms and conditions. If you don’t understand this product
information, the terms and conditions or any part of this form then
please ask for further information and guidance, or seek independent
advice before signing the application form and returning it to us.

Should you make a mistake, please cross out the incorrect entry, write
in the correct details above the box and initial the changes.

We cannot accept application forms on which correction fluid has
been used.

In order to comply with UK anti-money laundering (AML) and counter
terrorism legislation, we are required to verify the identity of your
organisation. This may necessitate us requesting further information
and/or documentation from you from time to time.

Additionally, in accordance with AML, we cannot accept familiar or
nicknames for identification purposes, so please provide full names
wherever prompted. These procedures are in place to help protect
you and your organisation against financial crime.

Please return your completed application form, along with any
identification documentation and a cheque for your initial deposit to:

CAF Client Relations team,

CAF Fundraising Support applications,
25 Kings Hill Avenue, Kings Hill,

West Malling, Kent ME19 4JQ

Please also remember to send us a pre-printed paying-in slip.

CA Charities Aid
Foundation



Section 1

1.1 Charity name

1.2 Working name

1.3 Registered address

Postcode

1.4 Correspondence address

Postcode

Charity phone number

Fax

1.5 Charity email address

Charity website address

1.6 HMRC reference

1.7 Registered charities

Are you registered with the Charity Commission or OSCR? ||

Registered charities please enter your:

Charity Commission number

OR OSCR number

Application
guidance notes

Section 1

1.1 Charity name

This will form your account name and
must be identical to your registered name
on the Charity Commission or Office of
the Scottish Charity Regulator (OSCR)
website. This is essential for Gift Aid
reclamation.

1.2 Working name

This may be the name you are more
familiarly known as. This name is
registered with the Charity Commission or
OSCR where applicable.

1.3 Registered address

This will enable us to complete the
required AML checks needed before your
account is opened.

1.4 Correspondence address
This is the postal address we will use for
correspondence regarding your account.

1.5 Charity email address

This will be your default log-in and email
address should the account contact email
address be unavailable. Please refer to the
‘Operating your new fundraising service’
section for information about your account
contact.

1.6 HMRC reference

This is the reference issued to you by
HMRC for Gift Aid purposes and normally
begins X, XN, XR or CR.

1.7 Registered charities

Please insert either your Charity
Commission registration number

(up to seven characters), or your OSCR
registration number (eight characters
starting with SC).

Unregistered charities should complete
section 1.8.



1.8 Your Trustees

Please list your Trustees or equivalent.
Please include full name and title.

If you are a registered charity you need
only provide details of two Trustees.

If you are not registered with the Charity
Commission or OSCR please provide
details of all your Trustees or equivalent.

If you need more space please
continue on a separate sheet.

1.8 Your Trustees

Trustee 1 Title

‘FuII name

‘ Address

Postcode

Date of birth

Trustee 2 Title

‘FuII name

‘Address ‘

Postcod

Date of birth

Trustee 3  Title

‘FuII name

‘Address ‘

Postcode

Date of birth

Trustee 4 Title

‘FuII name

‘Address ‘

Postcode

Date of birth




Trustee 5 Title

‘FuII name

‘ Address ‘

Postcode

Date of birth

Trustee 6  Title

‘Full name

‘ Address

Postcode

Date of birth

1.9 Additional information

What is your financial year end date? dd/mm

What is your charity income band?
| lupto £10,000 [ lup to £100,000

| up to £250,000 [ up to £500,000 | |above £500,000

What is your charity classification?

| larts and culture | | development and regeneration
| religion |l animal and environment

|| education || children and youth
[_linternational aid [ | medical

| elderly || social welfare

| ] disability [ Jother

1.10 Does your charity hold any other CAF products?

Product name 1

Account number

Product name 2

Account number

Product name 3

Account number

Product name 4

Account number

1.9 Additional information

Please provide your financial year end date
to enable us to make Gift Aid reclamations
on your behalf.

Please also provide charity income and
charity classification information to
enable us to tailor our service to your
requirements.

Charity classification
Please tick one box only in the category
that most reflects what your charity does.

