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Introduction 
 

Firstly, I must start by thanking you for the work you do as a Treasurer for your PCC. 

Sometimes it can feel a thankless task. We are here to support you and contact numbers are 

shown on page 151 – don’t be frightened to call even if you think it is an insignificant query. It 

may not be! 

 

Secondly, a big thank you to Terry Gray who is the author of this guide.  His tireless work in 

assisting our treasurers has helped many and although he has now officially retired, he continues 

in a part time role which includes treasurer training.  

 

This book is an attempt to bring together all of the more successful items of what now 

constitutes a whole day training course that the Diocese continues to run, into a book format. It 

is now divided into sections based upon the frequency that the reader, as a PCC Treasurer, is 

likely to encounter the issues. 

 

For further advice you can go online at the following websites: 

www.parishresources.org.uk 

www.chelmsford.anglican.org/parish-finance 

www.parishgivingscheme.org.uk 

 
I would like to acknowledge that some of the content here has been shamelessly copied from 

‘The Charities Act and the PCC’ and remains copyright of the Central Board of Finance. Some 

pages have been copied with permission from the Parish Resources website, run by the National 

Church Stewardship department.  The cartoons are by Canon Chris Bishop.  

 

Finally, please can I urge the reader to ignore any advice contained in this publication if it conflicts 

with common sense, unless of course it is a direct quote from legislation.   

 

Disclaimer:  We have taken reasonable care to ensure that the advice given in this book complies with 

both legislation and regulations.  This is intended for guidance and is not comprehensive, it is not a 

statement of law and it has no legal force.  

 

 

 

Margaret Essery 

Head of Finance 

July 2019 
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So how did you become a PCC Treasurer? 
 

How many of our readers can say: “I wasn’t at the first PCC meeting and as a result, was elected 

in my absence”.  Who said going to PCC meetings is a waste of time? (For the uninitiated “PCC” 

is an abbreviation of Parochial Church Council, the statutory bodies that run Church of England 

parishes) 

 

Unlike clubs and societies, the PCC Treasurer is not appointed by the Annual Meeting.  The PCC 

Treasurer and the PCC Secretary are both appointed by the PCC at the first meeting after the 

Annual Parochial Church Meeting (see the Church Representation Rules) 

 

This makes the Treasurer an officer of the PCC and not an officer of the Parish. This is a really 

important distinction and it is important that as a PCC Treasurer you have a grasp of this 

distinction. 

 

The PCC Treasurer reports to the Parochial Church Council, not to the vicar, the 
Churchwardens or to members of the parish.   Whilst it is very important to have good working 

relationships with the Vicar, Wardens, and the rest of the PCC, you are not required to take 

orders from or produce information for everyone who requests it.  This warning will not, I hope, 

be needed by most readers  

 

As well as keeping the books, and producing annual accounts, it is part of the job to make sure 

that the PCC is aware of its financial position at every meeting.  It would be less than ideal for a 

PCC to start an expensive new project when it does not have the funds to pay its day to day 

running costs. Unfortunately, this is not a completely unknown event.  Whilst it is not the 

Treasurer’s job to always be saying “No!”, it can be necessary to introduce some financial 

realism in to PCC discussions from time to time. 

 

It is the author’s belief that the Treasurer’s role is the most important job on the PCC.  This 

does not come from some misguided sense of self-importance, but from 30 years, in a Diocesan 

Office, watching what happens (and often sorting out the wreckage) when a Parish Treasurer 

somewhere, for whatever reason, does not do the job adequately. 

 

Treasurers were the first ministers appointed in the New Testament (see Acts chapter 6). This 

appointment was in response to a crisis in the church. The Apostles were not able to do all the 

teaching and preaching as well as coping with all of the administration, and consequently things 

started to go wrong.    

 

The Apostles prayed about this and then sought out people full of the Holy Spirit and wisdom.  

That is godly people with plenty of common sense. Both godliness and common sense are 

qualities that are required more than ever today.  

 

There is a tendency in the Christian Church not to properly value lay ministries. This is a good 

place to remind ourselves that Administration is one of the Gifts of the Spirit listed in the book 

of Corinthians. My observation is that few Treasurers will survive very long without a generous 

helping of the Fruits of the Spirit (Galatians Chapter 5 v22), particularly patience, and also a gift 
that is not listed, a healthy sense of humour. 
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Please don’t take it personally when anyone tries to belittle or dismiss out of hand the value of 

your ministry as Treasurer to your parish.  Just remember that most churches can get by 

without a vicar or with absent churchwarden(s) but it is amazing how quickly everything grinds 

to a halt when bills stop getting paid - enough said! 

 

The original six treasurers appointed by the apostles were also used by God in many other ways 

e.g. Stephen (Acts Chapter 7) and Philip (Acts 8 v 4-8 and Acts 8 v26-40) The reason that I have 

drawn your attention to these stories is to start dispelling the myth that finance is somehow 

unclean and is a less than spiritual thing to be doing, or that it is for people not suited to “higher 

ministries”. Jesus puts the value of service far above earthly privilege or status. 

 

In my role as a Diocesan official I am very privileged to visit all sorts of churches. I have noticed 

that all of the churches that are thriving all have one thing in common. That thing is that they 

have great administration to back up everything else that they are doing.  Unless someone is 

keeping control of the money even the best preacher won’t have a warm well-lit church building 

to preach in for long.   
 

When the administration is under control people’s energies can be redirected towards strategies 

that promote mission and growth. This is at the end of the day why we are part of the church 

(Matthew chapter 28 verses 19 & 20). 
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Parish Treasurer – Job Description 
 

The parish treasurer is elected by the PCC at the first meeting after the Annual Parish Meeting.  

The Treasurer is an officer of the PCC and responsible to the PCC for the finances of the 

church.  Attendance at a Diocesan Treasurers day is strongly recommended for all new 

treasurers. Even if you know about accounts knowing about the Church of England’s foibles and 

having the bigger church picture is also very useful. 

 

Being a parish treasurer is a responsible job. It is usual for some of this responsibility to be 

delegated to a Planned Giving officer(s).  If you are in a Team or Group Ministry some delegation 

to District Treasurers is also normal.  Regular meetings between the Treasurer(s) and the 

Vicar/Rector are essential to ensure good communications and control.  

 

The Parish Treasurer should: 

 

1 Ensure that adequate accurate records are kept of all financial transactions, both 
centrally and in District Churches. 

2 Consult with the Auditor/Independent Examiner/Diocesan Office to ensure 

compliance with current regulations. 

3 Prepare the Annual Parish Accounts. 

4 Instigate the preparation of the Annual Parish Budget. 

5 Prepare reports to the PCC drawing attention to any deviation from the agreed 

budget. 

6 Liaise with any District Treasurers to ensure that all collections and other monies 

are properly recorded and promptly banked.   

7 Ensure bills are checked by the ordering officer and signed before payment. 

8 Control the Parish Bank Account (NOTE THIS IS SINGULAR!!) 

9 Liaise with the Planned Giving Officer to ensure tax reclaims are maximised and 

made regularly. 

10 Liaise with Diocesan Finance Department about Parish Share Assessments. 

11 Liaise with the Vicar/Rector to ensure all problems are dealt with properly and 

quickly. 

 

The parish treasurer is not personally responsible for all of the problems of the church.  The 

PCC is jointly and corporately responsible for all of its own affairs. Once the treasurer has 

reported the financial position clearly, finding the solution to any financial problem belongs to the 

whole PCC not just the Treasurer.  In short the treasurer is the scorekeeper! 

 

As parish treasurer, it always helps to remember that the church is here primarily for mission, 

and that finance is simply a means to that end. 
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District Treasurer – Job Description 
 

The parish treasurer is elected by the PCC at the first meeting after the Annual Parish Meeting.  

The Treasurer is an officer of the PCC and responsible to the PCC for the finances of the 

church. A District Treasurer should be elected by either the Parochial Church Council or the 

District Church Council. This is of course also subject to the local constitution document of 

each Team Ministry.  

 

Attendance at a Diocesan Treasurers day is strongly recommended for all new treasurers. 

 

District Treasurers should meet regularly with the other District Treasurers, the Parish 

Treasurer and the Team Rector.  These meetings are essential to ensure good communications 

and control. The Parish Treasurer should chair such meetings. 

 

The District Treasurer should:  

 
1 Ensure that adequate accurate records are kept of all financial transactions in 

District Church. This information should be freely available to the Parish 

Treasurer or the authorised deputy.  

2 Assist the Parish Treasurer in preparing the Annual Parish Accounts. 

3 Co-operate with the Auditor/Independent Examiner as required. 

4 Assist with the preparation of the Annual Parish Budget. 

5 Be prepared to explain reports to the DCC / PCC drawing attention to over 

and under-spends from the agreed budget coming from their district. 

6 Ensure that local collections etc. are properly recorded and banked. 

7 Check incoming bills and pass to the Parish Treasurer for central payment. 

8 Arrange to pay in to the bank or have paid in all incoming funds every week. 

9 Operate a small imprest float to pay minor local expenses. 

10 Liaise with giving officer to maximise the number of givers using Gift Aid. If 

required, assist the Planned Giving Officer to make tax reclaims on Gift Aid. 

11 Liaise with Parish Treasurer about Parish Share. 

12 Liaise with the Parish Treasurer and the Team Rector to ensure all problems 

are dealt with properly and quickly. 

 

 

The Treasurers are the scorekeepers not the church’s controllers. The PCC is jointly and 

corporately responsible for its own affairs. Once the Treasurer has explained the financial 

position clearly, the responsibility becomes that of the PCC not the Treasurer. It always helps to 

be aware that the church is here primarily for mission and that finance is simply a means to that 

end. 
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Sides-person – Job Description 
 

Sides-persons are elected at the Annual Parish Meeting to assist the Churchwardens with the 

running of services.  The Wardens may co-opt other responsible people to assist as and when 

required. The duties of Sides-persons are as follows. 

  

Before the service  

 Arrive 30 minutes before the start of the service and check that the building is open and 

ready for use. i.e. switch lights on, check the status of heating etc. also know/learn how to 

remedy any problems. 

 Get out the appropriate service books and notice sheets ready to issue to worshippers. 

 Light the candles- unless this is done/to be done by servers, or a sacristan. 

 Welcome people into the building, issue service books etc.  Take special care of anyone 

new (show them to a good seat tell them where toilets are etc.). Remember a genuine 

smile is the best welcome and says more about the church than any words could! 

 

During the service  

 Remain near the door to welcome latecomers and/or deal with unwanted intruders and 
incidents in order to minimise disruption to the service. 

 When appropriate take the collection and usher the congregation forward to the altar rail 

for communion. 

 Be available near the door as people depart to collect in and put away service books. This 
can also provide opportunities to talk to people; those with needs can be referred to the 

minister, think of this as an evangelistic opportunity! 

 

After the service 

 Ensure that the building is generally tidy and ready for the next service. 

 Count the collection together and / or with the Wardens or Treasurer and enter the 

totals in the Service Register. Make sure that the collection is either locked away in the 

safe or has been taken by the Wardens or Treasurer for banking.  

 Make sure that communion silverware is locked away. 

 

If you can’t do your turn on the rota 

Try to swap with someone else but, if you do swap tell the Wardens of the change so if the 

other person doesn’t show you are not held responsible. If you can’t swap tell one of the 

Wardens and they can co-opt someone on the day.  

  

The Sideman’s Commandment 

“A genuine smile says far more than any words can.! 

 

You are doing this to serve God, enjoy what you are doing.  Jesus puts service to others very 

high on our personal agendas.  Please don’t do this on sufferance or with bad grace, a rude 

person on the door is the quickest way that I know of to close a church. 
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Gift Aid Officer – Job Description 
 

 

In many parishes the PCC Treasurer is assisted by a Gift Aid Officer. Having a separate 

dedicated Gift Aid Officer helps to make sure that parishes get the most out of 

Gift Aid. It also reduces the treasurer’s workload, reducing the risk that s/he becomes 

overburdened. 

 

The post may be known locally by other titles, such as Committed Giving Secretary, 

Planned Giving Officer, Stewardship Secretary, Envelope Scheme Administrator or 

even Covenant Secretary. The important thing is what the person does, not the title. 

 

Outline job description and person specification 

 

Overall objective: 

 
To help the parish develop its mission and ministry with confidence by promoting and 

implementing effective planned giving methods across the entire parish community. 

 

Reports to (or works in close co-operation with): The PCC Treasurer 

 

The post-holder can be a member of the PCC, or be co-opted on to it. As a minimum 

they should present an annual report to the PCC, highlighting achievements over the 

past year, and proposed actions for the coming year. 

 

Key tasks probably include: 

 

• encouraging all church members to support the church regularly 

• welcoming newcomers and introducing them to methods of planned and tax effective 

   giving 

• encouraging taxpayers to give tax-efficiently through Gift Aid, payroll giving etc. 

• administering the Gift Aid scheme including making sure Declarations are made 

  properly and records kept 

• administering Gift Aid envelope schemes and regular Gift Aid giving through standing 

  orders 

• submitting Gift Aid reclaims periodically to HMRC 

• sensitively following up those who default on their pledges 

• thanking people for their contributions at least once a year 

• providing progress reports and analyses to the PCC 

• helping people to give one-off gifts (e.g. donations in memory, shares) 

• helping local residents and casual visitors to give tax effectively (e.g. Friends, Gift Aid 

   envelopes) 

• sharing good ideas and best practice with other local churches 
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Other Tasks 

 
Depending on the individual and parish structures, other tasks might include: 

 

• helping to maintain the Electoral Roll, church family list etc. 

• helping to organise any “time and talents” schemes 

• helping the church to organise an annual renewal of stewardship pledges 

• promoting Christian stewardship and money management in the church’s teaching syllabus 

• encouraging members of the church to make a will, to review it regularly and to consider 

   leaving a tax effective gift to the church in their wills 

• organising a “stewardship committee” or equivalent 

• co-operating with any major capital appeals etc. 

• investigating potential new ways of generating regular income for the parish 

• keeping up to date with changes in Gift Aid regulations etc. 

 

Outline person specification: 

 
Essential requirements:  

 

• Able to maintain absolute confidentiality about people’s donations 

• A good head for figures 

• Well organised 

• Able to keep detailed records in an accurate and timely manner 

• Sensitive to people’s personal financial pressures 

• Able to work closely with the treasurer and incumbent. 

• Probably computer literate, especially basic spreadsheets or use of the internet, as it is likely 

that you will want to claim online, and keep electronic records. 

  

Support available: 

 

The role of a Gift Aid officer is an important one and you should not feel alone! You should 

be able to count on the support of your PCC and incumbent, and there are other sources of 

help too. The Gift Aid section on www.parishresources.org.uk should tell you much of what 

you need to know in order to administer a Gift Aid scheme properly within your church, and 

also points you to other helpful websites and sources of further information. 

 

Your diocesan parish finance officer will be able to help you set up and run a Gift Aid scheme 

in your church. Many churches already have Gift Aid schemes and officers in place; why not 

ask a neighbouring church for help and advice? 

 

Disclaimer: This and all Gift Aid Guides in the series are intended as guidance only. You 

should consult your diocese, HMRC or other professional adviser if you are in doubt as to the 

Gift Aid regulations. 

 

 

 

This note was produced in January 2015 and is available to download from the Parish 
Resources website at: 

 

http://www.parishresources.org.uk/giftaid.htm               

Pages 8 & 9 are downloaded from the Parish Resources website 
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LIST OF DO’S AND DON’TS 
(For Church Treasurers) 

 

 

DO: 
1. Get someone else to count cash, open and record envelopes. 

2. The sides-persons or churchwardens can bank the cash for you. 

3. Get whoever counts the cash to sign the sheet for you and enter it in the register in the 

vestry.   

4. Bank all cash received weekly. Money regularly left in the safe may not be insured. 

5. Make sure all bills are signed or authorised by someone other than the recipient, i.e. the 

vicar’s expenses should be signed by the churchwardens or PCC secretary; the Sunday School 

expenses should be signed by the vicar, etc.  (Expense claims should always be supported by 

receipts, etc.). 

6. Have a planned giving secretary - someone who looks after planned giving (Gift Aid etc.), 

reclaims tax and chases up envelope backsliders.  

7. Make all payments by cheque (but be sensible, i.e. £1.25p for stamps could be a cash 
payment).  Have a petty cash imprest float for small payments. 

8. Have 2 signatories on all cheques. 

9. Have a system of dual authorisation on online BACS/Faster Payments. 

10. Remember your job is one of the most important on the PCC - a good treasurer is the 

scorekeeper and not the controller of the church’s affairs. 

 

 

 

DON’T 
 

1. Never sign a PCC cheque payable to yourself. 

2. Don’t keep a blank signed cheque(s). - If stolen it would still be valid. 

3. Never pay someone expenses without a written claim signed by the claimant and another 

church officer. 

4. If you have to count the collections and open the envelopes, make sure that someone else is 

present (ideally not your wife/husband) and that they also sign the record sheet. 

5. Never net off payments and receipts.  If expenses are paid out of proceeds enter the total 

receipts as receipts and the payment as payments, even refunds of deposit. 

6. Don’t try to do everything yourself.  God has put other people in your congregation and he 

wants them to contribute towards the work as well as you. 

 

 

 

If the job gets too much PLEASE don’t just struggle on.  Do tell the vicar - if something goes 

wrong, s/he has to be involved in sorting it out anyway and they should know where to get you some 

help.   

 

If you really can’t cope it is much better to admit it and give up sooner, rather than create a bigger 

problem for someone else to sort out. There is no shame in having tried something in good faith that 

you later learn you can’t do.  Likewise, if your circumstances change, or you need to stop being 

treasurer for whatever reason, finding a replacement is not your responsibility. 
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Taking over as PCC Treasurer 
 

Inevitably this procedure is going to be very different in every parish.  

 

In an ideal world, it would be nice to always have phased handovers with new treasurer’s working for 

a year with their predecessor, who would then slip quietly into the background.  Experience has 

taught me that this doesn’t always happen.  Sometimes Treasurers have died in post. Treasurers 

move away from the parish for all sorts of reasons. Some Treasurers have been forced to give up 

after 30 or 40 years of service because of age related incapacity.  Sadly, some go off abruptly because 

of a breakdown in relationships within a parish. This section is an attempt to fill in the gaps for the 

occasions when some filler is needed and to provide some useful guidance to help everyone involved 

in a transfer of these responsibilities. 

 

Appointment 

The best starting point is to find out the date you will be taking over this responsibility. Then to make 

a point of meeting with the people that you will be working with. Ideally you will already be a 
member of the PCC and will have a head start in the getting to know your part of this. It is probably 

a good idea to ask the Vicar and Wardens about a job description for this new task.  After they 

recover from the initial shock, you could explain that it is a good idea to quantify what exactly it is 

that you are being asked to do.  I have included a sample job description in the previous section, but 

again I need to stress that every parish is different and these models may well need changing to meet 

your parish’s specific needs. Some specific questions to ask are: 

 

Does this include: 

1. Doing all of the Gift Aid as well as the accounting? 

2. Invoicing and collecting Church hall and other property rents? 

3. Running a payroll for any church employees? 

4. Setting Church Hall hire rates? 

5. Reviewing contracts i.e. photocopier leases etc.? 

6. Estimating property insurance valuations 

 

Ask yourself:  Can I do all of these?  If you are not sure, is there anybody around who can help with 

the bits that you can’t do?   It is far better to say this is beyond my ability, than to dig a large pit and 

then need help getting out of it. 

 

Collecting the Books and Records. 

