Guidance ChV1 Form
Once a branch is registered, alterations to the registration can only be made on this form. 
If you have any difficulties completing the “About your organisation” section, please include details of the problem on letter headed paper in a letter addressed to HMRC. Please also mention in the letter that should further authorisation be required, please contact the finance department of the MS National Centre on 020 8438 0700. 

Please ensure application is sent to address at bottom of page 2. 
About your organisation (compulsory)
If some of the information for this section is unknown, please enter as much as possible and then detail in a letter the reasons for not completing all areas. 

1. Enter “Multiple Sclerosis Society – (Branch Name)”

2. Enter HMRC charities reference number. This may be on documents previously received from HMRC.

3. Enter the name of the authorised person (please see “who is the authorised person” at end of guidance).
4. Enter phone number of the authorised person.

5. Enter the address of the authorised person. 

Contact details

Enter the correspondence address you would like all future mail to be directed.

About the changes

Changes to the Charity
If the branch has changed it’s name, please complete this section. 

Changes to authorised officials’ details
The authorised official is responsible for signing forms submitted to HMRC. This should be the person at the branch that is responsible for completing the gift aid claim.
Please enter the details of the new authorised official here. They should also be added in the responsible persons area in the next section.

Changes to responsible person’s details
If changing the authorised person, this section will need to completed. Be sure to include the authorised person as one of the responsible persons.

A branch should have at least 2 responsible people listed. 
If a responsible person has left the branch, this form can be used to update the registration.
New bank or building society account details for your charity

Complete should you wish to change the bank account details held by HMRC. 

Changes to the nominee and collection agency details

Do not complete this section

Authorised officials, responsible persons and nominees who have ceased to act

Complete if there are changes to authorised or responsible persons.

Any other changes

Complete where necessary.

Declaration

If you have notified HMRC of responsible persons at the branch in past applications (post 2010 forms such as ChA1 or ChV1), please have these committee members sign declaration.

If the branch has not previously advised HMRC of responsible persons and none are mentioned in this application, please have 2 committee members sign. One of the members must be the authorised person (see “who is the authorised person” at end of this guidance).
If changes have been made to the people listed as authorised or responsible persons, please have these new people sign the declaration.

Enclosures required

· A cover letter on headed paper addressed to Mr A J Dobson, Title Executive, Charity Assets & Residence Charities, St John’s House, Merton road, Liverpool, L75 1BB. In the letter please explain any difficulties you have experienced in completing this form. For example, if an authorised person or responsible person has left the branch or information required at “Information about your organisation” is missing.

Please send form & enclosures to:

Mr A J Dobson, Title Executive, Charity Assets & Residence Charities, St John’s House, Merton road, Liverpool, L75 1BB.
Who is the authorised person? 

Prior to 2011, branches did not have to list the authorised official at a branch. However, by default HMRC now regards the authorised person as the person that corresponded with HMRC and signed forms.

Post 2011, branches completed the ChA1 form. The authorised person in this case will be the person who completed the ChA1 form and subsequently signed the declaration.