1.10 Does your charity hold any other
Charities Aid Foundation products?
For example: CAF Bank, etc. If yes, please
include your account number(s) where
possible. This can help speed up the
application process.



Section 2

2.1 Account contact

This will be the individual that we contact
regarding the day-to-day operation of
the service.

Email

The email address provided will be the
primary login for access to the electronic
report centre. We will also use this
address for any operational contact.

Please ensure you update us of any
change in email address as soon as
possible.

Telephone
Please supply a number that we can
contact you on during office hours.

2.2 Your bank details

Your donations will be paid to this

bank account. Please note, the name
(or working name) of the charity must
exactly match the name of this account.

We cannot accept personal account
details.

Account number

Please send an original printed paying-
in slip for non-CAF Bank accounts to
confirm these details.

Should you wish to open a CAF Bank
account please see the ‘Next steps’
section at the end of this form.

Section 2

2.1 Account contact

Title

Full name

Position

Email

Telephone number

2.2 Your bank details
Name of account holder

Bank name

Sort code
| |

Account number




Section 3

Please ensure you read the accompanying brochure and guidance
notes prior to selecting your service options.

3.1 Donation collection
I would like the following donation collection methods:

Credit/debit cards
Direct Debit
Cheques
Standing orders

3.2 Direct Debits

online
online

offline |
offline |
offline |
offline |

electronic file ||
electronic file ||

I would like to apply for a Service User Number (SUN) ||

Choose an 18 character reference to appear on your
donor’s statement (usually your charity name)

Section 3

3.1 Donation collection
You can select multiple options for each
collection method as described below.

Donation types

Credit/debit cards All important for
one-off appeals and those ad-hoc
donations, but can also be used to collect
membership subscriptions.

Cheques We will bank cheques for your
one-off appeals and your membership
subscriptions and transfer money to you
by BACS.

Direct Debits The fastest growing method
for accepting regular donations, giving
you flexibility to upgrade donors, collect
membership subscriptions and giving

you and your donors the knowledge that
they are protected by the Direct Debit
guarantee.

Please note that without a SUN you will
not be able to collect Direct Debits.

Standing orders Use for regular giving
campaigns and membership fees, but
standing orders will not give you the
flexibility of Direct Debits.

Donation methods

Online We will create online donation
pages for you to add to your website,
featuring your brand, colours and appeals
that you would like your supporters to
give to.

Offline Any of the paper forms that you
may use in direct mailing campaigns, press
appeals or in your day to day supporter
literature.

Electronic files These files can be used in
a number of ways. You can send us files of
new credit/debit card details collected over
the telephone, amendments to existing
donor or donation information, or you can
send us details of donations banked by
your charity that you would like us to claim
Gift Aid on. We will contact you to discuss
which files you would like to use and send
you the relevant templates.

3.2 Direct Debits
Only complete this section if you wish to
accept Direct Debit payments.

Please note that it can take up to eight
weeks to obtain your SUN.

Should you wish to amend or add to these
options at any time you can do so by
contacting the Fundraising Support team
on 03000 123 400.



3.3 Gift Aid reclamation
Please complete this section in full if you

3.3 Gift Aid reclamation

wish to reclaim Gift Aid for your charity. We would like CAF to claim Gift Aid on our behalf.
:253:8:2; require this service please Date from which CAF is to assume responsibility for
tax claims dd/mm/yy
|

Please complete the following : T
declaration to confirm your Gift Aid Registered charity name
requirement. This must be signed
before we can begin to reclaim your

Gift Aid.

A copy of this completed form will be

sent to HMRC to enable us to reclaim ‘ )
Gift Aid on your behalf. Charity address

By giving us authority to act on your

behalf this does not preclude you

claiming Gift Aid directly from HMRC —

yourselves. However, you must ensure ‘ Postcode

you do not duplicate any claims

submitted by CAF. Registered charity number

HMRC tax exemption number HMRC tax exemption number

This is the reference issued to you

by HMRC for Gift Aid purposes and The Trustees of the above Charity hereby appoint the authorised

normally begins X, XN, XR or CR. personnel of the Charities Aid Foundation, 25 Kings Hill Avenue,

The persons signing this form must Kings Hill, West Malling, Kent ME19 4TA as officers of the Charity
provide evidence of their authority to for the purpose of reclaiming tax due to the Charity in respect of
sign on behalf of your organisation. covenanted and Gift Aid donations.