You will need to collect the books and records from your predecessor. Be prepared, this may include 

a great deal of paper. Before this frightens you, please remember that you do not have to keep all of 

this at home after you have looked through it to see what you have.  

 

You may decide that s/he has filed everything back to front, or cut corners, and/or bent all of the 

rules. You know that you plan to do things better but initially take the time to learn how and why. 

Among the things that you should endeavour to find out are: 

 

 What your predecessor thought the job involved (and how long it took her/him) 

 What parts are enjoyable and what parts are difficult (and why) 

 Who can be trusted (or not!)   

 Who needs supervising 

 What are the daily, weekly, and monthly routines that have been followed. 

 Don’t be afraid to ask why something is done that way as well as how it is done. Last week’s 

fudge doesn’t have to become next week’s tradition. 
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It might be a good idea to take all of the papers away and find time to look through them carefully, 

then meet again with your predecessor to ask all of the questions that you either forgot or didn’t 

know needed asking at the first meeting.   

 

At the risk of being patronising, it is a really good idea to take notes at the first meeting, write down 

any questions (and answers) or subsequent questions as they arise and take notes at the second or 

later meetings. There is a lot to learn and even teenagers forget things, the rest of us can always 

claim we are having “a senior moment”. 

 

The following items are what you should be given, and what you need to know about each of them. It 

is worth mentioning that not all of the things that I have listed happen in every parish, but the 

questions are still worth asking even if the anticipated answer is “we haven’t got one of those.”  

 

Bank Statements 

You should get all of the bank statements from your predecessor. You need to know: 

1. How many bank accounts there are? 
2. What each one is used for? 

3. What each one cannot be used for? 

4. How often the statements are sent to you? 

5. Who the bank signatories are? 

6. What standing orders are paid out? 

7. What direct debits are paid out? 

8. What standing orders are paid in? 

9. What dividends are paid in (and how often)? 

10. How often interest is paid (or charged)? 

11. Are there any overdraft facilities? 

 

You should get an up to date bank reconciliation for each bank account. (This is explained on page 

40) 

 

Expenses vouchers & Invoices 

You should get at least the all of the previous full year’s vouchers and if you are not taking over on 1st 

January all of the current year’s vouchers as well.  This is very important as you feel your way into 

the job. It is very useful to be able to look back and see if something has happened before and is it 

similar to or different from the item that you have just been sent or given.  

 

You need to know what the procedure is for paying bills and expenses in your parish.  This is the 

best time to challenge any procedures that are in place.  There is a parody of the hymn “Onward 

Christian Soldiers” that goes something like: 

 

Like a mighty tortoise, 

moves the church of God. 

brothers we are treading, 

where we’ve always trod! 

 

Just because something has always been done this way does not necessarily make it right, or even the 
best way to do something.   In the last ten years, there has been a flood of new rules and regulations 

that govern PCC Finance and procedures. Whilst it seems almost unpalatable to question the 

integrity of a long serving predecessor, a change of Treasurer is a great opportunity to bring things up 

to date and into line with all of the new rules and regulations. You can always say there are new 

regulations that require the changes. 
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Receipt and Vouchers 

You should get all of the vestry cash sheets (Pages 28 & 29).   

You need to know:  

Who counts the cash? 

How often it is banked? 

Who does the banking? 

Make sure that all collections are counted and entered in the Service Register. On the day! 

Who compiles the Gift Aid/Regular Giving records? 

Do you get any recurring grants and what for?  (commonly for the churchyard) 

If you have had any legacies where are the copies of the wills? 

Is there a file with details of donations received? 

Is there a file with the dividend vouchers received?  

Where are the Share Certificates for investments kept?   

Are there invoices for Hall/Parish Room lettings? 

Who raises these invoices? 

Where are the rental payments sent and who banks them?  
Who deals with Wedding and Funeral fees: The Vicar?  The Treasurer? or the Parish Office? 

 

Investments & legacies 

If the parish owns any investments, you need to know where the share certificates are kept. Likewise, 

if the parish has received legacies, copies of the wills ought to be kept as instruction or proof as to 

what the funds can, or can’t, be used for. 

 

Gift Aid 

Who makes the Gift Aid Claims? 

Who are the signatories recognised by HM Revenue & Customs?  

Have you got bespoke Gift Aid Software?  

Where are the confidential records kept? 

 

The Books of Account. 

It is increasingly common for parish accounts to be kept on a computer, to accommodate this I have 

made two lists, one for paper books and one for electronic books. 

 

Paper books 

You should get the following items from your predecessor  

 

Day book - this a note pad where everything is jotted down as soon as it happens. 

 

You should get a Cash Book. These can take many forms.  

 Sometimes this is a multi-column analysis book. 

 Sometimes it is loose leaf folder with A3 or similar size pages. 

 Sometimes it is simple bound book with ruled pages. 

 

Sometimes there is Ledger. This indicates that at least one of your predecessors was a competent 

bookkeeper and a “Double Entry” system has been used. This is increasingly uncommon.      
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Computerised Accounting 

Day book - this a paper note pad where everything is jotted down as soon as it happens, unless your 

predecessor was never seen without their tablet computer! 

 

If the computer belongs to the parish you should get the hardware: The computer, monitor, 

keyboard, mouse, modem, any printers. The master copies of the operating system and any PCC 

owned software, and also all the backups of the data, or learn where they are stored. 

 

You should get (even if it is not a PCC computer) the master copy of the accounting program that is 

being used. Common programmes are Finance Coordinator, TASS Books, Paxton, Quick-books or 

Quicken, and Sage. Some Parishes use an Excel Spread-sheet for doing the PCC accounts if your 

predecessor used a spread-sheet you will need to have the same software continue using this. The 

Spread-sheet in Microsoft Works is not usually up to the task.  The Microsoft Office suite of 

programs is not legally transferable.  Open Office –a Shareware product might work with the files 

and serve as a short term stop gap.   

 
The signed copies of the annual PCC accounts should be in the church safe. 

    

 PCC Minutes     

It is important to have copies of recent PCC minutes. These form the authorisation for   expenditure 

and help to explain why past decisions were made. If you are an existing PCC member, you will of 

course have copies of these already. 
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Taking over questions to ask 

Debtors 

Who owes the parish money, what for, and how can this be collected? Debtors are usually, but not 

exclusively, Church Hall rents or Gift Aid tax claims not yet made. 

 

Creditors 

Who does the parish owe money to? 

What is this for, and is there any dispute over it?  

Is there a reason why this has not been paid already? 

Can this be paid now? 

 

Prepayments 

If the parish is doing accrual accounts specific details of items paid in advance are required and also 

notes of how these items are going to be entered into the current year’s accounts. 

 

Loans 
Does the parish have any loans outstanding?   

What are the terms of the loan(s)? 

How long are they for? 

How much are the repayments and when are they due? 

What is the rate of interest payable/receivable? 

Are we struggling to repay/ or collect repayments on these loans? 

 

Insurance Policies. 

Most Anglican Churches insure with Ecclesiastical Insurance.  The important questions are: 

Are we covered for the Church Building? 

Is the Church Hall insured? 

If the PCC owns a house is that insured? 

Have we got Public Liability Insurance? 

Have we got Employers Liability Insurance? 

Are our volunteers insured? 

What are the renewal dates? 

How and when do we pay the premiums? 

Ecclesiastical Insurance now allow churches to pay in twelve equal payments at no extra charge. If 

you are paying a large lump sum annual payment, do ask EIG to change this into the monthly 

payments arrangement. Beware they charge more for parishes that do not pay either as one payment 

or 12 equal direct debits. We strongly advise parishes to pay this as twelve equal direct debits.  

 

Funds held. 

The law requires that parishes account separately for each fund that they hold.  

You need to know:  

 The restrictions on each fund,  

 Why it is restricted, and  

 What each fund can or can’t be used for.  

 More about funds on page 127 to 129 
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What happens every Week 

 

Sunday is the first day of the week, and being a faithful Christian you go to church, to worship and 

meet up with other Christians.  As a PCC Treasurer, this is part of your own Christian life that as 

church treasurer you will need to take steps to protect this, as illustrated by the following Terry’s 

tale: 

 

Bob, the new treasurer, gets up and it is a lovely sunny Sunday morning. He has breakfast and praises God 

for the sunshine thinking that he is going to be really blessed today.  Bob gets into his trusty rusty car and 

drives the three miles up to church.  The birds are singing, there is not much traffic and all seems great in the 

world. 

 

As he pulls into the church car park he sees Mrs Jones hovering at the entrance. Bob drives slowly into a 

vacant space and Mrs Jones is banging on his car window before he has turned the engine off.   

“I’ve got these expenses for the flower arrangers. Can I have my money now, please!”   

Bob turns the engine off and tries to draw breath  
“I must have it by the end of the service!   

Bob manages to get a word in: “Has George (the Churchwarden) signed the chit?   

Mrs J. “No. Why should he sign it? This is for the flowers nothing to do with the wardens!” 

Bob; “Why don’t you get George to initial it for you and I will do you a cheque after the service” 

Mrs Jones   “but I want cash, and I want it now! 

Bob, “I’m sorry, I am still learning, but I have been told to do it that way” 

Mrs Jones  “The bloody power has gone to your head, I never had this trouble with Bert” She storms off 

allowing a slightly shaken Bob to get out of his car.  

 

Bob walks up to the church door and is greeted by the wardens “Morning George, morning Linda.” “Morning 

Bob.”  “We’ve got something for you here” They hand Bob a bundle of letters and bills. Bob reaches his usual 

seat, somewhere in the middle and is just getting comfortable when John comes up and gives him a bill for 

petrol for the church mowers. John shoots off to referee his children.  Just as Bob is beginning to settle he can 

hear Mrs Jones telling her friends quite loudly how rude that nasty new Treasurer is and what a shame that 

Bert gave it up after doing it for 50 years.   

 

Bob enjoyed the service but he didn’t really get into it until just before the sermon. He had always thought 

that Mrs Jones was a sweet old lady before. He was wondering how Bert had managed to always have a 

smile on his face. What does Bert know that I don’t? 

 

After the service just as Bob thought that he would head out for some coffee George caught him. “Don’t 

forget the collection”  

 “I thought that the Sidesmen were going to do that?” 

“Well err yes, but, we sort of haven’t told them yet… Some of them think that because it has been prayed 

over it is sort of too Holy for them to touch” 

Bob “Blimey, do they think God asks Scotty to beam it up or something?  Ok, ok, I’ll do it.” 

 

Bob takes the plate to the vestry and starts to look at what he has to deal with. He looks around for some 

paper or a vestry sheet without success so he presses into service the back of one of the A4 Envelopes that 

George gave him when he walked in. 
 

Bob has just separated out the loose collection from the envelopes when Mrs Smith comes in and asks him 

abruptly to change a £20 note. As Mrs Smith goes out in came a still very irate Mrs Jones who throws a 

grubby chit at him saying “George has signed it now.”  

In desperation Bob gives Mrs Jones £8.75 from the loose collection.   Bob makes a list of the envelopes and 

the amount in each one of them. As he is in the middle of  his third attempt to add it up, John comes in for 
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his petrol money with two others who hand him £15.75 magazine money, and the Brownies Hall rent for the 

quarter £15.00 all in 2p coins. 

 

When Bob finally finishes there is no one around with a safe key. So he finds an old carrier bag and prepares 

to take the money home. He ventures out from the vestry only to discover that the only people still around 

are the last of house-group that were doing the coffee and they have now finished washing up. 

 

As a very thirsty Bob walks back to his car he wonders if he has been conned, or he has missed a trick; he has 

had no coffee, no fellowship and loads of abuse. No wonder that Bert has developed dementia after 50 years 

of this. 

 

Most of you will quickly realise that there is not a lot of exaggeration in this tale, I have experienced 

all of this first hand and have lost count of the number of times that I have heard a similar stories 

from other people.  

 

The good news is that it doesn’t have to be like this: I hope that the following will point a way to a 
better future for all treasurers. 

 

The first step is to find a workable set of procedures. These procedures are needed to get the job 

done, without making it too onerous or making the Treasurer into some sort of fellowship outcast. 

These rules and procedures need to be carefully worked out, then approved by the PCC and 

implemented with full backing and support from the Vicar, both Churchwardens and everyone on the 

PCC. Anything less will result in scenarios like the story of Bob becoming a regular feature of 

someone’s life.  

 

I wear a number of church hats: Diocesan Official, Licenced Lay Minister, former Churchwarden, 

PCC Member and Christian. With all of these I find the prospect of abusing any church officer 

particularly PCC Treasurers totally unacceptable. Let’s look at this story issue by issue. 

 

Paying Expenses. 

 

The idea of expecting the treasurer to be able to part with cash every time that you see 

him or her is ludicrous. Those of you in employment will know that any expenses incurred in doing 

your job have to be justified before you can be reimbursed. The expenses claim has to be supported 

with receipts and an explanation of what and why. Once you have filled in the paperwork you have to 

get it approved by your department head or line manager. It is then passed to the Finance 

department who put it into the next payment run.  Sometimes small amounts get paid back from 

petty cash, but there are usually set times to claim and maximum amounts that are paid by cash. 

 

The reason for this is not to make life difficult for employees but because there is a legal requirement 

for companies to keep accurate, provable records.  All of these rules and regulations now also apply 

to charities. So how, as a church, can we do this, and also keep our personal, informal, approach to 

life? 

 

Well the first step is to arrange for the PCC to pass a motion that the Treasurer is not permitted to 

pay any expenses to anyone without a written claim form that is signed by both the claimant and a 
parish officer that has some sort of authority over the activity. There can be no exceptions to this, 

not even the Vicar’s expenses!   Ideally expenses claims should be checked and signed by either the 

vicar/rector or one of the churchwardens.  
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Parish Name …………………………………………………………… 

EXPENSES CLAIM FOR THE PERIOD from  to 

NAME & ADDRESS (to which cheque will be sent) 

Cheque to be made payable to: 

PLEASE ATTACH RECEIPTS (audit requirement to substantiate claim and to allow vat reclaim) 
 £ (excl VAT)  £ (VAT) £ Total 

Travel 
 Total by own vehicle (detailed over) 

 
Nil 

 

 Car parking and other fees  
   

 Total by public transport (detailed over)  Nil  

Postage  Nil  

Telephone calls    

Stationery    

Staff training    

Books/journals    

Subsistence/Working Lunch/Hospitality 

/Other      (detailed over) 

   

TOTAL: 
   

Authorised by: Signed by claimant: Date: Dept. 

code: 

EXPENSE RATES: 

 

AMR (“Approved Mileage 

 Rates 2019 - HMRC”): 

   

PTR 25p per mile  

NSMs - reimbursed to PCC in accordance with NSM Contract    

SUBSISTENCE:  1) if away for more than 5 hours in one day: up to £5.86 (incl. VAT) 

 2) if away for more than 10 hours in one day: up to £12.80 (incl. VAT) 

 3) overnight accommodation (B&B) – by prior agreement with the employee’s Senior 

Manager (or Diocesan Secretary)  wherever possible; Inner London £97.60; 

elsewhere £86.15 (Inc. VAT) 

WORKING LUNCH & HOSPITALITY: Same rate as Subsistence i.e. up to £5.86 (incl. VAT) per 

head 

EXPENSES ANALYSIS 

Motor cars and vans up to 10,000 business miles 45 p per mile 

Over 10,000 business miles 25 p per mile 

Motor cycles 24 p per mile 

Bicycles 20 p per mile 

Additional passenger rate 5 p per mile 
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Travel by car 

Date From To Miles at AFR 
(under 4000 miles 

rate of 

……….p/mile)[a] 

Miles at AFR  
(over 4000 miles 

rate of 25p/mile) 

Miles at PTR 
(at 25p/mile) 

      

      

      

      

      

      

      

      

      

      

  Total miles:    

  Total claim 

£ : 

   

[a]state rate per mile – see overleaf. Note: Rural Deans (only) to state only total mileage 

Travel by public transport (attach receipts): 

Date From/To Fare £ 

   

   

   

   

   

 Total:  

Subsistence, Hospitality and Other expenses (attach receipts): 

Date Details Subsistence Working 

Lunch 

Hospitality Other 

  £ £ £ £ 

      

      

      

 Total:     
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PARISH of __________________________________  

 
Claim for reimbursement of clergy parochial expenses for the month/quarter 

ending _______________20___ 

 
Instructions for the completion of this form 
1. One copy should be given to the PCC Treasurer and one copy retained for submission to your Income Tax 

inspector if required. 

 

2. The right hand column should show the amount to be refunded to the incumbent, the left hand column 

should show the total of bills to be paid by the Treasurer, direct. Documents in support should be attached to 

the Treasurer’s copy. 

 To be paid by 

PCC Treasurer 

£ 

Reimbursed to 

clergy 

£ 

Postage 

 

  

Telephone                 calls 

                                  rental 

 

  

Books & liturgy 

 

  

Courses & retreats 

 

  

Locum Ministers fees (Retired clergy)   

Robes   

Public transport 

 

  

Car …… miles @ …..p 

 

  

Office equipment 

 

  

Secretarial 

 

  

Hospitality 

 

  

Other 

 

  

Total   

Less contributions for private calls / personal items 

 

  

Total due 

 

  

 

Signed__________________________  Date___________________  

 

Authorised__________________________ 
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The sample forms on pages 18 to 20 are not definitive documents but are useful starting points 

if your parish is not already using something that suits it.  Please remember that a form is 

merely a tool to standardise your procedures, not an end in itself. If you have a form that does 

not work for you, change it or scrap it and start again.  

 

Petty Cash Floats- also known as Imprest Floats 

Unlike “Bob” you should never pay expenses out of monies received.  Common sense tells us 

that some small expenses are going to be paid out in cash. The best way to do this is to have an 

imprest float.  That is a petty cash tin (probably kept in the church safe) that has a fixed float in 

it. Say £50 or £100.  At any point in time the tin will have cash and vouchers in it adding up to 

the float (balance of agreed cash held). When you pay out cash a voucher for that value goes in. 

It would be a good idea to agree when and who will pay out petty cash. This will help prevent 

the treasurer getting mugged every time that s/he appears.  The Gift Aid (GASDS) Scheme 

requires that loose collections are banked intact exactly as they are received to 

qualify for reclaiming the tax on them. 

 

When the cash in the tin is getting low, the following is the correct way to top it 

up. 

Empty the contents (carefully) onto the vestry desk.  

Check that the cash and vouchers add up to the float. (if not check/investigate) 

Put the vouchers in an envelope (A5 is usually ideal) with an analysis of the vouchers on the 

outside. 

Draw a cash cheque for the value of the vouchers. In the books this cheque should be posted 
against the appropriate headings for the money expended.  Petty Cash is not a valid expense 

analysis heading. - Some church software allows you to treat cash like a bank account for 

making entries. 

Put the cash back in the tin and lock it away. 

Go to the bank, cash the cheque, and then return to put the money into the petty cash tin. The 

float will now be back at the agreed value and all ready for the next round.  

 

Sometimes it is permissible to take the top up out of cash due for banking; but the full amount 

of cash received must be entered in the cash book as if it had been banked.  The 

payment must also be entered exactly as if it had been drawn from the bank. 

 

Other bills to be paid. 

Most of the church’s regular suppliers will invoice the parish for goods and services. These 

invoices ought to be signed by a responsible parish officer, for example; the bill for hall fire 

extinguishers should be signed by the hall manager or a Churchwarden to confirm that the 

invoice is legitimate and that the goods or services have been received and are in good order.  