The Charity confirms that all such donations will be used for
charitable purposes in accordance with the governing instrument
of the Charity and authorises the said officers to sign the Inland
Revenue R68 Form (Covenant and Gift Aid) or any form which the
Inland Revenue may substitute for the same in the name of the
Charity.

This authorisation shall continue until such time as it may be
cancelled by written notice.

Signed on behalf of the Charity

‘Name

‘ Position

 Signature Date

‘Name

‘ Position ‘

 Signature Date




Section 4

4.1 Membership management
| would like CAF to collect membership subscriptions.

4.2 Renewals
| would like renewals to take place on:
[ fixed date dd/mm
[ ] anniversary of joining
[ ] please send late payment reminders

4.3 Subscription codes
Please include the annual subscription amount regardless of how
frequently they will be collected — see example below.

‘Subscription type

Subscription/membership description:

Subscription code

Annual cost of subscription £

Payment frequency:
annually [ half yearly [ ] quarterly /] monthly [ ]

This subscription code is eligible for Gift Aid | |

‘Subscription type

Subscription/membership description:

Subscription code 1

Annual cost of subscription £

Payment frequency:
annually L] half yearly [ ] quarterly [ ] monthly [ ]

This subscription code is eligible for Gift Aid ||

‘Subscription type

Subscription/membership description:

Subscription code 2

Annual cost of subscription £

Payment frequency:
annually L] half yearly [ ] quarterly [ ] monthly [ ]

This subscription code is eligible for Gift Aid ||

Section 4

Building and maintaining relationships with
your supporters is key to your success.

You can find out more about how to
maximise your membership subscriptions
by contacting us on

03000 123 222.

Please note our membership
management service is not available
online.

4.2 Renewals

We can automatically collect renewal
payments on your behalf. You can choose
whether we renew subscriptions on a
fixed date each year, or on the anniversary.
We will send up to two late payment
reminders to your supporters if you wish.

4.3 Subscription codes

If you already have subscription codes
please also enter them here. Should you
need more options please continue on a
separate sheet.

Example

Subscription type: INDIVIDUAL
Subscription/membership description:
BRONZE LEVEL

Subscription code: 00001

Annual cost of subscription: £25

Please note we cannot accept
American Express payments for
membership subscriptions.



‘Subscription type . Subscription type

Subscription/membership description: Subscription/membership description:

Subscription code 3 Subscription code 7

I B | O Y B |

Annual cost of subscription £ Annual cost of subscription £

Payment frequency: Payment frequency:
annually [ half yearly [ quarterly [ monthly [ annually [ Ihalf yearly [ quarterly [ monthly [

This subscription code is eligible for Gift Aid || This subscription code is eligible for Gift Aid[_|

‘Subscription type ‘Subscription type

Subscription/membership description: Subscription/membership description:

Subscription code 4 Subscription code 8

O O S | ey O R

Annual cost of subscription £ Annual cost of subscription £

Payment frequency: Payment frequency:
annually [ Ihalf yearly [ quarterly [ monthly [ annually [ I half yearly [ quarterly [ ] monthly [

This subscription code is eligible for Gift Aid | | This subscription code is eligible for Gift Aid ||

‘Subscription type ‘Subscription type

Subscription/membership description: Subscription/membership description:

Subscription code 5 Subscription code 9

I B | O Y B |

Annual cost of subscription £ Annual cost of subscription £

Payment frequency: Payment frequency:
annually [ Ihalf yearly [ ] quarterly [ ] monthly [ ] annually [ Thalf yearly [ ] quarterly [ ] monthly [ ]

This subscription code is eligible for Gift Aid || This subscription code is eligible for Gift Aid[_|

‘Subscription type ‘Subscription type

Subscription/membership description: Subscription/membership description:

Subscription code 6 Subscription code 10

I B | O Y B |

Annual cost of subscription £ Annual cost of subscription £

Payment frequency: Payment frequency:
annually | Ihalf yearly [ ] quarterly [ ] monthly [ ] annually [ Thalf yearly [ ] quarterly [ ] monthly [ ]