 

Payments by cheque: 

It is a good idea to have a church policy that any payment of more than say £10 or £20. is 

always paid by cheque.  Parishes are legally corporate bodies so it should also be a policy that 

all cheques must have two signatures on them. Among other things this is a safeguard for the 

treasurer because all payments must have been seen by another parish officer before they are 

paid, not just by the Treasurer. The treasurer should always give the other signatories the 

original payment requests with the cheque book for signing. This is to enable the signatory to 

see what it is that they are signing to pay for.  

 

I am aware that in some parishes it has been the practice for the vicar to sign half a dozen or 

so blank cheques so that the treasurer doesn’t have to bother him/her. This is to say the least a 

risky practice. If the blank signed cheques are stolen the cheques are still valid, and they have 

been signed by a signatory to the account the Police, your bankers and your insurers will not 

be amused and it may invalidate any insurance claim. 
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The Charity Commission for England and Wales. 

Guidance on Electronic Banking 

Contents 

 What is electronic banking?  

 What is the Charity Commission’s view about electronic banking for charities?  

 What are the advantages and potential difficulties of electronic banking?  

 Is electronic banking as secure as more traditional methods of banking?  

 Does a charity need any particular legal power to adopt electronic banking?  

 Do trustees have to sign an indemnity before their charity can use electronic banking?  

This guidance is aimed principally at small and medium-sized charities and answers the 

questions we are most often asked by charities about electronic banking. 

 

Much of the guidance is concerned with best practice advice on electronic banking. 

Section 5 deals with the legal power needed to adopt electronic banking. This part of the 

guidance does not apply to charitable companies. However, the best practice advice 

applies to all charities using electronic banking, regardless of their legal structure. 

 

Common terms 

 

BACS (Banks Automated Clearing System) – This is an electronic payment system 

allowing funds to be moved between bank accounts electronically. For instance, in a 

charity this may be used to pay staff on the payroll and to pay suppliers. 

 

Governing document – means any document that sets out the charity’s purposes and, 

usually, how it is to be administered. It may be a trust deed, a constitution, memorandum 

and articles of association, rules, conveyance, will, Royal Charter, Scheme of the 

Commissioners or, in relation to an appeal, the published terms of the appeal inviting 

donations. 

 

Trustees – means charity trustees. Charity trustees are the people who are responsible for 

the general control and management of the administration of the charity. In the charity’s 

governing document they may be called trustees, managing trustees, committee 

members, governors or directors, or they may be referred to by some other title. 

 

 
1. What is electronic banking? 
 

The term "electronic banking" or "e-banking" covers both computer and telephone 

banking. Using computer banking, a charity’s computer either dials directly into its 

bank's computer or gains access to the bank’s computer over the internet. Using 

telephone banking, the charity controls its bank accounts by giving the bank instructions 

over the telephone. Both computer and telephone banking involve the use of passwords 

which give access to the charity’s accounts. 

 

Using these methods, banking transactions can be actioned 24 hours a day. Computer 

banking allows a charity, for instance, to view recent transactions, print out statements 

and transfer funds between accounts and make payments. Many banks also have the 

facility for a charity to set up, amend or cancel standing orders. Electronic banking also 

allows payments to be made to the charity, i.e. acceptance of credit card donations. Most 

charities that use electronic banking will also continue to use some of the elements of 

http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#1
http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#2
http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#3
http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#4
http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#5
http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#6
http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#5


Page | 23 

 

more traditional methods of banking, such as a cheque book. 

 

Electronic banking services differ between the different banks and building societies. If 

trustees decide that they want to use electronic banking then they should shop around for 

the most suitable package for their charity. 

 

2. What is the Charity Commission’s view about electronic banking for charities?  

 

With changing bank technology more and more charities are likely to consider moving 

away from paper based banking methods; many charities have already done so. Broadly 

speaking our view is that the trustees of a charity will be justified in deciding to use 

electronic banking if: 

 they can identify overall advantages for the charity in doing so;  

 they put in place adequate financial controls; and  

 they have, or can acquire, the necessary legal power.  

It is important that any decision to adopt electronic banking be made with the benefits and 

advantages to the charity in mind. It is not right to move to electronic banking just because it 

seems fashionable or because the charity’s bank wants it to change (the motive for this might 

be to help the bank to reduce its own costs, rather than to provide a better service for the 

charity). With electronic banking, we would expect the same level of internal financial controls 

as we would with the more traditional forms of banking. There should continue to be clear 

segregation of duties to prevent any single person from being able to control substantial 

resources or obtaining unauthorized access to information; and there should be proper 

approval at, or delegated from, trustee level for movements and payments from bank accounts. 

Further advice on internal financial controls can be found in our publication CC8. 

3. What are the advantages and potential difficulties of electronic banking?  

Advantages 

 For trustees who give their own time to charities it means that they can carry out charity 

banking out of working hours in the evenings and at weekends. Trustees are able to carry 

out transactions 24 hours a day, 7 days a week and will no longer be restricted to bank 

opening hours.  

 Trustees can instantly see what is happening with the charity’s money rather than waiting 

for statements to be sent.  

 There is no time spent queuing or journey time to travel to and from the bank for 

trustees or employees of the charity.  

 It might be especially useful to charities that have branches. Paragraphs 51 to 55 of the 

Statement of Recommended Practice on Accounting and Reporting by Charities (Charities SORP 

2000) emphasize that annual accounts must incorporate details of branch finances. 

Electronic banking enables individual branches to have their own local accounts but 

enables the main charity to access information regarding the bank balances of each branch. 

This may help the trustees to exercise greater control over branch finances and may 

http://www.charity-commission.gov.uk/publications/cc8.asp
http://www.charity-commission.gov.uk/investigations/sorp/default.asp#3
http://www.charity-commission.gov.uk/investigations/sorp/default.asp#3
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enable the funds of all the branches to be added together to secure a more favourable 

rate of interest.  

Potential difficulties  

 Unless the charity already owns computer equipment there will be an initial financial 

outlay to establish computer banking. This will involve the purchase and maintenance of a 

computer and the establishment of a telephone line.  

 To use telephone banking there is the cost of the telephone call to the bank, although 

these are usually charged at a local rate.  

 For charities that have more than a basic computer banking service there may be a charge 

for the services of the bank.  

 Computer banking requires some personal computer skills although banks and building 

societies are making efforts to make their software as "user friendly" as they can.  

 A charity may have used the same banking systems for many years and find a new 

arrangement initially more complicated to understand and operate. It will also mean having 

to adapt and to modify existing internal financial controls.  

 The need for an indemnity – see section 6 below  

4. Is electronic banking as secure as more traditional methods of banking?  

• Electronic banking services are used increasingly by small and large organisations all 

over the world. Organisations and banks have a vested interest in making sure that 

electronic banking is as secure as possible. 

 Banks have a password system for both computer and telephone banking. With 

telephone banking all telephone calls are recorded, so checks can be made if there 

are queries about a transaction. Care has to be taken by a charity to ensure that 

only trusted people have access to the passwords. 

 Systems can operate hierarchical passwords so that some people are given "read 

only" access (i.e. the ability to read information but not to change it or add to it), 

while others may be able to suggest changes which then need to be activated by a 

supervisor. 

 Some banks or building societies will offer arrangements where two or more people 

each have to enter their own password or personal number before transactions are 

effected. Some banks allow larger organisations to purchase a plastic card reader: 

when a payment or transfer has to be made each official can swipe their card 

(connected to their PC) and then enter a personal number to release the payment. 

In this way, one official cannot effect a transaction without other officials being made 

aware of it and being required to authorise it. Some banks have plans to bring in 

systems that involve electronic signatures or other advanced identification systems. 

 Whatever arrangements a charity uses, the trustees should prevent any one 

individual from being able to control significant resources.  

http://www.charity-commission.gov.uk/supportingcharities/ccebank.asp#6
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5. Does a charity need any particular legal power to adopt electronic banking?  

The Trustee Act 2000 gives trustees the power to delegate specified functions. One of these is 

the function of carrying out decisions that the trustees have taken.  

Trustees can establish whatever banking arrangements they consider appropriate, subject to 

the proper level of financial controls, to carry out their decisions. These arrangements can 

include an account which is operated electronically. In their instructions to the bank or building 

society the trustees should clearly identify the scope of the authority of the person or persons 

who the trustees have authorised to operate the account. The trustees should continue to 

monitor and review the arrangements and remain free to cancel or amend the arrangements or 

authorise others to operate the account for them.  

The powers conferred by the Trustee Act 2000 apply to unincorporated charities but not to 

charitable companies. The powers which the Act confers are in addition to any powers 

conferred on the trustees by the charity’s governing document. Trustees are not allowed to 

make use of the powers in the Trustee Act if the charity’s governing document specifically 

prohibits the use of electronic banking or restricts trustees to conventional banking 

arrangements. If the governing document of a charity contains such a prohibition or restriction, 

trustees should approach us for advice on amending their governing document.  

6. Do trustees have to sign an indemnity before their charity can use electronic banking?  

A bank will usually ask a charity or its trustees to give the bank an indemnity before it agrees to 

provide an electronic banking service. The indemnity will typically say that the charity or its 

trustees agree to cover the bank for all costs and losses it sustains arising from use of the 

electronic banking facility (except where the costs or losses have come about because of the 

bank’s own error or negligence). 

We recognise that most banks or building societies will not offer electronic banking to a charity 

unless the charity or its trustees agree to give this type of indemnity.  

However, charity trustees need to give careful consideration as to whether or not to give such 

an indemnity. The reason why the banks seek an indemnity is because the risks of misuse of the 

account are greater in the case of electronic banking than in the case of conventional banking. 

The indemnity will have the effect of relieving the bank from responsibilities to which it would 

have been subject had the account been a conventionally operated trust account.  

Under conventional banking arrangements, a bank would have to make good a loss to the 

charity if it debited the charity’s account on the basis of a cheque or other written instruction 

which had been forged - unless the bank could show that the trustees had, by their negligence, 

facilitated the forgery. In electronic banking arrangements, the effect of the indemnity would be 

that the bank would only have to make good a loss caused by an unauthorised instruction if the 

trustees could show that the bank had been negligent.  
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Whilst under conventional banking arrangements a bank can be liable to make good a loss to a 

charity’s account if it gives effect to an instruction from the trustees which it knows or should 

have known involved a breach of trust, under electronic banking arrangements the indemnity 

would relieve the bank of this sort of responsibility.  

No system of controls, however elaborate, can guarantee that a charity will be totally 

protected against abuse. Trustees often express concern about the extent of their personal 

liability in the event of any loss to the charity through misappropriation or misapplication of 

funds. Having sufficiently rigorous controls provides not only the protection for the charity 

property but also the best defence against a charge of failing to protect the charity’s funds and 

thereby being in breach of trust. If funds are lost through trustees neglecting their duty of care 

they could be held personally liable to repay to the charity the funds lost. However, reasonable 

internal financial controls will reduce the risks associated with electronic banking and hence the 

risk of a claim being made under an indemnity. 
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Money Received 
 

Day Book 

The most useful thing that a PCC Treasurer can have is a day book or note book in which 

everything is written down. This doesn’t have to be kept in copperplate handwriting but it does 

need to be legible.  If you are given three or four items in quick succession make cryptic notes 

like the following:  

 

Fred B £3.75 Parish Mag 

Joe B £55.00 hall rent from scouts 

Mary C £15.00 Brownies rent (all in 2p’s bless her – with a brick!) 

John O bill for £7.50 mower petrol -  Paid from offering -cash 

Mrs J £8.75 oasis for flower ladies. - Paid from offering -cash 

 

If for some reason it is several days before you make the entries into the books it will help you 

remember who gave you £3.75 and what it was for. If you have a difference at the end of the 

month these little cryptic notes will be a life saver. 

 

Vestry Sheets 

 

In the vestry, you ought to have a cash sheet for regular use. The reasons for this is that a well 

laid out form is less likely to get lost than a scrap of paper or notes on the back of (even an A4) 

envelope. The format will become familiar with use and will prompt whoever is filling it in to 

ensure that the key information is properly recorded.  
 

Even the best of us forget things when doing something off the cuff. In my horrendous tale, Bob 

might not have realised the importance of recording the envelope dates, numbers and amounts.  

The layout that you use will depend on the size of your church. I have included two examples, 

one for a large parish, and the other for the smaller churches. 

 

The basic idea is that the large parish will use a page a week with a breakdown of the money on 

the back, whilst the smaller one may use the same sheet for several weeks or even for a 

month. These layouts have been evolved over a number of years use in real parishes.  The idea 

of these sheets is to capture all of the things that you will need later for other purposes.  These 

sheets provide the split between planned giving and loose collections. The details of the weekly 

giving envelopes form part of the records that you will need later to make reclaims of Gift Aid 

Tax from HMRC – YES, the tax man really does sometimes also giveth back!  These forms have 

also been designed to have space to record odd amounts that you will be given from time to 

time. These are things like: Parish Magazine subscriptions, magazine advertising, Church Hall 

rents, proceeds of Fundraising events, Collections at funerals for other charities, and donations 

for specific purposes. (this is not an exhaustive list!) 

 

The two forms that follow, like the expenses claim forms, have not been written on tablets of 

stone by God’s own hand, so the invitation to personalise the content of this booklet also 

extends to these.   The Parish Finance department has these forms available in Excel or Word 

formats – just e-mail to ask, and they will be sent to you. Do also have a look at page 60 in 

respect of the new Gift Aid rules. 
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Parish of

Weekly Planned Giving Envelopes summary sheet

Month

Envelope Week 1 Week 2 Week 3 Week 4 Week 5 Total

Number

Totals

Other receipts

Loose

Magazine

Total

Cash analysis

£20

£10

£5

£2

£1

50p

20p

10p

5p

2p

1p

Cash

Cheques

Total

 

Planned Giving Envelopes 1 
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Envelope record sheet Date

Envelope Envelope Amount Envelope Envelope Amount

Number Date £ Number Date £
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Parochial Fees (Weddings and Funerals) 

 
The fees that must be charged for Weddings, Funerals and Baptism certificates are set by 

Statute. The Privy Council reviews these charges annually and any changes apply from the 1st 

January each year. The Church Commissioners no longer issue these on card, but they are 

available to download from their website or from the Diocesan office in both Word and pdf 

formats. By law these tables must be displayed publicly, either in the Porch or on a church 

notice board or other appropriate place.   

 

Understanding these is very important for the treasurer because this is a substantial source of 

income in some parishes. 

 

If you look at the back of the table you will see a grid containing lots of numbers. First don’t 

panic, you should find this is easier to understand when you have read the rest of this section. 

 

The fees are in two halves; part of the fee belongs to the Diocese (DBF) and the other part 

belongs to the PCC. The left column is the DBF part of the fee, the middle column is the PCC’s 

part, and the column on the right the total fee payable. This split was new in January 2013, 

previously the fees belonged partly to the PCC and partly to the vicar.  

 

In the past the vicar’s part of the fee formed part of their stipend (salary), but most clergy 

assigned their fees to the Diocese. What this means is that they paid over to the Diocese all of 

the fees they received in exchange for a full stipend, the same amount every month regardless 

of how many funerals or weddings that they officiated at.  

 
The Parish does have an interest in the DBF part of the fee. The reason for this is that the fees 

are recorded at the Diocesan office parish by parish and these fees count towards a fee credit 

that reduces the following years Parish Share. (See the section “Share” to see how this works).   

Parishes and Clergy are required to send in a fee return every month, even if there are no fees 

to report or pay over. Dealing with this regularly makes the job smaller and easier to do 

  

The way that fees are dealt with varies in every parish, the three most common ways are: 

 

The vicar does it all and sends cheques to the Diocese and his PCC Treasurer regularly. If this 

happens then you will only need to record the fees you are given and they are all unrestricted 

PCC income. 

 

The Parish Office/Administrator handles the fees. This will be dealt with in two ways - through 

a separate bank account so that the PCC Treasurer only gets a cheque for the PCC element of 

the fees as when the vicar does it all.  Alternatively, all of the money will all go through the 

PCC accounts and you will have to record both the total amount of fees received and the 

amount paid to the Diocese. Only the PCC element counts as PCC income. 

 

The Treasurer does it all. In this case the vicar will give you all of the paperwork and the 

money received and you will have to sort it all out.  You will need to become familiar with the 

table of fees, and also develop ways of finding out what exactly the fee is for. Clergy like 

doctors may need lessons in handwriting.   Praying for his or her handwriting is of course also 

an option! 

 

Allowing for modern technology, if the vicar or the parish does electronic banking, the Diocese 

is happy for fees due to be paid over in this way, and an e-mail advice sent rather than the 

monthly paper return. However, it is very important to correctly reference such payments. If 

we don’t know it’s from you, it won’t be credited to your account! 
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National Church Guidance 

The latest guidance and new fee tables can be can be found on this web site: 

https://www.churchofengland.org/sites/default/files/2019-03/fees_table_a4c.pdf (or just Google 

either “Wedding fees” or “Funeral fees” and this will be one of the first sites offered) 
 

Parish Share Fee credits 

It is worth noting at this point that the amounts of parochial fees that are paid to the Diocese 

have a bearing on the following years Parish Share. The Parish Share Fee Credit is half of the 

fees received in the qualifying period.   
 

The qualifying period is the year to 31st March for the following years Share, i.e. fees up to 

March 2018 qualify as credits for the 2019 Parish Share.  We use this period for two reasons:  
 

1. Some clergy used to keep their statutory fees. Using the stipend year enabled us to 

treat their parishes exactly the same as all of the parishes where fees are assigned.  

2. The second reason is to enables the figures to be put out to parishes and deaneries well 

before the year end so that any queries can be investigated and resolved before 

assessments are calculated.   
 

For practical reasons, we count the fees actually received (Cash actually banked in the 

Diocesan Bank account) between 1st May and 30th April each year. We do this because fees are 

supposed to be sent in monthly. It follows on from this that March fees should be received at 

the Diocesan office in April, May fees in June and so on.  Any fees actually paid to the Diocese 

after 30th April will be included in the following year’s fee credit. For example, if St Emilion’s 

fees for January to March were received on or after 1st May the receipt would be counted for 

the following years Fee Credit. 
  

One vicar sent in a whole year’s fees in June, when he complained to his Archdeacon about this 

payment not counting for the following years Fee Credit, instead of the Diocesan Office being 

overruled, the vicar was promptly ticked off for not sending his fees in regularly.   
 

Finance Coordinator Accounting Software 

For parishes using this software it is worth knowing about and using the Agency Post-box 

facility for processing wedding and funeral fees.   

The way to do this is:  

Set up a post box(es) account(s) using the Accounts assistant menus. 

At point of receipt split the entry of the money received between Code 1101 PCC fees 

received and Agency post boxes 6699. 
 

The PCC’s element of the fee received is posted to code 1101 

The monies to be paid to the Diocese, Organists, Vergers and Ringers to be credited to 6699 

and select the relevant post box. 

Payment of fees to the Diocese etc. are then also posted to the same post-boxes. 
 

The Agency post box code 6699 is the only code that is offered in both the record Income and 

record expenditure menus. Things entered into Agency post-boxes pass through the bank 

account in the normal way but are not shown as PCC income or expenditure.  Effectively the 

post box is a creditor account. 

 

  

https://www.churchofengland.org/sites/default/files/2019-03/fees_table_a4c.pdf
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Table of Parochial Fees 2019 
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DBF Fees Return 2019 

http://www.chelmsford.anglican.org/parish-finance/fees 
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Making entries in the books 
 

Once you know exactly what money has been received then the next step is to enter it into 

the cashbook.  There is no single definitive (paper) cashbook layout. I have seen variety of 

things that serve equally well. Some parishes have a multi column analysis book, other use 

the Church of England Cashbook sheets. Copies of these are in the appendices - these C-of-

E sheets are also available as Microsoft Excel files. The intention is to print them on A4 

paper then have the copies enlarged to A3 (Printed landscape – wider than high) on a 

photocopier. The Diocesan Print Unit can produce these for you. 

 

Your weekly banking is likely to include a number of different items. If you have paper 

cashbook this will usually involve entering the whole amount in the total column and then 

parts of it in various other columns:  

For example, you might have banked £275.23. This could be made up of:  

Loose collection £12.56  

Weekly giving envelopes £198.44.  

Church hall rents £15.00 (those 2p coins)   

Funeral Fee £42.00  

£7.23 parish Magazine, yes, I know the magazine is 25p a copy, but £7.23 is what you were 

actually given. 

  

These items will appear in five different columns. When you have entered these in it is 

worth your while checking that what you have written down adds up to the total amount 
that you are going to bank.  I don’t know anyone who has worked in an accounts 

department who has never written down a number the wrong way round. For example, 

£27.27p as £27.72p   See the annual accounts section (Page 100) for some hints on finding 

and solving these mistakes. 

 

If you have a computer for the accounting then you need to make the entries into whatever 

system that you have.  It is then a good idea to make a regular backup of the data and make 

sure that it is kept somewhere away from the computer. 

 

Having made the entries, it is time to make up the bank paying in slip and pay in the money.  

It is worth noting that some paying in books, like cheques, have sequential numbers on the 

vouchers. These numbers tend to appear on your bank statement so it is probably 

worthwhile to note them in your records when you write down or key in details of the 

money you are about to pay in. 

 

This is an opportune point to make some personal safety issues clear. If you bank regularly: 

Do not always go to the bank at the same time on the same day.  

Don’t use the same route every week, if it is at all possible, vary the route. 

Don’t go on your own, take someone with you if possible, ideally, someone different every 

week. 

Don’t advertise that you are banking cash. 

Generally, apply a bit of common sense to this to minimise the personal risk involved. 

 

It is a good idea to check that you are insured by the parish to transport the cash. 

Ecclesiastical Insurance requires persons banking cash to be able bodied and, subject to 

amounts, more than one able bodied person to be present when transporting money.  In 

some parishes, this is likely to be more of a problem than in others. Details of this will be 

found on your policy documents.
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PARISH OF …………………………………………………………………………………………………………………………………………… RECEIPTS Page _______ of _______

YEAR __________

UNRESTRICTED RESTRICTED

DATE ITEM

ACCOUNTS 

ADJUSTMENTS RECEIVED BANKED

V'CHER 

NO

COVENANTS

&

GIFT AID

INCOME TAX 

RECOVERED

UNCOVENANTED

PLANNED

GIVING

COLLECTIONS 

AT SERVICES

GIFT DAYS & 

SUNDRY 

DONATIONS

GRANTS & 

LEGACIES

FUND

RAISING

(Gross)

INVESTMENT 

INCOME CODE

CHARITABLE &

ANCILLARY

TRADING

(Gross)

NON-

CHARITABLE 

TRADING

INSURANCE 

CLAIMS & 

OTHER INCOME

INCOME FROM 

DONORS OTHER CODE TOTALS

CBF code 101 102 103 104 105 201 & 202 203 301 & 302 401 to 404 500 601 & 602 100 (R) 200 to 600(R)

Balance Brought Forward :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

:     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     

Balance Carried Forward :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     :     
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Cash Book Parish of .. 13-May-15

  Receipts Total Cash Bank Contras Planned Loose  Donation Tax PCC Parish Hall Rents Spare Spare Spare Spare Spare Spare Mission Misc    Cross

Summary Year 2014 Csh/Bnk Giving Collections 0 Recovered Fees Magazine 0 0 0 0 0 0 0 Boxes Items    Cast

January 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

February 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

March 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

April 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

May 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

June 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

July 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

August 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

September 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

October 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

November 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

December 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00

Payments Total Cash Bank Contras Upkeep Vicars Organists Heat/Light Church Church Church Teaching Magazine Church Mission Parish Quota  Assigned Sundry   Cross

Summary Year 2014  Csh/Bnk Services Expenses & Organ Insurance Repairs Yard Office Materials 0.00 Hall Boxes etc Giving & Deanery    Fees 0.00   Cast

January 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

February 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

March 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

April 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

May 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

June 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

July 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

August 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

September 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

October 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

November 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

December 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00

Year 2014

Summary Total Cash Bank Contras

1st January 2014 579.00 123.00 456.00

Receipts 0.00 0.00 0.00 0.00

Payments 0.00 0.00 0.00 0.00

31st December 2014 579.00 123.00 456.00 0.00
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At the end of each month 

 

The month end routine will be different for every treasurer, but it is very important that a regular 

procedure is quickly worked out and then stuck to rigidly.  I have not written this with the intention 

of putting pressure on to you. The reason for this section is to strongly recommend that you adopt 

and keep to a system that helps to prevent you from creating and storing up big problems for yourself 

in the future.  

 

The first stage of a month end routine is to get together all of the bits of paper that you have been 

given through the month, and sort them out and, most importantly, file them.  The reason for this is 

simple if they are ordered and filed you will be able to find them again if you want them.  I don’t 

intend to patronise you by telling you that you must number and file everything, but it is a method 

that works for me.   It is useful to keep all of the payments together and all of the receipts together.  

Beyond that just visit your local stationery shop and invest a small sum in controlling your very own 

personal paper mountain. (The PCC should pay for this stationery, this is the cost of keeping their 

records in good order).  

 

The second step is to look over what you have and ask yourself have you done everything?  

 

Is all of the cash banked? 

Have all of the receipts been entered into the accounts? 

Have all the bills been paid? 

Have all of the cheques written been entered in the accounts? 

Have you entered your Direct Debit payments/Standing orders paid into the accounts? 

Have you entered all of the standing orders received into the accounts?   

Are there any fees still to be paid to the Diocese? 

 

Now go and have a cup of tea or coffee and then go through this list again. “Oh yes there is that 

cheque for hall rent to do something with…” see what I mean. 

 

If you have a hand-written cash book now is the time to add it all and pencil in the totals.  A lot of 

paper cash books use a self-checking device called a cross cast by accountants.  What this means in 

English is if you add all of the columns down and all of the rows across, the total at the bottom of the 

total column should add up to the same as the total of the other columns.  If this agrees then most of 

the common errors will have been found.  What this doesn’t show up is:  

Anything completely missed out   

Anything entered correctly, but put in twice,   

Anything that compensates, that is entered incorrectly but is identically wrong in both the total 

column and in the analysis columns. 
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Bank Reconciliation 

 

It is important to check your records against the Bank Statement every month. A proper bank 

reconciliation will help you identify items that you have entered incorrectly, missed out, or entered 

twice.  Sometimes the bank makes these errors, and it can be a real boost to your ego when you spot 

a bank error. (Unfortunately it can also be a pain elsewhere to sort out).  

 

When treasurers have difficulty preparing their annual accounts the underlying cause of their 

problem is frequently that they haven’t reconciled the bank statements.  

 

There should normally only be two items on your bank reconciliation: 

 

First: A list of cheques that you have written that have not yet been cashed (paid in by the person it 

was sent to).  

 

Second: Any cash recorded as banked that has not yet appeared on the Bank Statement. For example, 

if Sunday was 30th June, the collection could not possibly be banked until 1st July.  

The bank statement balance at the end of each month, less the unpaid cheques plus the “cash in 

transit” should be the same as the balance in your cashbook. 

 

Finally, when you have got to this point it is time to make any entries in the books that the bank 

reconciliation showed up as being outstanding.  

Recheck the adding up, and then ink in the totals.  

 

There is a detailed explanation of how to reconcile to the bank statement in the next section. 

 

It is a very good idea to rule off at the end of each month because to do this you will have checked 

that everything has been done, and it has been done right.  This then forms the basis for any reports 

that you need to give to the PCC. Every time during the year that the Bank Statement is reconciled it 

is another big step towards completing your annual accounts.  

 

If you do something like this every month as a routine it is much easier to find any differences. My 

reason for writing this is to point out that you will be looking at fewer and fairly recent entries every 

month.  Doing this monthly gives you a reasonable chance to remember what actually happened.  

Alternatively: What chance have you got to remember everything that happened during each of the 

previous twelve months next January…. when you are struggling to balance the cash book so that 

you can prepare the annual accounts? 
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Bank Reconciliation on Accounting Software 

 

If you are using a computer system to keep the accounts many of the above checks will still be very 

useful to you.  Some software has a bank reconciliation routine built into it.  If you have this option 

in your software it is very wise to use it, because this acts as an integrity check on your postings, it 

also often controls other features of the program.   

 

 

Month End on Accounting Software 

 

Some accounting packages have a period end feature built into them. These are routines that must be 

followed as part of the programme’s housekeeping routine. Computers are in short up-market adding 

machines and they need to be told what month it is. Changing the period enables the programme to 

file the data in period groupings and to produce reports that compare what has been entered with 

your budget to date for the year.    

 

The only advice that I can give here is look at your programme’s handbook or the help screens for 

your programme. Please, follow their instructions. They are usually written to help get you to where 

you need to be.  If in doubt ask someone who knows something about computers or the program that 

you are using. It really does take a lot less of your valuable time and energy to follow routine 

procedures every month, than it will need to sort out a mountain of wreckage early in the new year. 

 

Finally make sure that you take a month end copy of any parish data on a computer.  

 

1. Have a stock of several memory sticks. Don’t use the same one over, and over again. 

If you only have one memory stick, Murphy’s law states: When your computer fails 

your single memory stick will either get stood on, flushed down the loo, be eaten by 

the dog, or be found to be faulty (probably all at the same time). 

 

2. Copy the file to cloud storage. With cloud storage, all of your valuable data - such as 

photos, music and documents - is uploaded to a storage provider’s servers over the 

internet. Some of the best-known cloud storage services are iCloud, OneDrive, 

Dropbox, Google Drive and Amazon Drive. They offer a secure online alternative to 

backing up data to a hard drive. 

 

3. It is also a good idea where possible to e-mail a copy of the backup file to someone 

else trustworthy and ask them to keep the message and the attachment on their 

computer for you.   
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How to reconcile a Bank Statement 
 

To do this you will first need to get all the following items together: 

 

The last bank reconciliation 

The cash book 

The bank statement 

A pencil/pen/highlight pen/etc. 

 

What we are trying to do is compare the Bank Statement to the entries made in the cash book 

since the last time this reconciliation was done. Anything outstanding from before this point will be 

the outstanding items listed on the previous reconciliation. Our aim is therefore to get a list of all 

of the current outstanding differences and then take appropriate action to resolve them. 

 

Starting with Receipts compare what is on the bank statement with entries in your cash book.  
 

Tick, or otherwise mark, the items that agree (are the same).  Take care not to obscure the 

numbers in case you can’t balance at the end and you need to tick it all again.  (This can and does 

sometimes happen to all of us). 

 

The first receipt(s) might be on the previous reconciliation, and the last one or two may not have 

yet been credited by the bank to your account. 

 

Are there any receipts on the Statement that are not in the cash book?  

What are these items?  Do you need to enter them in your accounts?   

Likely candidates are Bank interest received, Standing Orders received, Dividends received. 

Create a list of all the items that do not match exactly.  

 

Warning - watch out for amounts banked that you have entered in the books as £114.25 but 

appear on the Bank statement as £114.23 or as £141.25.  Sometimes you can miss differences like 

this just because you are not looking carefully at every figure. This is something that we all do! 

 

Next, look at the payments. I tend to start with the list of un-presented cheques from the previous 

reconciliation. Tick the bank statement back to this list first and look twice at any items that are 

still outstanding. Then tick the payments made that appear on the bank statement against the new 

entries made in the cashbook. 

 

Are there any payments made by the Bank that are not in the cash book? If so you have to 

ascertain whether these are correct. And if so make an appropriate cash book entry. Some of the 

more likely items that occur under this heading are:  

Utility or insurance premium direct debits,  

Parish Share direct debit/standing orders paid to the Diocese.  

Bank charges,  

Unpaid cheques (cheques that you have paid in that have been returned unpaid or in the vernacular 

- bounced)   
 

You now need to make a list of all of the items that do not match exactly again. Beware of things 

like cheques that have not been paid for the exact amount that you have entered in the cash book. 

A difference of 10p or 20p can be very hard to find! 
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Now that you have a list of any differences on both the Receipts and the Payments the next step is 

to work out exactly what your bank balance is. It is possible to start with Cash book balance and 

the add or take away the adjustments until you reach the Bank Statement balance, but there is a 

better way: 

 

Take one of my Bank reconciliation forms (page 44) and put the date and Bank statement page 

number at the top (This really helps when you look back, it tells you quickly when this was done 

and for what period.) 

 

Enter the closing Bank statement balance. (a) 

Then list the cheques that you have written that have not yet been presented for payment. Add 

them up (b)  

Take this total away from the statement balance to get sub-total (c) 

If there is a paying in that is not on the Bank Statement enter it in at (d) 

Add the value of (d) to (c). 

 
In the second box enter your cashbook balance you on line (f). 

 

In the majority of cases the value at (f) will be the same as the value of (c) + (d). If it is, then enter 

this value at both (e) and at (h) - job done. 

If the two totals do not agree (and you have doubled checked your sums) then look at any 

outstanding items: 

 Is there an item on the statement but not in the cashbook? If so adjust the cashbook balance 

on line (g) 

 Is there an item in the cashbook but not on the statement? If so amend your list of un-
presented cheques (b) outstanding banking (d) or other adjustments (e) as appropriate.  

 

Well done all finished, well, not quite.  Now you know definitively what any differences there are 

between your books and the Bank account entries have to be made to bring them into line.  

 

Un presented cheques will probably clear with the passage of time but it is worth keeping an eye on 

the list of these and check up on any that are more than three months old. 

 

Paying in that hasn’t been shown on the statement should appear as one of the first items on the 

next statement, if not investigate.     

  

Entries need to be made to cancel any unpaid (bounced) cheques. The person who gave it to you 

needs to be contacted to see why, and a replacement payment obtained.  

   

Any other differences ought to be dealt with now. If you don’t do it now, I can guarantee when you 

get to the end of December, you probably feel even less like grappling with it.   If you leave any of 

these queries until ‘tomorrow’ time will have passed, and the research will take much longer and 

any problems will be more difficult to resolve. 

 

Motto: Do it now it will be much quicker and easier, than it will be if you leave it.   

 

Do this now and it will take about half an hour, alternatively next January you will have twelve 

months to reconcile, and that will take you at least 6 hours!   And that is before you can start on 

the rest of the preparation of your annual accounts. 
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   St Mary's Anytown

Bank reconciliation Month:

Closing Bank statement balance £ a

            Unpresented cheques

Chq no. £

b

£ c

Add bankings not on statement

d

£

                         Other adjustments

Final balance at the bank £ e

Balance from Cash Book £ f

          Items on statement not entered

£ g

                         Other adjustments

Final Cash Book balance £ h
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Data Developments Accounting Software 

This is software is used by many parishes in Chelmsford Diocese and the Parish Finance Officer has 

some expertise and can help with setting it up and personalising it for your church. 
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PCC REPORTS 
 

One of the most daunting jobs for a new treasurer is reporting to the PCC.  This task is not helped 

by the realisation that most PCC members not only do not understand finance and numbers, but 

are also largely not interested unless it is funding for one of their personal pet projects or 

ministries.    

 

I cannot stress highly enough that the treasurer is not personally, or solely, responsible for the 

finances of the parish. This responsibility lies firmly with the PCC.  As treasurer once you have 

reported something accurately to the council you are not responsible, other than jointly as a 

member of the PCC. Every other PCC member is then as equally responsible for the finances of 

the church as you are.  

 

As the treasurer, there is the problem that you are aware of a great deal of detailed information, 

which is important, but is likely to confuse most of your PCC.  The key to solving this problem is in 

understanding your data sufficiently to be able to summarise it without losing the meaning.  If you 
have set a parish budget, you ought to reference any reports back to the agreed budget, even if you 

only say “We are right on target.” or “There are no major changes from budget.” The important 

thing is to always give an accurate overall picture using as few numbers as you can. It’s time for 

another Terry’s tale. 

 

Bert was a retired accountant. He hadn’t served on a PCC before but he was co-opted in October to help 

the treasurer Barbara out.  He got his agenda and the minutes and turned up for the November meeting 

ten minutes early at 7.20pm It was a bit nippy waiting outside the church door, but the vicar turned up five 

minutes later and they went in.  

 

The meeting was usually held in the space around the font, the vicar went in first to see if the heating would 

fire up, and it wouldn’t, so they resigned themselves to a cold meeting.  Bert put some of the stacking chairs 

round and got out a folding table for the secretary to take the minutes. As he did this one of the two 60 

watt bulbs went and there wasn’t a spare. 

 

By 7.45 most of the PCC had turned up and chaos ruled as extra “important” papers were passed round.  

The meeting eventually started at 8pm. It took an hour to go through the minutes because no one had read 

them beforehand. And then there was another 30 minute revisit to the discussion about what colour to 

repaint the notice board. 

 

Finance was eventually reached on the agenda at nine fifty.  Barbara handed round her usual report sheet, 

which being honest not even she understood.  This was produced on a dot matrix printer in ten pitch print. 

Bert suspected that the ribbon used must have been re inked several times, and that the print head was 

past it.  Then to help matters along the sheet had skewed as it went through the photocopier.   

 

In the poor light Bert couldn’t read anything on the finance sheet at all and it was now ten o’clock. Barbara 

asked any questions and amid yawns came back a series of muttered no’s. Any other business said the 

vicar?   

 

There are three steps to giving a good treasurer’s report: 
Summarise 

Summarise 
Summarise (use numbers if you must!) 
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The basic facts that a PCC needs to know: 

 
CASH BALANCE  

Report the reconciled bank balance i.e. the cash in the bank after all the cheques have been 

presented.  This is telling the PCC how much cash they actually have. 

 

DEPOSIT ACCOUNT BALANCE 

How much cash they have at some notice. 

 

THE TOTAL OF CASH & DEPOSITS 

Never give a meeting two numbers that need to be added together without adding them up and 

also giving the total.  Doing this stops people wasting the PCC’s time. If the arithmetic is left to the 

PCC members you will have several answers, not to mention ten minutes spent arguing about who 

got it right! 

 

THE PARISH SHARE POSITION 

I suggest the Share assessment is reported, the amount paid and the amount still to be paid by 
December. 

 

OUTSTANDING ITEMS 

If the church or hall insurance is due, a major gas bill due, or an organ service – tell them these bills 

are expected. This should at least warn them not to commit the money in the bank to anything 

else. 

 

EXTRAORDINARY ITEMS 

If anything unusual has happened or is expected to happen - it should be reported. 

 

OFFERING ON SUNDAYS 

This is or should be your main source of income. Sometimes weekly collection figures are displayed 

on the church notice board. A summary here may be useful for stewardship, planning etc. but also 

be aware there will always be one smart Alec at the APCM who has noted them down, added them 

up and then asks why they differ from the accounts by 25p! 

 

Most people (including accountants) cannot cope with lots of figures.  The object of the exercise is 

to inform everyone, not to bury them with too much detail.  If this report swamps your PCC - 

scrap it and start again.  Summarise to give a quick, but accurate overview of the position. 

 

Every PCC is different and it is worth remembering here that the treasurer is the servant of the 

PCC - not its controller.  The only information that should not be generally available to the PCC - 

are the details of anyone’s personal giving to the church.  This is or should be understood by all to 

be personal and confidential.  Everything else is quite reasonably in the “public domain”. 