This subscription code is eligible for Gift Aid || This subscription code is eligible for Gift Aid ||



Section 5

| would like CAF to capture campaign codes on my behalf | |

Campaign code 1

‘Source

‘ Fund code

Campaign code 2

Source

‘ Fund code

Campaign code 3

‘Source

‘ Fund code

Campaign code 4

‘Source

‘Fund code

Campaign code 5

‘Source

‘Fund code

Campaign code 6

‘Source

‘ Fund code

5.1 Please send log in details to

Section 5

5.1 Reporting and tracking

Please leave this section blank if this will
be the account contact as notified in the
‘Operating your new fundraising service’
section.

This helps you to monitor where
donations are coming from, respond to
your supporters with specific campaign
information and to help you with future
campaign planning. If you would like more
details on tracking campaigns, please see
the enclosed product brochure or contact
us on 03000 123 222.

If you wish to use more complex forms
of campaign code, please supply

this information by attaching a letter
explaining your needs.



Section 6

For your own benefit and protection you
should carefully read the accompanying
product information and Terms and
Conditions prior to signing the declaration.
If there is anything that you do not

fully understand, please ask for further
information or seek professional advice or
guidance before sending your application.

Please complete and sign this section. Your
authorised signatories must have authority
to act on behalf of your charity. Where
this form is not being signed by all of the
Trustees of your charity you must send

us proof of authorisation for the person
signing this form with your application.

Two authorised signatories must
sign below.

This is required to help protect your
organisation against fraud. It should stop
unauthorised persons signing without the
charity’s knowledge.

Before sending your completed application
form please ensure you have provided all
the relevant information and tick the boxes
accordingly.

Section 6

Administration agreement between

Charities Aid Foundation (CAF), 25 Kings Hill Avenue,
Kings Hill, West Malling, Kent ME19 4TA.

Registered charity number 268369

_Charity name

‘ Address

Registered charity number

| confirm | have read the CAF Fundraising Support terms and
conditions (please ensure these are retained for future reference).
Where | have not understood these terms and conditions | have
sought further information or independent advice to explain
them to me before signing this form. [ |

| confirm that the persons detailed on this application have
authorised the disclosure of their personal details to CAF and
the members of the CAF family of organisations (including

CAF Bank). | certify that the information given in this application
is accurate and that this application has been approved in
accordance with our Charity’s constitution. | |

Signed on behalf of the Charity

‘Name

‘ Position

 Signature Date

‘Name

‘ Position

Signature Date




Section 7

| enclose a cheque for £

Please debit my credit/debit card with £
Card number

Card name

Expiry date mm/yy CSV code

L |

You should have received a copy of our fundraising charges.
These may be subject to change and can be reviewed by visiting
www.cafonline.org/fundraisingcharges

Section 8

Please ensure you have completed this checklist before

sending your application. | have:

| lenclosed a payment for the registration fee

|| completed all the sections relating to my charity

| lenclosed a copy of my charity’s governing documents

| Ihad the form signed by the authorised signatories

| Jenclosed a pre-printed paying-in slip for my bank details

| Jenclosed evidence of my authority to sign on behalf of
my charity

We will contact you within ten working days to advise you of your
log in details for your new CAF Fundraising Support Service. If you
have opted to set up Direct Debits for the first time, please be aware
this will take approximately eight weeks.

Should you have any questions once you have sent your application
to us, please contact the CAF Fundraising Support team on
03000 123 400. Lines are open 9am to 5pm Monday to Friday.

CAF Bank provide low cost banking services to charities.
Find out more by visiting

Would you like to receive more information about opening
a CAF Bank account?
Please send me a CAF Bank application form by [ Jemail [ ] post

| would like to hear about other CAF products
and services that will benefit my organisation by [ lemail [ ] post

Registered charity number 268369

Section 7

Cheques should be made payable to
Charities Aid Foundation.

We can only accept cheques drawn in
your charity’s name.

We can only accept credit cards in your
charity’s name, not individuals.

CA Charities Aid
Foundation