 

Long reports take a lot of time to prepare - being a treasurer is already a big job.  Church Councils 

should have respect for their members - not make unreasonable requests of them.   

Matthew 11 Verses 28-30 Remember (tongue in cheek) the best putdown for a critic is to propose 

that they take over the role of PCC treasurer! 
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Parish Budgets 
 

When you get to the stage of looking at this you can begin to feel that you are really in control!  

The idea behind having a parish budget is not just to make another job for the treasurer to do. 

Preparing a budget means that you are moving from reacting to events that have already happened, 

to planning and controlling what you expect to happen. 

 

A sound-bite definition of church budgets is: “A parish budget is a game plan for the coming year.” 

 

All churches run on a cash basis, that is, money coming in from collections and fundraising are used 

to pay the running costs.  Unless you plan how to manage this in some way then sooner or later 

you will run out of cash and be unable to pay a bill.  A Parish budget is just a way of formalising this 

so that the entire PCC shares responsibility instead of just the treasurer. 

 

Is this scriptural? 

Yes, Jesus told the story of a man who started to build a tower and had to stop because he ran out 

of money. (Luke 14 verses 28 –33) In other words, think before you act - a budget is just writing 

down these thoughts in an ordered way. 

 

Is this very complicated? 

No! The simpler you can make it the better, the object of the exercise is to understand and 

control. Not to blind people with science. 

 

OK So how do I start? 

The best way is either in a quiet room either on your own or with a very small group of people 

who are used to this sort of thing (no more than 4 people in all).  You will need:   

 
 last year’s accounts (to show you what happened last year and the year before) 

 If you have it – this year budget and any workings used to produce it. 

 Your latest figures for this year. 

 a pad of A4 paper, (or a computer with a spread-sheet programme) 

 a calculator,  

 and your local knowledge.   
 

The following steps are not compulsory and the sequence may be taken in a different order to 

achieve the same result. 
 

Parish Expenses: 

Look at your parish expenditure for last year.  You will see that it can be broken down in items of 

similar nature.  These are typical groupings: 

 Ministry expenses 

 Church expenses 

 Churchyard expenses 

 Hall costs 

 Children and Youth 

 Housegroups & adult teaching 

 Mission and outreach 

 Giving – money your church gives to other charities 

 Parish Share.  
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There may be sub-divisions under each heading.  Write these down in order and then put against 

each heading what you spent last year. 

 

When you have your headings and an idea of what each item usually costs in a calendar year you 

can estimate what you think you will spend in the coming year.  Some things will be more difficult 

than others.  Thing like the gas bill and insurances are relatively easy, parish mission and giving may 

be more of a policy item.  

 

When you have looked at every heading add up the total of your estimates for the coming year 
 

Income 

On a new sheet of paper look at the income you received last year.  Again, this will probably break 

down into the following main headings: 

 

 Loose collections 

 Planned Giving – Weekly envelopes and standing orders. 

 Tax refunds on Gift Aid 

 Donations 

 Fees 

 Churchyard –  Fees & trust income 

 Investment income 

 Fund-raising 

 Special collections (money passing through i.e. collecting boxes) 

 Hall rents 

 Grants received 

 Other 
 

Write down the above headings, and against each put the total received last year.  You can then 

estimate the amount likely in the coming year in a similar way to estimating the expenses. 

 

When you have looked at every heading add up the total of your estimates for the coming year 

Balancing the budget       
 

When you have calculated the total income that you expect to receive and the total expenditure 

that you will have to meet, you then have to look to see if the budget balances. That is; does the 

income equal or exceed the expenditure? Or to quote Charles Dickens Mr Micawber “Have you 

reached a state of happiness, or one of misery?” 

 

Total Income    £ 

Less total expenditure £ 

Surplus = Hallelujah  /  (Deficit = Oh dear!)                £                       

Whatever outcome this shows up this is a good point to take a break. Have another round of 

coffee (and biscuits)   
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When you come back from your break the first thing to do is double check everything that you 

have done.  Ask yourself the following questions:  
 

Do my estimates look right? 

Does this look sensible, i.e. would everyone else on our PCC understand it? 

Are there any big changes between my/our estimates and last year’s figures?  If so why?  
 

Don’t move on from this point until you are happy that your workings are right. A good test is to 

ask yourself: “If I had to explain this to someone outside of the church would my explanations and 

conclusions appear reasonable?” 
 

As a treasurer or as a PCC finance or budget sub-committee, once you have done the sums your 

task is to present your workings to the PCC. It is the responsibility of the PCC to decide what to 

do with the information.  If the budget is realistic the PCC clearly has to either accept it as it is or 

make viable policy adjustments – not planning to spend money they won’t have! 
 

If you have calculated that next year your PCC will have a surplus, celebrate!  The PCC can then 

begin to decide what the best use of these extra resources might be.  At the risk of being a 

spoilsport I do always advise caution on making commitments to spend money you haven’t actually 

received yet. 
 

If you calculate a deficit, don’t panic. The first benefit of the situation is that you now know about 

the problem before it happens. The good news is that you as a treasurer and your sub- committee 

are not responsible for the coming shortfall. The bad news is that the whole PCC is responsible, 

but you do share in that responsibility as a PCC member(s). 
 

If there is a deficit what options are available to the PCC? 
 

The first option that occurs to most people is “What costs can we cut?”   

The real answer in most churches is usually not a lot; you have to pay for:  

 the upkeep of the church, 

 to keep services going,  

 the vicars expenses  

 and the Parish Share.   
 

The consequences of not paying some of these things are obvious, if you don’t pay the gas bill you 

get cut off. You have a legal duty to insure the building. You are members of the church to worship 

God so services are not a cost cutting option.  Not paying the vicars expenses is directly forcing 

your vicar to personally subsidise the church. Is this acceptable? So, what about the Share?  
 

The Parish Share is your contribution towards your vicar’s stipend and your contribution towards 

running the wider church.  So, what if we plan not to pay our Share in order balance our budget?  

The answer to this is another question: - 
 

If we don’t pay our Parish Share where is the money going to come from to pay our vicars wages?  

Or who else is going to pay it for us?  Put this way this is a hard question and one that we can’t, as 

much as we would like to, ignore. See page 58 for more about the Share. 
 

This brings us to the next question that your PCC has to look very hard at. That question is how 

to increase the parishes income.   
 

To answer this you need to go to the chapter on Stewardship (Page 88)    
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Budget reports 
 

When your PCC has set its annual budget ideally at the November PCC meeting, that is not the 

end of the process.  If we left it there until the following November it would be a bit like getting a 

route plan for a long journey from the internet and then leaving it on your desk when you set out 

to travel.  A plan is only useful if you keep referring back to it to see how well you are doing.  To 

turn my example into another “Terry’s tale” 
 

John & Mary were going on holiday to Cornwall.  They packed the car and went to their computer, found 

the AA Web site and got a route map. Mary said “that’s fine”.  Forgetfully leaving the map on the desk at 

home they set off. They remembered the first bit of the route quite well; A12 to Brentwood, then M25.  

Things went well this far, there were no hold ups at Chelmsford and they got to the Brook Street junction at 

Brentwood.  
 

They knew that the M25 was circular so they turned left. and went over the Dartford Bridge. They knew 

that the M2 to Dover was the wrong way so they stayed on the M25 until they came to the M3.  
 

The M3 sign said “To the South West” so they turned off the M25 onto the M3 motorway.  

A little while later they were approaching Southampton. There was no sign that said “To Cornwall” and no 

more motorway to drive on. Their trusty Citroen, unlike James Bond’s Lotus, wouldn’t continue on either 

across or under the Solent.   
 

They had got to the seaside, they were on the south coast.....but they were about 100 miles from where 

they wanted to be.  What did they do next?  Well they had to find a garage, buy a map and then plan a 

new route.    If they had followed the original plan, they would have checked where they were going at every 

junction; they would have turned right at Brentwood, taken the M4 and then the M5 to Cornwall.  (This 

really happened to someone, only the names have been changed in this tale to protect the innocent!)  
 

Unfortunately, this is what sometimes happens with church budgets. They have been prepared well, 

and then left in the cupboard as if they had no use.  The best way to use a budget is to compare it 

to what actually happens as you go through the year. 
 

One of the assumptions that can be made is that most things happen regularly as the year 

progresses. Bills are paid monthly, collections come in from every service, even the church 

insurance can be paid in instalments.  It follows on from this that by the end of March you should 

have received about a quarter of the year’s income and paid out about a quarter of the bills. So 

how do we tell the PCC how this compares to their budget? 
 

A good way is set up a report like the one overleaf that shows the whole year’s budget in one 
column, a quarter of the budget in the next column, what has actually happened, and then in the 

final column the differences between the quarter budget and what actually happened.  You will see 

that this report only shows the main type of expense headings. This is to simplify the report to give 

an overview, and follows the principle of informing but not swamping people with information. Even 

if everyone on your PCC is “something in finance” it is unlikely that you will be asked for more 

details unless there is something that clearly needs explaining. The object of this report is to give a 

good overview, without too much unnecessary detail.   
 

This would report would show very simply whether things are going according to plan or not.   For 

example, if your budget was for a large increase in giving and the giving was less than planned this 

March report is the first warning to the PCC to do something about the level of giving sooner 

rather than later. 
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St Mary’s Anytown PCC 

 

Budget report 2019 

 

Receipts 2019 Budget Budget to 

May 

Actual to 

May 

Difference 

Loose collections 4,250 1,771 1,627 (144) 

Donations 100 42 35 (7) 

Planned Giving 40,800 17,000 14,200 (2,800) 

Hall Income 3,000 1,250 1,107 (143) 

Other income 535 223 206 (17) 

Total income 48,685 20,286 17,175 (3,111) 

 

Payments 2019 Budget Budget to 

May 

Actual to 

May 

Difference 

Ministry costs 2,525 1,052 769 283 

Church expenses 7.475 3,115 3084 31 

Youth work 600 250 203 47 

Mission expenses 1550 646 546 100 

Parish giving 2,000 833 750 83 

Training expenses 875 365 420 (55) 

Parish Share 34,250 14,270 10,000 4,270 

Deanery Synod 25 10 30 (20) 

Total expenses 49,300 20,541 15,802 4,739 

 

Summary Budget for the 
year 

Budget to 
May 

Actual to 
May 

Difference 

Total income 48,685 20286 17,175 (3,111) 

Total expenses (49,300) (20,541) (15,802) 4,739 

Surplus/ (deficit) (615) (255) 1,373 1,628 

 

Cash & Bank 31/05/19 £ 

Bank current account 2,869.93 

Petty cash in hand 25.96 

Deposit account 35,274.33 

Total cash available 38,170.22 

 

Notes: 

1 We are waiting for the bill for the organ service estimate £450.00 

2 The Church insurance premium is due in July estimate £1,800.00 

3 £30,000 of the deposit account belongs to the Tower appeal fund. 
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Parish Share 
 

Q So what is this Parish Share assessment that accounts for a lot of our expenditure? 

A Well, your church has a Vicar or a Rector, or if it is a Team Ministry maybe several clergy. Have 

you ever stopped to ask who pays their Stipends (salaries or wages if you prefer)?  

The short answer is your parish contributes.  

 

There is a great deal of myth and legend about the wealth of the Church of England, so I want to 

explain a few facts that you can check out for yourselves. 

 

Yes, the National Church does have huge sums invested and a lot of property holdings, but the 

income from that is all committed towards subsidising clergy stipends and paying clergy pensions.  

 

Before 1997 no separate provision was made for clergy pensions. What this means in practice is 

that all of the clergy pensions earned before this date have to be paid out of the National Church 

current years investment income. The other side of this coin is that your church wasn’t asked to 
pay in towards the pension of the vicars who served you before then. This really is a case of you 

can’t have your cake now if you have already eaten it. 

 

In spite of this in 2018 Chelmsford Diocese will receive just over £2.45 million of grants from 

National Church of which approximately £712,000 is for Low Income Communities (LinC). 

 

Q  Isn’t the Church of England one of the largest landowners?   

A  True. But churches and churchyards don’t generate much money, the residents don’t pay high 

rent!  

 

Q Doesn’t the church own about 15,000 houses?  

A Sort of, but they are all Vicarages (Chelmsford has about 450).  Clergy live in these rent and rate 

free. The Diocese pays the Council Tax, the Water Rates and for all of the repairs and annual 

boiler service on all of these houses.  We also pay the clergy who live in them a Stipend (salary), we 

pay towards their pensions and Employers National Insurance. The Stipend level and pension 

contributions are set nationally. Before1997 Clergy Pensions were not funded at all, and National 

Church income was also used to pay the Employers National Insurance. A table showing 

approximate clergy costs is on the following page. 

 

Q So what does this mean for us?   

A In a nutshell the parishioners in the Church of England contribute towards their clergy costs.  

Baptists, Methodists, Pentecostals and other Free Churches have been doing this ever since they 

started and don’t understand why we think that someone else should pay them for us.  

 

Q What about the £2.5 million from National Church, can’t that pay for my vicar first? 

A Some of it does - most parishes get some of this grant but the funds have to be spread over all of 

our parishes not just yours.  Some areas do receive more than others but this is carefully worked 

out and weighted towards areas with the greatest poverty or social deprivation.  

 

Q So how is the Share worked out? 
A Very scientifically - a great deal of time and effort is spent in trying to ensure that all of the 

allocations are fair and achievable. A booklet explaining how this is done is included in the following 

pages. 
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Parish Ministry – Incumbent costs 
 

 

The Direct Cost of a Stipendiary Vicar 2018 2019 

 £ £ 

Stipend 26,220  26,750  

Related Costs 383  389  

National Insurance 2,177  2,221  

Pension 9,442  9,640  

Council Tax 2,162  2,225  

Water rates 513  530  

Insurance 388  399  

Clergy House repairs and improvements  5,198  5,365  

Housing management  1,222  1,044  

Vacancy Costs (net of rent) 686  596  

DBS Checks 28  30  

In service training - clergy 508 503 

Total 48,927 49,692 

 

 

 

 

 

These are the direct costs - on top of that there are training costs for future ministry and the costs 

associated with area bishops and archdeacons. 
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MINIMUM 25% 

RETURN
ON YOUR INVESTMENT 

GUARANTEED
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 As you probably know you local Church Tower is about to fall into the churchyard.  

The Chancellor of the Exchequer has promised to pay for a substantial proportion of 

the £30,000.00 cost of  these vital repairs. 

All you have to do to enable this to happen is give us a donation.  For every £10.00 

that you give us our friend the Chancellor has promised to give us a further £2.50. 

This means that if we can raise just over £24,000 the £30,000 bill will be paid in full 

and our attractive, historic tower will be preserved for you, your children and 

grandchildren to enjoy.

Please find the enclosed envelope for your signature, to support this campaign, 

and donation so you can be part of this historic event.

Yours sincerely Rev’d Canon  Derek Trotter

PS  See you at 10am on Sunday for an update of this campaign. 
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Gift Aid 
 

The Gift Aid Tax recovery is one of the easiest sources of income for every parish to use. A 

Treasurer can easily reclaim more income in an evening than twenty or so people can make 

by spending a day running a Fete or Bazaar.   

 

The rules of this scheme are easy to follow and the records that you need to keep are 

straightforward but must be accurate. The reason for the need for accuracy is that you are 

asking the Government to refund some of the tax paid by a donor on his income. You may be 

asked by HMRC to prove that you were given the amount you claim you were given by the 

donor. The best way to do this is as follows: 

 

If someone gives your church a donation (cash or cheque) record it in the cash book like this; 

“Mr T. Jones £50 donation (Gift Aid)” Recording the person’s name and the date is as 

important as the amount. If it is a cheque make sure the detail is on the paying in slip 

counterfoil. 
 

If it is by Standing Order or bank transfer record the receipt as a separate entry in the 

cashbook. This is easier than having to go back later and make a list of items that make up a 

posting. If you can encourage church members to pay by standing order you can offer these 

donors special cards that look like regular giving envelopes so that they have something to put 

in the offertory when it comes round. These cards go from the offertory, into the vestry then 

to a box at the back of the church to be re used again the following week. Alternatively give 

them a box of envelopes and tell them just write standing order on the front and put the 

envelope in the bag/on the plate with nothing in it. 

 

Regular Giving Envelopes 

Most churches run a giving envelope scheme for regular weekly offerings. These schemes 

have a number of advantages. These advantages include providing Gift Aid records and 

encouraging contributions for every week, even the weeks when the giver is not in church. 

 

There are a number of organisations that produce these envelopes, there is a list of these in 

the useful contacts list at the back of this book.  

 

Giving envelopes come in small packs - one for each donor, with an envelope for each week 

of the year. You can order these to start at any time of year to suit your parish.  Favourite 

start dates are January 1st (Calendar year) and 6th April (Tax year). Each pack of envelopes 

have a unique number that appears on every envelope in the pack, so if Mr Jones has pack 25 

all of his envelopes will have the number 25 printed on the envelope. If Mrs Smith has pack 72 

all of her envelopes will have the number 72 printed on them and so on. These envelopes can 

also have the parish name or logo printed on them.    

 

The person who does the Gift Aid claims will need to have a list of donor’s names that match 

envelope numbers to be able to make the Gift Aid claims.  For example, if Mr Jones has signed 

a Gift Aid declaration, the amounts, and dates of donations in envelope 25 will need to be 

identified to go on the Gift Aid Claim.  Apart from the person making the claims no one else 
at all needs to know how much anyone else gives.  This list of names and numbers has to be 

and remain strictly confidential.  This means that almost anyone can be called upon to open 

the envelopes in the vestry and unless there are cheques in the envelopes the identity of each 

donor remains unknown to those processing the cash. 
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Gift Aid Declarations 

Anyone who pays UK Tax either through payroll or deducted at source from bank interest or 

dividends can sign a Gift Aid declaration. This does not tell the church anything about the 

donor other than the fact that he or she has paid some tax. Once a Gift Aid form has been 

signed the tax paid by the donor on the money used for the gift can be reclaimed by the 

charity.  

 

It doesn’t matter how donor paid the tax, provided that they have paid more tax than is being 

reclaimed. (Tax paid on dividends and bank interest count).  

 

The tax recovery by the church is always calculated at the basic rate of tax; 

 

For example, if you are given a gift of £80.00 the Gift aid recovery will be £20 of 25% of what 

you have received because in order to do this the donor must have paid tax on £100.00 at 

20% (the basic rate) if you reclaim the £20.00 this is 25% of the £80.00 you have been given. 

 
If a donor pays higher rate tax (40%) if they put the Gift Aid donation on their tax return then 

they will also receive a tax rebate of the difference between the rates of tax.   

 

For example, on a £100.00 gift: under the higher rate of tax (£166.67 after 40% tax) 

The church can still reclaim £25.00 this is calculated on the basic rate of tax (20%).   

This makes the gift to the church worth £125.00 

 

The Donor will get a tax rebate of £25.00 because he or she will have paid the church 

£100.00 and received £25.00 (£166.67 x 15%) refund from HMRC making the cost net of this 

gift to the donor £75.00.- Given £100.00 cheque and received a tax credit of £25.00  

 

Making your claim 

  

If you have any problems with this please email parishfinance@chelmsford.anglican.org and we 

will endeavour to help or point you in the right direction. Alternatively, if you telephone the 

HMRC help line, once you have got through the “infernal automated switchboard” to a real 

person they are always very helpful. ACAT members can also access advice from ACAT. 

 

The way that claims must be submitted was changed in September 2013. HMRC have made it 

very clear that they do not want to accept paper claims. In practice, this means that all claims 

have to be made online. There is still a paper claim option but this is not viable other than for 

churches with a very small number of Gift Aid donors. 

 

 

 

 

 

 

 

 
 

 

 

mailto:parishfinance@chelmsford.anglican.org
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Useful additional resources 

HMRC runs a really useful website “The Giving Campaign” There is lots of material available free on 

this site together with fund raising ideas. You may find their e-mail and website to be useful resources:  

admin@givingcampaign.org.uk    

The toolkit is available from:  www.givingcampaign.org.uk 

 

Gift Aid Software 

There is various software is available that keeps Gift Aid records and produces claim forms.  

 

Chelmsford Diocese does recommend the Data Developments programme – Donations 

Coordinator. As well as keeping the records and producing thank you letters for donors, this 

programme produces claim forms and uploads them straight into the HMRC system. A 

number other Diocese also strongly recommend this package. Derby Diocese has bought 

licences for all of their parishes. 

 

The Parish Accounting Service (formerly the Deanery Accounts Project) which supports more 
than 30 parishes with both accounts and Gift Aid uses this programme. I can if asked come 

out to install this software and give you some user support. This programme costs about 

£150 and no annual fee, although an optional support contract is offered by Data 

Developments.  

 

I know of one parish in this Diocese that uses the Fund Filer software supplied by Envelope 

Systems. This is similar to Donations Coordinator other than the records are stored remotely 

“on the cloud” There is no charge for the programme but the annual subscription is about 

£85. I can put you in contact with this parish if you wish to learn more about this programme 

 

Paxton Accounting Software also has a Gift Aid facility, this is integrated into the account 

software and as such not a stand-alone Gift Aid package. Being an integrated package, users 

must post the Gift Aid entries before entering the rest of the banking into the accounts 

programme. This software was originally written for the NAAFI rather than for churches.  If 

you know of any parishes in Chelmsford Diocese currently using it, I would be interested to 

hear their experience. 

 

There is also a company in Scotland Carn Software that offer a Gift Aid package but I have no 

experience of this software. 

 

 

 

 

 

 

 

 

 

 

 
 

mailto:admin@givingcampaign.org.uk
mailto:admin@givingcampaign.org.uk
http://www.givingcampaign.org.uk
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St Agatha’s Church, Anywhere 

Vestry Collection Record 

Date: Regular 

Giving 
Envelopes 

One-off Gift 

Aid 
Envelopes1 

Open Plate and Non-Gift Aided 

Donations2 

10 or more 

attending? 3 

  

No of 

Envelopes: 

No of 

Envelopes: 

Eligible for 

GASDS 

Not Eligible for 

GASDS 

Non-Donations4 TOTAL 

Notes:    

£50 

            

£20             

£10             

£5             

Coins:  £2             

£1             

50p             

20p             

10p or 5p             

2p or 1p             

TOTAL             

Cheques             

GRAND 

TOTAL 

            

 

Please complete this sheet in conjunction with the Vestry Record Notes provided. 

Counted by   ________________________   and _____________________________ (sign) 
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This Fact Sheet is available to download from the Parish Resources website at 

http://www.parishresources.org.uk/giftaid 

 

GUIDE 4: Record Keeping (v3: 15th August 2015)  

 

Overview  

This guide explains what Gift Aid records your church should keep and for how long. As well as general advice, 

there is guidance specifically for standing order and envelope giving.  

Through Gift Aid, HMRC pays over a billion pounds of Gift Aid to churches and charities each year. It needs to 

be able to check that claims are not fraudulent, and so charities must keep records to prove that their claims 

are valid. The main thing your records must prove is that every donation on which you have claimed Gift Aid 

can be traced back to an identifiable donor who has signed a valid Gift Aid declaration.  

If HMRC audits your church’s Gift Aid records and the records do not satisfactorily demonstrate that all the 

Gift Aid you have claimed is valid, your church may have to pay it back to HMRC, with interest and possibly 

with a penalty fine too.  

 

What records should we keep?  

 

1. Gift Aid Declarations. The Declarations themselves must have been valid at the time they were written; see 

GAB4 to check that your Declarations comply with the requirements. If you have new information as to the 

address/postcode of the donor, you can write this onto the existing declaration – it isn’t a requirement to 

source a new declaration from the donor, although this may be a good idea, particularly if it uses out of date 

wording.  

 

Signed declarations should be kept in a form that preserves the signature – for example, by electronically 

scanning them—or simply by keeping the original in a file. Note that it is NOT sufficient to keep only a list of 

people who have signed a Declaration; you need to be able to show the actual Declaration (or a scanned copy 

of it) in each donor’s name.  

How long do we need to keep them? Enduring declarations need to be retained for six full calendar years 

after the donor’s last Gift Aided donation to the parish. Declarations covering one-off donations need to be 

retained for six full calendar years after the date of the donation or the date the Gift Aid was reclaimed, 

whichever is the later.  

 

2. Evidence of Donations:  

a) Standing Orders. You will need to keep some form of log which shows the donation, it’s timing and the 

donor, together with the relevant bank statements which prove the donation was received.  

b) Planned Giving Envelopes. When you receive envelopes containing Gift Aided donations, the amount 

each envelope contained should be written on it (see Guide 4). As a minimum, you should keep all envelopes 

relating to claims you have not yet made, all envelopes from the last 12 months and a 1-month sample of 

envelopes from each of the preceding 6 years.  

c) One off donations. As well as recording these on your donations log, you should retain bank paying in 

books and one-off Gift Aid envelopes for six full calendar years after the date of the donation, or the date the 

Gift Aid was claimed, whichever is the later.  

 

3. Correspondence. You should keep any correspondence to or from the donor which relates to his or her 

Gift Aid donations, including any notification of a change of name or change of address and notification of the 

cancellation of the Gift Aid Declaration  

A System for Donor Records  

If you have a large number of donors, you will almost certainly want to run some form of system to track 

donations and claims. Whilst you could use a spreadsheet, there are commercial systems available from Data 

Developments (Donations Coordinator) www.datadevelopments.co.uk or from Fund Filer 

(www.fundfiler.com).  

 

http://www.parishresources.org.uk/giftaid
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Example  Specimen Register of Gift Aid Declarations 

 

NAME ON 

DECLARATION 

ADDRESS & 

POSTCODE 

DATE 

DECLARA

TION 

SIGNED 

USUAL 

GIVING 

METHOD 

USUAL 

DONATION 

AMOUNT 

Charles Dickens Bleak House, London 

SE1 0CD 

23rd 

November 

2006 

Standing order 

(set up 23rd Nov 

2009 

£50 pcm on 1st 

of month 

Charlotte Bronte Wuthering Heights, 

Yorkshire  

YO1 2OY 

3rd March 

2007 

Standing order 

(set up 1st 

March 2002 

£20 per week 

Daphne  

du Maurier 

Manderley, Cornwall 

TR1 2FY 

17th June 

2007 

Standing order 

(set up 1st 

March 2002 

 

Jane Austen The Pump Room, Bath 

BA2 1YZ 

1st February 

2008 

Envelope (no. 

16) 

 

George Eliot Mill on the Floss, 

Middlemarch,  

MA1 1EW 

22nd 

September 

2008 

Standing order 

(set up 15th Sept 

2010 

15th Sept 2010) 

£200 each 

quarter, 

on 1st Feb, May, 

Aug, Nov 

John Donne The Deanery, St Paul’s, 

EC1V 8HO 

11th April 

2009 

Envelope (no. 

12) 

 

 

You should also keep a donations record in which you record the amount received from each Gift 

Aid donor every week/month, by standing order, numbered envelope or occasional/one-off envelope. 

 

Specimen Standing Order Donor Record 

 

DONOR NAME SO details SO 

reference 

Jan Feb Mar -to 

Dec 

Total 

Charles Dickens £50pcm 123 4th Jan 

£50 

1st Feb 

£50 

2nd Mar 

£50 

1st Dec 

£50 

£600 

Charlotte Bronte £20cm 124 20Jan 

£20 

20 Feb 

£20 

20 Mar 

£20 

20 Dec 

£20 

£240 

George Elliot £200 Qtr 125  1 Feb 

£200 

  £800 

 

You should check the church’s bank statements to make sure that these standing orders are received 

each month as banks do sometimes make mistakes! 

 

Specimen Envelope Donor Record (regular givers) 

 

DONOR NAME Env No. 3rd Jan 10th Jan 17th Jan 24th Jan To Dec Total 

Jane Austen 16 35 20  30 10 £826 

John Donne 12 10 25 20 20 12 658 
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Occasional Envelope donations 

Many of your regular givers will give by standing order or numbered envelopes. However, you 

will receive some donations in the collection plate or visitors’ donation box in occasional envelopes 

printed with a Gift Aid Declaration. You should record these each week too. 
 

e.g. Specimen Record of other Gift Aided donations (e.g. occasional envelopes and cheques) 

Donor name CHECK GIFT AID 

DECLARATION 

COMPLETED? 

3rd Jan 10th Jan 17h Jan To Dec Total 

Ben Johnson Yes 10.00    £10.00 

George Herbert Yes  £25 chq 

banked 12/1 

  £25.00 

Andrew Marvell Yes   15.00  £15.00 

Samuel Johnson Yes    20.00 £20.00 
 

Whilst under GASDS you can claim Gift Aid on loose cash from the collection plate, not all 

collections qualify (see section on GASDS). That’s why you should encourage everyone to use 

envelopes – not to mention that numbered envelopes encourage people to contribute every week! 

With cheques, you know of course the donor’s name so you can check your donor register to see 

whether he/she has signed a Declaration. If they have, you can claim Gift Aid on the cheque so enter 

the donation into the record as per George Herbert above. If they have not signed a Declaration, why 

not ask them to do so? 
 

Gift Aided donations to specific appeals / Restricted Funds 
 

Donations to restricted funds can also be Gift-Aided. Note that the Gift Aid received on restricted 

donations must be allocated to that same restricted fund. You should keep separate 

records of Gift Aid donations to all restricted funds, for example: 
 

Record of Gift Aid donors to the Music Fund 
 

Donor name 3rd Jan 10th Jan 17th Jan 24th Jan To Dec Total 

Daniel Defoe  25.00    50.00 

Mary Shelley     30.00 30.00 

 

If your church is running a major appeal such as for a new community centre, and especially if 

you are opening a separate bank account for donations to that appeal, you are advised to ask 

HMRC for a subsidiary reference number; this will be your usual X-reference but with /1or /2 etc 

added. That way HMRC can pay Gift Aid on donations to that appeal into the appeal’s own bank 

account, which will help you keep everything straight. 

 

Finally... Note that there is no requirement to keep records in spreadsheets and tables like 

these, of course; it is entirely up to you how you manage the Gift Aid process. But using 

spreadsheets similar to these will make it much easier when you come to submit claims - and 

they are a good way to demonstrate that you are on top of things if you are ever audited. 

 

Pages 70 to 72 have been copied from the Parish Resources website 

Disclaimer: This and all Gift Aid Guides in the series are intended as guidance only. You should 
consult your diocese, HMRC or other professional adviser if you are in doubt as to the Gift Aid 

regulations. 
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Can we claim on? 

Overview 

This note aims to help parishes maximise Gift Aid income be reclaiming tax on all 

eligible occasions. With a little creativity, you may be able to claim Gift Aid more 

often than you think! However, it’s a complex area so seek further advice from 

HMRC or from your diocese if you remain unsure. 

Introduction 

The table below summarises which common church fundraising events may/may 

not be eligible for Gift Aid. More technical details and examples are given after that, 

but you probably won’t want to bother reading the full details unless you are 
planning to make use of Gift Aid at one of these events, in which case you can just 

read the relevant section. 

 

Raffles, the tombola, competitions at the church 

fête? 
NO. 

Jumble sales, car boot sales etc., and sales of 

donated goods? 

NO for jumble sales etc. POSSIBLY for 

sales of donated goods but it’s complicated. 

Auctions of Gifts or Promises? NO except POSSIBLY in some cases but 

it’s complicated. 

Gifts in Kind and Volunteers’ Expenses? YES, BUT ONLY by following a certain 

process which ensures a sound audit trail 

Church events e.g. suppers, dinners / balls, quiz 

nights? 

NO if entry fees/ tickets are required, BUT 

you can invite additional (unconditional) 

donations. 

Supporting a parish member on a mission 

posting, making a donation towards salary of 

parish youth worker etc.? 

YES, EXCEPT if paid directly to or for 

the missionary/ worker. 

Sponsor money from Sponsored Events? YES, EXCEPT where sponsor money goes 

towards the cost of a sponsored challenge. 

Entry fees to see the building? NO, unless you charge all visitors and an 

additional 10% is donated. 

Entry fees for events in the building e.g. concerts, 

exhibitions, plays 

NO, except POSSIBLY for entry fees 

to exhibitions. 

We aim to set out the rules clearly but beware; it is not always straightforward. Make sure you 

seek further advice before claiming Gift Aid on a donation if you are not sure whether it is eligible 
for Gift Aid. If you claim for something which is not valid, even in good faith, you may have to 

repay the Gift Aid wrongly claimed, with interest and possibly a penalty fine. 

Better to check first! 

Where an event is not eligible for Gift Aid, we suggest ways in which you could alter the event 

to make its proceeds eligible for Gift Aid. Some of these suggestions will only work with the 

good will of supporters. Parish churches have an advantage over many large national charities 

here in that you usually know your donors well and can rely on their co-operation! 
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In more detail… 

• Raffles, the tombola, competitions at the church fête? 
No. In all of these cases the donor is effectively paying for the opportunity to win a prize; it is a 

purchase not a donation. The value of the prize, the likelihood of winning and the person’s 

motivation in buying the ticket are not relevant. 

• Jumble sales, car boot sales etc, and sales of donated goods? 

For jumble sales, car boot sales, bring-and-buy, bric-a-brac sales etc, even if they are held in aid of a 

charity or the church, the answer is no. This is because a person handing over money at such an 

event is a buyer not a donor; they get something in exchange for their money. Theoretically, it is 

possible that a person might give over-the-odds for an item of jumble because ‘it’s for a good cause.’ 

However, he/she would have to pay 4 times the value of the item in order for the payment to be 

treated as a Gift Aid-able donation. This is because of the Benefit rules, which say that any item or 

‘benefit’ received in exchange for a donation must be less than 25% of the value of the gift. It is not 

only unlikely that a person would pay 4 times the value of a jumble item, it is also usually impossible 

because you would have to know the exact market-value of the goods in order to calculate 4 times 

that value. Of course, the goods are usually second-hand at jumble sales/similar, so you can’t know 

what the market value of the item is. In those circumstances, the market value of the goods is 

deemed to be whatever a buyer will pay – which makes it impossible for him/her to pay 4 times that 

value! 

 

Note that market-value relates to the price a customer would have to pay for the item 
commercially, not the cost of the goods to the church (which would be zero assuming they were 

donated). There is nothing to stop you putting collection boxes and Gift Aid envelopes for general 

donations somewhere prominent at the jumble sale! 

Sales of donated goods are more complicated, but in the interests of keeping life simple, we 

recommend that you take the answer as NO. NB We’re talking here about brand new goods 

donated for sale. Second-hand goods cannot be Gift Aided because they suffer the problem of 

unknown market value, as outlined for jumble sale items above. 

 

Suppose Mrs Harrod donates to the church a brand-new item – say a hamper of food from a well-

known retailer that she was given for Christmas. The hamper is available to buy commercially so 

you can verify its market-value (unlike the jumble goods). However, the church definitely cannot 

claim Gift Aid on the market-value of the hamper given because Gift Aid only applies to gifts of 

money. Further, the church cannot sell the hamper at the market-price and claim Gift Aid on the 

takings, because the person buying the hamper from the church is making a payment, not a gift, and 

receiving the benefit of the hamper’s contents in exchange. 

If the purchaser of the hamper decides to pay over the market value for the hamper, ‘for the good 

of the cause.’ The excess amount paid over-and above the market-value can be treated as a Gift 

Aid-able donation. This is known as a ‘split payment;’ part of the money is in payment for the 

goods, and the remainder is a gift. However, this is only permissible i) if the market-value of the 

hamper can be externally verified (e.g. by reference to the retail price of the exact same item in a 

catalogue, online or in a local shop) and ii) if the purchaser is made aware by the church that he/she 

is paying £xx above the market-value, and he/she still chooses to go ahead at the above-market-

price. 

 

We suggest it would be easier here for the purchaser to pay the asking-price for the hamper and 

make an entirely separate donation to the church if he/she chooses to do so. That donation must of 

course be unrelated to the purchase of the hamper; you cannot offer to sell the hamper only on 
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condition that the purchaser makes an additional donation. But at least this way you don’t need to 

worry about verifying the market price or ensuring that the purchaser is fully cognisant. 

• Auctions of Gifts or Promises? 

Generally, no, because in an auction of goods or promises, the purchaser receives a benefit and so is 

making a payment, not a gift. Further, often the market value cannot be identified because the goods 

are second-hand or not usually commercially available (e.g. the promise of an evening’s free baby-

sitting). Without an externally-verifiable market value, the value of the ‘promise’ becomes whatever 

the bidders will pay for it. It is therefore impossible for the purchaser either to meet the benefit 

limit requirements (because the benefit they receive will be worth exactly the same amount as the 

payment they make) or to use the split payment arrangement (cf sale of donated goods at above 

market price). 

 
However, HMRC recognises that a person at a charity auction might well pay over the odds for an 

item because ‘it’s for a good cause’ and so it outlines a scenario where Gift Aid would be possible. 

There must be an externally-verifiable market value for the item, and of course the ‘donor’ must be 

eligible for Gift Aid and make a valid Declaration. 

 

HMRC’s example is: Suppose the church auctions a football whose market value is £10 – i.e. the 

football is new and is commercially available for £10. If the football were to be auctioned off for 

£40, the whole £40 could be treated as a Gift Aid donation because the benefit (the £10 football) 

received by the ‘donor’ falls within the 25% benefit limit. 

 

Suppose the football is auctioned for £30. The benefit (whose value is £10) clearly then exceeds 

the 25% limit. In this case, the church must tell the bidder that the ball is commercially available 

for £10. If the bidder is still willing to pay £30, knowing the ball’s market value is £10, the £20 

difference can be treated as a donation and Gift Aided. This is in effect the split-payment 

arrangement described above. 

 

If, however, the football is signed by every member of the local football team or, say, once 

belonged to David Beckham, the ball is no longer generally commercially available and its market 

value cannot be determined. Here, the value of the signed football becomes whatever a bidder is 

willing to pay for it, and Gift Aid is not possible. 

 

At an Auction of Promises, Gift Aid will not usually be possible. This is because the ‘promises’ 

up for auction (lawn-mowing, car-washing, baby-sitting etc) are not usually commercially 

available, which means that no market-value can be identified and so the benefit rules will be 

breached (cf jumble sales or the signed football above). 

 

An exception might be if a member of the congregation owns a restaurant and offers a free meal to 

the auction worth £10 (£10 being the menu price, not the cost to the restaurant). If someone bid 

£40 for the meal, that £40 could be treated as a Gift Aid-able donation (cf the football above). If 

someone bid £30, the excess £20 could be treated as a donation (cf the football above), as long as 
the bidder is made aware of the commercial value of the meal and is still willing to pay the surplus 

£20. 

 

You may decide it will take something away from the atmosphere at your auction if you stop to 

explain all this at every bid’s conclusion! In that case, you would need to treat auction income as 

non-Gift Aidable. However, there is nothing to stop you putting collection boxes and Gift Aid 

envelopes for general donations somewhere prominent at the auction! 
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• Gifts in Kind and Volunteers’ Expenses? 

Yes – but only if you follow the correct process! 

 

We have seen that Gift Aid is only payable on gifts of money. So, if someone in the church buys 

flowers every week out of his/her own pocket for the church, the church cannot claim Gift Aid on 

the value of the flowers. However, if you wanted to maximise your Gift Aid income, you could 

suggest that your generous flower-buyer submits receipts for the flowers he/she purchases, claims 

the money back from the church for the flowers, and then separately donates it to the church. The 

money must be paid to the flower-buyer, and then given back again. This last donation can be Gift 

Aided as long as the flower-buyer gives it freely, without obligation, and is an eligible UK taxpayer 

and makes a valid Gift Aid Declaration. 

 

It is important in this scenario to have a sound audit trail; you can’t just enter the value of the 

flowers on the Gift Aid claim form as a ‘book entry.’ There should be receipts for all flowers 

purchased and records of the matching expenses paid to the flower-person. The flower buyer’s 

donation is technically not connected with his/her flower-buying. 

 

This process admittedly involves a little extra paperwork for the treasurer and flower purchaser, 

but you may find it worthwhile; it is one of the simpler ways of increasing your Gift Aid income. 

Many volunteers are happy to pay various expenses e.g. travel, stamps, etc themselves to save the 

church money, and you could use the above process to boost Gift Aid income in those cases too. 

This can include petrol mileage as long as the amount claimed falls within the HMRC approved 

rates and allowances. 

There are no personal tax implications for a volunteer receiving money in this way as long as the 
money is simply reimbursing expenses he/she has incurred on behalf of the charity; the volunteer is 

not employed and is not receiving remuneration for his/her services. 

Remember that there must be a solid paper-trail; the church must physically pay the expenses 

after seeing valid receipts, and the volunteer must be free to choose whether or not to donate 

his/her expenses money to the church. You cannot offer to pay expenses only on condition that 

the volunteer Gift Aids them back to the church! 

 

You also cannot use this process if, for example, a local auditor does your audit for free. If you 

paid the auditors their market rate and the auditors donated it back to you, the gift would be 

from a company and so not Gift Aidable anyway. 

• Church events e.g. harvest suppers, dinners, balls, concerts, quiz night? 

No, not if these events are ticketed or require entry fees. This is because the money in 

question is a payment to buy a ticket, not a donation. 

The only way in which you could earn Gift Aid income at this sort of event would be to charge a 
fixed ticket price (which would not be Gift Aid-able) and invite additional voluntary donations 

(which might be Gift Aid-able). Any additional donations would only be Gift Aid- able if they were 

gifts freely given and not a condition of entry to the event. 

For example, if you charge £3 for tickets and require a minimum additional donation of £2, that 

additional £2 cannot be Gift Aided because it is an entry requirement not a donation; you are in 

effect charging £5 for the benefit of enjoying the event. However, you could charge £3 for the ticket 

but print in the parish magazine or on the notice sheet or ticket etc something along the lines of: 

‘Additional donations welcome. Suggested additional donation £2, but this is not a requirement and 

you can enjoy the whole event by paying the £3 ticket price alone.’ In that case, any additional 

donations received would be eligible for Gift Aid, because you have made it clear that they are 

voluntary contributions. 
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Those paying just the £3 ticket price and those making an additional donation on top must be 

treated exactly the same at the event, so that the additional donation really is a free donation and 

not connected to any additional benefit. 

This ‘£3 + additional voluntary donation’ method may work better for more ‘internal’ events such as 

a Lent Supper where everyone attending is likely to understand the situation and donate that 

additional £2+ freely. However, you should be careful; HMRC warns against being tempted to set 

the ticket price for events too low in the hope of attracting lots of Gift Aid-able donations on top, 

because this could backfire if you do not receive the level of donations you anticipated. You might 

even be left unable to cover your costs for the event, which would not be in the interests of the 

church. You need to strike a balance between maximising your income and maximising your Gift 

Aid-able income. On the whole, it’s probably safer to charge a higher ticket price for everyone (with 

no Gift Aiding) and have usual donation boxes and envelopes out and about at the event to 

encourage additional Gift Aidable generosity. 

HMRC’s Guidance (section 3.52) gives lots of helpful clarifications; for example, it notes that if you 

make £500 at an event, this cannot be Gift Aided because it is a profit not a donation. 

• Supporting a member of the parish on a mission posting or making a donation towards 
the salary of the parish youth worker? 

Yes, but only when done indirectly through, for example, a mission agency or the PCC, and 

where the gift is to the mission agency or PCC itself, not to any one named individual. You could 

also give to support a missionary or youth worker through Stewardship 

(www.stewardship.org.uk) – which is often the easiest way. 

 

HMRC considers that donations made personally to a missionary to support him/her overseas are 
no different from supporting a friend or relative financially in the UK, and these sorts of payments 

do not qualify as Gift Aidable gifts; the individual family member is not a charity. 

However, if the donor makes a donation to the missionary society deploying the missionary, which 

is a charity, that would be eligible for Gift Aid in the usual way. 

 

HMRC says: ‘Where, for example, a missionary society says to its workers "It costs us 

£10,000 a year to support you while you carry out your charitable work. We look to you to raise 

at least this amount of funds for the society through donations from family, etc" the donations 

may qualify under the Gift Aid scheme. Where, on the other hand, a missionary society says to its 

missionaries "It is up to you to support yourself while you carry out your charitable work, with 

the help of your family, etc. If your family wish to send you money they can do so via the Society," 
payments will not qualify under the Gift Aid scheme’. 

It is important that the donor does not make a donation to the mission agency or PCC with a very 

specific condition attached, e.g. that the money be used solely to feed or clothe the missionary or 

youth worker. That sort of donation would not be eligible for Gift Aid; HMRC specifically says that 

the donation must be ‘unfettered.’ 

 

Similarly, if the church decides to employ a parish youth worker and invites donations from 

members of the congregation towards the salary and costs of the worker, donations from 

members of the church towards that purpose would be eligible for Gift Aid if they are made to the 

PCC (whether to a restricted or designated fund; if you are not sure of the difference, see 

http://www.parishresources.org.uk/treasurers/funds.htm) but they would not be eligible for Gift Aid 

if paid directly to the youth worker. 

 

 

http://www.parishresources.org.uk/treasurers/funds.htm)
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• Sponsored Events 

Yes, except that Gift Aid cannot be claimed on any registration fee paid to enter the event, nor can 

Gift Aid be claimed on any sponsor money which goes towards the registration fee or costs of the 

event. Further, Gift Aid cannot be claimed on sponsorship from anyone related to the participant if 

the participant gets a benefit in return for that sponsor money. These rules are aimed mainly at 

charities which organise major sponsored ‘challenges’ e.g. walking the Great Wall of China. 

Although few churches will be organising major sponsored events like that, it is easiest to illustrate 

the point with reference to an adventure trek. 

 

Suppose a person is being sponsored to climb Kilimanjaro. S/he pays a £50 registration fee and 

must raise £2,000 in sponsorship. Clearly, the benefit that the participant receives (travel to 

Tanzania, food and accommodation, guides for the trek etc) will exceed the benefit limits; the 

benefit the participant gets will be far more than 25% of £50. Therefore, the charity cannot claim 

Gift Aid on the participant’s registration fee. Further, Gift Aid will not apply to any sponsor money 

given to the participant by a relative (a ‘connected person’). This is because some of the sponsor 

money will go, in effect, towards buying the benefit for the participant; the relative is in a sense 

paying for the participant to go on an adventure holiday, and HMRC takes the view that that is not 

a charitable donation. 

 

The easiest way for the charity to get round this complexity is to charge the participant a 

registration fee which covers the market value of the trip AND ask the participant to pay the fee 

from his/her own pocket. The registration fee would not be Gift Aidable because it would be 

payment for the trip, not a donation. But because the participant has paid for these costs, he/she will 

receive no benefit from sponsor money donated in relation to the trek, which means that all the sponsor 

money raised by the participant is a straightforward donation to the charity and will be Gift Aidable. 

 

If the participant is unable to pay the full registration fee or cost of the trip from his/her own pocket and has 

to resort to sponsorship, Gift Aid can only be claimed on the portion of sponsorship which is over and 

above the cost of the event. For example, if the cost of the trip (registration fee) is £1500 and the 

participant raises £2500, only £1000 can be Gift Aided. This is rather like the ‘split payment’ scenario for 

selling donated goods. 

The rules outlined above apply equally to a sponsored run round the parish or sponsored abseil down the 

church tower. The simplest thing is to make sure that the registration fee paid by the participant covers 

the value/cost of the event. This fee cannot be Gift Aided because the participant is effectively buying the 

opportunity to do the run or abseil. 

 

However, as long as the fee covers the costs (the market value of the benefit), all sponsor money raised by 

the participant can then be Gift Aided by eligible donors. This includes money given by the participant’s 

relatives because the participant is not getting any benefit as a result of the sponsors’ donations, having paid 

for the cost/benefit of the event him/herself already. 

• Entry fees to see the building? 
Generally, no - unless you are prepared to charge all visitors an entry fee and if the Gift Aiding visitor makes 

an additional donation of at least 10% of the standard admission charge paid by other non-Gift Aiding visitors. 

Obviously, this is not relevant if you don’t charge an admission fee to see your building. If you don’t, you 

should still display a prominent notice in the church asking visitors to make a donation to the church using a 

Gift Aid envelope. If you do charge an admission fee, you can claim Gift Aid on the fees if the person makes 

a donation of at least 10% of the admission fee. So, for example, if you charge a £5 entry fee, your Gift Aid 

entrants must give you £5.50 at the door. You can then reclaim tax on the full £5.50. However, you must 

make it clear that anyone can enter the building simply by paying £5; the decision to donate an additional 10% 

and complete a Gift Aid Declaration must be freely made and you cannot deny entry or restrict access to 

anyone who does not donate the additional 10% and complete a Gift Aid Declaration. 
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There are further rules that may allow you to grant a person and his/her family members annual admission 

to view your church in return for a one-off Gift Aid-able donation. These rules are complex and are aimed 

more at National Trust properties etc. They may be of interest to cathedrals but are unlikely to be relevant 

to most parishes and so we omit them here. Charities are advised to contact HMRC Charities Section for 

advice if contemplating this. 

• Entry fees for events in the building e.g. concerts, exhibitions, plays? 
Generally, no. It could be possible for some exhibitions, but it is far too complicated to be worth it. As 

shown in the bullet points below, performances (concerts, plays, recitals etc) are specifically excluded by 

the HMRC rules which govern when charities can claim Gift Aid on donations made in return for a right of 

entry.  

 

 

 

 

Conclusion 

We encourage you to take advantage of Gift Aid on all occasions possible. You may be able to increase your 

income using some of the suggestions above. However, the Gift Aid rules are complex and you should 

consult HMRC or your diocese before submitting a claim if you are in doubt about its eligibility. 

 

Disclaimer: The Parish Resources Gift Aid Guides in the series are intended as guidance only. You should consult 

HMRC or other professional adviser if you are in doubt as to the Gift Aid regulations. This Fact Sheet was produced in 

August 2015 and is available to download from the Parish Resources website at 

http://www.parishresources.org.uk/giftaid.htm 

 

  

http://www.parishresources.org.uk/giftaid.htm
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Aggregated Claims (v2: 20 June 2019) 
 

Overview 

When claiming smaller donations on which a Gift Aid declaration has been received, 
HMRC allow parishes to add together (or ‘aggregate’) small donations that they 

receive from multiple donors onto a single line of the claim form or spreadsheet. You 

can have more than one aggregated amount on a claim, but there is a limit on the 

amount claimed on each line. 

 

From April 2019, the limits have been increased: 

• each individual donation within the aggregated amount must be £30 or less. 

• the aggregated amount on each line cannot exceed £1,000 

Check… 

• Each donation must be covered by a valid Gift Aid declaration (either 

one-off or ongoing.) 

• Sponsored events should be excluded. See HMRC’s guidance on claiming 

Sponsored Events. 

Each claim line must be accompanied by a sensible description of the ‘bundle’ of 

claims that will enable you to find the accompanying Gift Aid declarations if asked by 

HMRC. This description must be 35 characters or fewer on the online claims 

spreadsheet. 

 

Practical Tips… 
This system works perfectly for one-off Gift Aid envelopes, where the majority of 

those received by churches are of £30 or less. You could physically ‘bundle’ a group 

of envelopes with an elastic band or place them into a sealable plastic bag. You will 

need to check that none of the donations included are for more than £30, and that 

the total of the bundle is less than £1,000. You might add a note on the front to 

describe the bundle and to record the total amount of donations in that bundle e.g. 

“Mar/Apr 19 one-off £30 or less” or “2019Bundle 2” or similar. 

You don’t have to make a physical bundle – you could maintain a log or 

spreadsheet of which donations have been included in which bundle. Again, the 

descriptor on the claim must enable you to identify which donations on your 

spreadsheet have been included. 
 

Disclaimer: The Parish Resources Gift Aid Guides in the series are intended as guidance only. You 

should consult HMRC or other professional adviser if you are in doubt as to the Gift Aid 

regulations. This Fact Sheet was produced in August 2015 and is available to download from the 

Parish Resources website at http://www.parishresources.org.uk/giftaid.htm 

  

http://www.parishresources.org.uk/giftaid.htm
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Small Donations Scheme for Parishes with a Single Church (v6: April 2019) 
 

Overview 

The Gift Aid Small Donations Scheme (GASDS) allows Churches to claim a Gift-

Aid style payment on small cash donations of £20 or less (up to £30 from April 2019) up 

to a threshold of £8,000 of donated income per tax year per Church from April 2016 

(£5,000 for prior tax years). This guidance note is only for parishes with a single 

church; parishes with more than one church building should use Guide 12b. 

What’s new? 

In the autumn of 2016 the Government made some improvements to the scheme. Two 

changes that affect parishes with a single church building are that from April 6th 2017: 
a) contactless payments are now included in the scheme and 

b) you can no longer use a combination of the Top Up element and 
Community Buildings Scheme, but can only claim on the top-up part of 

the scheme. 

1. Can I use the scheme? 

For donations from April 6th 2017, all PCCs, or charities registered for Gift Aid 

with HMRC, are able to use the scheme as long as you have not incurred a penalty 
relating to a Gift Aid or GASDS claim in the current or previous tax year. For 

donations prior to this, you will be eligible if you have: 

 existed for at least 2 complete tax years before the year you want to claim for. 

 made a successful Gift Aid claim in at least 2 of the previous 4 tax years 

without a gap of two or more tax years between those Gift Aid claims or 

since the last claim was made. 

2. What counts? 

To be eligible, donations must be small cash or contactless donations: 

• small – donations of £20 or less (£30 from April 2019), 

• cash – in coins or notes. Standing orders, cheques, text or online giving etc 

are not eligible, or (from April 2017) contactless payments made using 

the contactless payment facility of a card, mobile phone or other device. Chip 

and Pin or other payments which record the card are not eligible. 

• donations/giving only. Money from raffles, tombolas, sales and other 
income that would not qualify for Gift Aid cannot be included in the 

scheme. Donations that are linked to any benefit at all must also be 

excluded e.g. a concert that asks for donations rather than has tickets. 

• from individuals and on which no Gift Aid claim has been or will be 
made. The cash or contactless payments will need to be banked or 

received in a UK bank account. 

3. Which part of the scheme do I use? 

Single church parishes should use the main Top Up rather than the Community 

Buildings element of the scheme (which initially was the only option open to C of E 

parishes). 
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4. So what can we claim on? 

Parishes with a single church should claim using the Top Up section of the scheme on: 

 cash collections and contactless donations received during all services 

 regular giving envelopes on which no Gift Aid declaration has been received 
 donations left by visitors in wallsafes (where the wallsafe only collects donations and 

is not used for the sale of books, postcards etc) or equivalent donations made by 

contactless card. 

 cash and contactless donations received outside of the building 

You must exclude any donations that are not eligible (see section 2) such as 

donations that are not in cash or by a contactless card, or where you know that a single 

donor has given more than £20 (£30 from April 2019), e.g. three regular giving envelopes 

from the same person at the same service or £50 notes. 

You should use the Top Up rather than Community Buildings element of the scheme, 
and can claim on up to £8,000 of eligible donations for each tax year from April 2016, 

(£5,000 for prior tax years). However, if a church receives less than £800 of Gift Aided 

donations in a year, the threshold for the small donations scheme is ten times the amount 

of Gift Aided donations claimed rather than £8,000. 

5. What records do we need to keep? 

For the Top Up element of the scheme, HMRC require you to keep two pieces of evidence, 
neither of which should be a new requirement: 

-office branch in the 

UK. You must keep evidence which shows at least the amount claimed under GASDS was 

deposited –often your bank statement. You do not need to bank GASDS donations 

separately from other collections. 

-eligible donations. For services, 

you are advised to use a simple form for recording cash collections, and can use a similar 

form for recording other donations. You will need a way of recording your Planned Giving 

Envelopes to determine which are eligible for Gift Aid, which for the Small Donations 
Scheme, and which are eligible for neither (because there was more than £20 from a 

donor, or it was given by cheque). You will no longer need to record collections from 

individual services on separate record sheets. 

The majority of eligible donations will be received as offerings during church services, either 

as loose cash or as regular envelopes from donors for whom a Gift Aid declaration has not 

been received. 

The example vestry sheet below shows eligible cash donations of £59.10 for this particular 

service. To this can be added some of the collections received in Regular Giving Envelope, but 

only those: 

 which were £20 or less (£30 from April 2019), 

 where the gift was in cash, not cheque 
 and on which no Gift Aid declaration has been received. 
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All churches should already have a method for recording regular envelope donations, 

which will list weekly receipts against each numbered envelope. For those donors for whom 

a Gift Aid declaration has been received, nothing 

changes, and Gift Aid is claimed in the usual way. For those donors without a Gift Aid 
declaration, the system will need to be slightly modified to make a note if the donation was 

by cheque, perhaps by circling it, or adding a “Ch” next to the amount. The donations from 

the donors without a Gift Aid declaration are eligible for the Small Donations scheme if the 

donation received in a week was in cash and £20 or less (£30 from April 2019). 

 

 

 

 

 

 

 

 

 

In the example above, which shows just the first five of St Agatha’s donors, there are two 

envelope donors for whom no Gift Aid declaration has been received: No 3 who gives £20 

a week and No 4 who gives £10 a week. Normally the church is able to include the £30 

weekly gifts received from the two donors in its tally of donations eligible for GASDS. 
However, in week 3, Donor 3 gave £40 and since this is over £20, this must be excluded 

from the GASDS eligible amount. In week 4, donor 4 put a cheque in their envelope, which 

also must be excluded. 

 

 

 

 

Envelope 

Number 

Gift 

Aid? 

Week 

1 2 3 4 5 

1 Y £20 £20 £20 £20 £20 

2 Y £15 £15 £15 £15 £15 

3 N £20  £40 £20 £20 

4 N £10 £10 £10 CH £10 £10 

5 Y £20 £20 £20 £20 £20 

Eligible  £30 £10 £10 £20 £30 
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We then suggest that you have a simple 

tracker which records the running total of 

eligible donations received. This might look 

something like the form on the right. In this 

example, St Agatha’s has received £2,968 of 

eligible donations by October 20th. 

Remember, your tracker needs to run on a 

Tax Year basis (6th April to 5th April). 

6. How do we claim? 

Claiming under the Top Up element of the scheme is very simple. You can either claim at 

the same time as you make a claim for Gift Aid, or you can do it separately, but you will 

use the same online claims process or the same form. If you are claiming online you will 

answer Yes to claiming a top up payment for small cash donations under GASDS. A 

number of other options will then open up, and you should answer “Yes” to the first, that 

you are claiming a top up payment under GASDS for donations that were not collected in a 

community building. You would answer “No” to the next two questions, and also to the 

final question unless you are making an adjustment to correct a previous claim. See the 

screen shot below.    Then when you click “next” and have entered details about the 

charity and the registered contact, it will provide you with a claim screen. All you need to 

do is enter the year and the amount. No need for any spreadsheet attachments. Simple! 

                         .
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7. Frequently Asked Questions 

Q1: Can we now include small donations received at services with fewer than 10 

people? 

A: Yes. 

Q2: Can we claim on both parts of the scheme, including for previous years? 

A: From April 2017 the scheme has been simplified to allow you to only claim on one part of 

the scheme. Parishes with a single church building should claim using the Top Up element. 

Q3: How will I know whether say, a £20 note and a £10 note are part of the same gift? 

A: The donation should only be disregarded as being over £20 (£30 from April 2019), if you have 

evidence to show this – if for example, there was a £50 note (a very rare sighting on a church 

collection plate!) or the notes were contained in an envelope, or banded together. Otherwise 

you can assume that cash donations collected on a plate or in a bucket from a number of 

individuals are eligible. 

Q4: Does this remove the need for one-off Gift Aid envelopes? 

A: No. Some donors will want to be able to give even small donations through Gift Aid, and if a 

church receives more than £8,000 of small donations, then if some are given under Gift Aid 

it allows the church to reclaim a higher amount overall. One-off envelopes should still be 

available for those who wish to give more than £20 (£30 from April 2019),, particularly 

during a Gift Day when larger donations might be expected. 

Q5: Is a gift of £20 or less in a regular giving envelope on which no Gift Aid declaration 

has been received eligible for the scheme? 

A: Yes, although it is always good practice to encourage givers to complete a Gift Aid 

declaration if they are eligible to do so, particularly those who give regularly. 

Q6: What about collections received which will be given to other charities e.g. 

Christingle? 

A: The PCC can only claim on up to £8,000 of eligible donations. If it receives more than this, it 

can choose which donations to claim on. If it chooses to include donations that will be 

passed onto another charity, these form part of the PCC’s £8,000 limit. The GASDS claimed 

on them should also be passed on, as is the case with Gift Aid. 

 

Disclaimer: The Parish Resources Gift Aid Guides in the series are intended as guidance only. You 

should consult HMRC or other professional adviser if you are in doubt as to the Gift Aid 

regulations. This Fact Sheet was updated in April 2019 and is available to download from the Parish 

Resources website at http://www.parishresources.org.uk/giftaid.htm 

 

  

http://www.parishresources.org.uk/giftaid.htm
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Small Donations Scheme for Parishes with more than one church (v6: April 2019) 
 

Overview 

The Gift Aid Small Donations Scheme (GASDS) allows Churches to claim a Gift-Aid 

style payment on small cash donations of £20 (£30 from April 2019), or less up to a threshold 

of £8,000 of donated income per tax year per Church from April 2016 (£5,000 for prior tax 

years). This guide is for parishes with more than one church building – if you only 

have one church building you should use Guide 12a to take advantage of a slightly 

simpler way of claiming GASDS. 

What’s new? 

In the autumn of 2016 the Government made some improvements to the scheme, which 

take effect on donations received after 6th April 2017. As a result, parishes with more than 

one church can use the scheme in a similar way to parishes with a single church. Also, 

contactless payments are now included in the scheme. 

1. Can we use the scheme? 

For donations from April 6th 2017, all PCCs, or charities registered for Gift Aid with 

HMRC, are able to use the scheme as long as you have not incurred a penalty 

relating to a Gift Aid or GASDS claim in the current or previous tax year. 

For donations prior to this, you will be eligible if you have: 

 existed for at least 2 complete tax years before the year you want to claim for. 

 made a successful Gift Aid claim in at least 2 of the previous 4 tax years 

without a gap of two or more tax years between those Gift Aid claims or 

since the last claim was made. 

2. What counts? 

To be eligible, donations must be small cash or contactless donations: 

• small – donations of £20 or less (£30 from April 2019),, 

• cash – in coins or notes (standing orders, cheques, text or online giving etc are 
not eligible) and (from April 2017) contactless payments using the 

contactless payment facility of a card, mobile phone or other device. Chip and 

Pin or other payments which record card details are not eligible. 

• donations/giving only. Money from raffles, tombolas, sales and other income 
that would not qualify for Gift Aid cannot be included in the scheme. Donations 

that are linked to any benefit at all must also be excluded e.g. a concert that asks 

for donations rather than has tickets. 

• from individuals and on which no Gift Aid claim has been or will be 

made. The cash or contactless payments will need to be banked or received in a 

UK bank account. 

3. Which part of the scheme do I use? 

Parishes with more than one church should use the Community Buildings element of 
the scheme. 
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4. What can we claim? 

Parishes can claim on: 

 cash collections and contactless donations received during all services 

 regular giving envelopes on which no Gift Aid declaration has been received 
 donations left by visitors in wallsafes (where the wallsafe only collects donations and 
is not used for the sale of books, postcards etc) or equivalent donations made by 

contactless card. 

 cash and contactless donations received outside of the building 

You must exclude any donations that are not eligible (see section 2) such as 

donations that are not in cash or by a contactless card, or where you know that a single 

donor has given more than £20 (£30 from April 2019), e.g. three regular giving envelopes 

from the same person at the same service or £50 notes. 

You should use the Community Buildings element of the scheme, and can claim on up 

to £8,000 of eligible donations for each tax year from April 2016, (£5,000 for prior tax 

years). However, if a church receives less than £800 of Gift Aided donations in a year, the 

threshold for the small donations scheme is ten times the amount of Gift Aided donations 

claimed rather than £8,000. 

Important Note regarding eligibility for small churches: For a church building to count 
as a Community Building, it must be used for charitable activities (e.g. worship or 

occasional offices) at least six times in a year, with at least ten people attending. 

 

5. What records do we need to keep? 

HMRC require you to keep three pieces of evidence, none of which should be a new 

requirement: 

-office branch in the 

UK. You must keep evidence which shows at least the amount claimed under GASDS was 

deposited – often your bank statement. You do not need to bank GASDS donations 

separately from other collections. 
-eligible donations. For services, 

you are advised to use a simple form for recording cash collections, and can use a similar 

form for recording other donations. You will need a way of recording your Planned Giving 

Envelopes to determine which are eligible for Gift Aid, which for the Small Donations 

Scheme, and which are eligible for neither (because there was more than £20 from a 

donor, or it was given by cheque). 

onations prior to April 6th 2017) Evidence of the numbers attending a service, which 

will usually be your service register. 

The majority of eligible donations will be received as 
offerings during church services, either as loose cash or 

as regular envelopes from donors for whom a Gift Aid 

declaration has not been received. 

The example vestry sheet on the right shows eligible cash 

donations of £59.10 for this particular service. To this can be 

added some of the collections received in Regular Giving 

Envelope, but only those: 

 which were £20 or less (£30 from April 2019), 

 where the gift was in cash, not cheque 
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 and on which no Gift Aid declaration has been received. 

All churches should already have a method for recording regular envelope donations, which 
will list weekly receipts against each numbered envelope. For those donors for whom a Gift Aid 

declaration has been received, nothing changes, and Gift Aid is claimed in the usual way. For those 

donors without a Gift Aid declaration, the system will need to be slightly modified to make a note 

if the donation was by cheque, perhaps by circling it, or adding a “Ch” next to the amount. The 

donations from the donors without a Gift Aid declaration are eligible for the Small Donations 

scheme if the donation received in a week was in cash and £20 or less(£30 from April 2019). 

 

In the example on the left, which shows 

just the first five of St Agatha’s donors, 

there are two envelope donors for 

whom no Gift Aid declaration has been 

received: No 3 who gives £20 a week 

and No 4 who gives £10 a week,. 

Normally the church is able to include 

the £30 weekly gifts received from the 

two donors in its tally of donations 

eligible for 

GASDS. However, in week 3, Donor 3 gave £40 and since this is over £20, this must be 

excluded from the GASDS eligible amount. In week 4, donor 4 put a 

cheque in their envelope, which also must be excluded. 

We then suggest that you have a simple tracker 

which records the running total of eligible donations 

received. This might look something like the form on 

the right. In this example, St Agatha’s has received 

£2,968 of eligible donations by October 20th. 

Remember, your tracker needs to run on a Tax Year 

basis (6th April to 5th April). 

 

 

 

 

 

6. How do we claim? 

You can either claim at the same time as you make a claim for Gift Aid, or you can do it 

separately, but you will use the same online claims process or the same form. If you are claiming 

online you will answer Yes to claiming a top up payment for small cash donations under GASDS. 

A number of other options will then open up, and you should answer “No” to the first, and 

“Yes” to the second - that you are claiming a top up payment under GASDS for donations 

collected in a community building. 

You would answer “No” to the connected question, and also to the final question unless 

you are making an adjustment to correct a previous claim. 

Envelope 

Number 

Gift 

Aid? 

Week 

1 2 3 4 5 
1 Y £20 £20 £20 £20 £20 

2 Y £15 £15 £15 £15 £15 

3 N £20  £40 £20 £20 

4 N £10 £10 £10 CH 

£10 

£10 

5 Y £20 £20 £20 £20 £20 

Eligible  £30 £10 £10 £20 £30 
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Then when you click “next” and have entered details about the charity and the registered contact, 

it will provide you with a claim screen. 

You will then be asked to attach a Community Buildings Schedule. You can download different 

versions depending on whether you are using a recent version of Excel or Libre Office. You will 

need to give details of each of the Community Buildings, together with address and postcode, and 

the amount of donations received in each of the tax years you are claiming for. 

 

Community buildings table 

 

Item 

 

Building name 

 

First line of 

address 

 

Postcode 

 

Tax year 1 

ending 5 
April 

Amount of 

donations 

received in 

tax year 1      (£
) 1 St Agatha’s Church Church Road AB12 3CD 2015 5,000.00 

2 St Bartholomew’s 
Church 

High Street AB7 8EF 2015 3,200.00 
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9. Frequently Asked Questions 

Q1: Can we include small donations received at services with fewer than 10 people? 

A: Yes, for donations received after April 2017, but not prior to this. 

Q2: How will I know whether say, a £20 note and a £10 note are part of the same gift? 

A: The donation should only be disregarded as being over £20 (£30 from April 2019), if you have 

evidence to show this – if for example, there was a £50 note (a very rare sighting on a church 

collection plate!) or the notes were contained in an envelope, or banded together. Otherwise 

you can assume that cash donations collected on a plate or in a bucket from a number of 

individuals are eligible. 

Q3: Does this remove the need for one-off Gift Aid envelopes? 

A: No. Some donors will want to be able to give even small donations through Gift Aid, and if a 

church receives more than £8,000 of small donations, then if some are given under Gift Aid 

it allows the church to reclaim a higher amount overall. One-off envelopes should still be 

available for those who wish to give more than £20, particularly during a Gift Day when 

larger donations might be expected. 

Q4: Is a gift of £20 or less in a regular giving envelope on which no Gift Aid declaration 

has been received eligible for the scheme? 

A: Yes, although it is always good practice to encourage givers to complete a Gift Aid 

declaration if they are eligible to do so, particularly those who give regularly. 

Q5: What about collections received which will be given to other charities e.g. 

Christingle? 

A: The PCC can only claim on up to £8,000 of eligible donations per Community Building. If it 

receives more than this, it can choose which donations to claim on. If it chooses to include 

donations that will be passed onto another charity, these form part of the PCC’s £8,000 

limit. In principle, the GASDS claimed on them should also be passed on, as is the case with 
Gift Aid. 

 

Disclaimer: The Parish Resources Gift Aid Guides in the series are intended as guidance only. You 

should consult HMRC or other professional adviser if you are in doubt as to the Gift Aid 

regulations. This Fact Sheet was update in April 2019 and is available to download from the Parish 

Resources website at http://www.parishresources.org.uk/giftaid.htm 

 

 

http://www.parishresources.org.uk/giftaid.htm
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Stewardship 
 

If you are reading this section the chances are quite high that you have been driven here by a problem 

with the income in your church.  I am aware that this sounds like an accusation, but let’s read on and 

see if there is anything here that we can learn that will help.  To start with I want to put in two 

definitions that I hope will clarify what is to follow: 

 

Fundraising:  Fundraising is what we do to raise money for a specific project such as a major repair 

to the church. This is entirely about getting money in to spend on something specific, such as the 

church roof or the tower.  

 

Stewardship: This is not about money; a better word is Discipleship. This is about how we act as 

stewards (or managers to be less medieval) to run the affairs of God’s church.  This encompasses our 

spiritual lives, practical service to our church and our giving.  This is something that the Bible tells us 

should be a part of our everyday life as followers of Jesus. 

 
For Projects 

If you are looking at this section asking how to get a large sum of money to do some works to the 

Church Building (some serious fundraising) I hope that the following will be very useful. 

 

If your church is a listed building then there are a large number of grant making bodies that will make 

grants. Some of these grants may be substantial sums but these usually carry some conditions with 

them.  One of the typical question on the application form is how much of the project funding have 

you raised yourselves?   

 

Any specific application advice that I write here could become out of date before the printing ink is dry 

on the page. The best place for you to start is to contact your Area Team Mission and Ministry 

Adviser.  These people spend a lot of their time advising parishes on how and where to apply for 

grants. All of these advisers work for the Diocese so you will not be charged for anything that they do 

for you.  They can be contacted as follows: 

 

Barking Area Parishes.             Currently Vacant – contact the Director of Finance 

Telephone: 01245 294400            e-mail: mspraggins@chelmsford.anglican.org 

 

Bradwell Area Parishes              Revd Martin Woods     

Telephone 01268 552219              e-mail mwood@chelmsford.anglican.org  

 

Colchester Area Parishes           Revd Jenny Tomlinson 

Telephone  01799 500757            e-mail: jtomlinson@chelmsford.anglican.org   

                                             

 

Capital Loans 
It is also worth knowing that the Diocese has a loan scheme to assist parishes with capital projects. 

Details of this are on the Diocesan Web site, or contact the Director of Finance.  

 

 In brief the Diocese can lend a PCC capital sums repayable over five to ten years for capital works. 

This money is borrowed by the Diocese from a commercial bank and lent on to parishes at the rate 
paid by the Diocese to borrow the funds.  At the time of writing, we are able to obtain base rates that 

let us arrange a loan at 3.5% pa interest. One of the conditions of these advances is that Parish Share 

must be paid in full as well as the loan repayments. If the Share is not paid whilst loan is outstanding, 

any unpaid Parish Share will deducted from the loan repay loan repayments will be transferred to 

Share.  PCC’s do not have the legal status necessary to borrow money commercially without a 

Diocesan guarantee.   

mailto:mspraggins@chelmsford.anglican.org
mailto:mwood@chelmsford.anglican.org
mailto:jtomlinson@chelmsford.anglican.org
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Please feel free to talk to Margaret Essery or one of the Mission and Ministry Advisers about any of 

the above matters, All of them really are here to help. 

 

Stewardship – building the church 
Most people get to this point because there isn’t enough money to pay the parish bills. I have to tell 

you that there is no magic formula that will solve this problem.   

 

The most important first step is to try to find out exactly what the problem is. In a number of the 

parishes that I have spent time with they have been surprised with the results of one of our “Parish 

background reports”   At the Diocese we have access to a vast array of statistic that can compare any 

parish with the others in the same Deanery and also with the rest of the Diocese. These reports can 

show:  

 

 Whether the Parish Share Assessment is fair, and/or reasonable.  

 How the levels of giving compare with other parishes 

 An analysis of the population of the whole parish.  

 The level of spending used to run the parish. 

 The number of adult worshippers.       

 Some useful ratios  

 

Obtaining a copy of this report from the office is a recommended first step to identify what actions 

that you need to consider.  A programme aimed at the addressing wrong problem is unlikely to have 

the desired end result.   

 

One of the most constructive things to do at this stage is to arrange with your Vicar or Rector to have 

an initial meeting with your local Mission and Ministry Adviser to look at the possibilities. Some of 

these options may be: 

 

 A sermon series on discipleship 

 A sermon on giving 

 Starting a Pilgrim, Alpha or Emmaus type series of courses 

 Starting or refreshing adult groups (House groups, bible study groups, or prayer groups) 

 A re launch of the giving envelope scheme/Gift Aid initiative 

 A parish mission 

 A Stewardship programme (that may include some or all of the above) 

 

The Mission and Ministry Advisers or Parish Finance Office may be available to either organise one of 

the above for you, or to come and assist your own parish to do it yourselves. Their role is supporting 

and assisting you, their advice is free, and asking for it carries no obligation to follow it. 

 

The Parish Finance Office has several principle programmes that can be made available to parishes.  All 

of these are available on free loan, but you do have to pay for your own printing.  We are always 

willing to tailor these programmes to individual parishes - we are very aware that one size does not fit 

all with these things. 

   

An overview of the basic programmes on offer is as follows: 
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Parish Giving Scheme (PGS) 
The “Parish Giving Scheme” is a centrally run multi-diocesan approach to serving parishes with a 

professional donation management and Gift Aid service which combats the challenge of static giving by 

allowing donors to increase their giving in line with inflation. A quality launch alongside a stewardship 

review provides the opportunity for a step change in the level of giving in a diocese. 

 

The Parish Giving Scheme (PGS) is a direct-debit system developed by the Diocese of Gloucester to 

provide a professional, effective donation management system to support parishes fund their mission 

and ministry.  It reduces the burden of work on parish volunteers and provides a professional service 

to our donors.  

 

 It enables: 

 The donor to sign up to inflationary giving, overcoming the static nature of cash and standing 

order gifts.  

 The parish to improve cash-flow by receiving the gift, together with gift aid accompanying the 

donation on the tenth of the month.  

 It does all this at a lower cost than envelope schemes. 

At the Diocese of Chelmsford eleven parishes agreed to be early adopters. This has received a positive 

response, and the scheme will soon open for further parishes to register. 

This scheme offers regular givers a different way of giving to their parishes, however weekly or 

monthly freewill gift envelopes will still be an option for those that value them, as will giving through 

standing orders. There will, however, be significant benefits for parishes that register with the scheme; 

and parishes will be able to join the scheme at no financial cost. 

 How does it work? 

 

The PGS enables a donor to donate to any parish 

registered with the scheme. Donations can be made on a 

monthly, quarterly or annual basis. They are collected by 

Direct Debit on the first day of the month. The gift plus 

any related Gift Aid is then passed on to the specified 

parish by the tenth of the month. Gift Aid is prepaid to 

enable the gross donation to be returned altogether. 

 

The picture shows this diagrammatically based on an 

example gift of £40 a month. 

 

Donors who decide to give through the scheme will have 

two options. First they can opt for their gift to be 

increased annually by the rate of inflation. If a donor opts 

for this, PGS will be in touch the month before it would 

take effect to inform the donor how much this would raise their giving by and to give the donor an 
opportunity   to change their mind. Second, donors can opt to give anonymously to any registered 

parish. 

 

The scheme has proved so successful that it is now being rolled out across the Church of England. 

Much more information about it can be found on the website http://www.parishgivingscheme.org.uk/ 

 

The best way for a parish to benefit is if the launch is coupled with a giving programme such as Giving in 

Grace or TRIO. That way, people can be fully informed and helped to prayerfully review their giving.  

 

If you are interested in the Parish Giving Scheme, please contact the Finance team at the Chelmsford 

Diocesan Office parishfinance@chelmsford.anglican.org  

http://www.parishgivingscheme.org.uk/
mailto:parishfinance@chelmsford.anglican.org
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TRIO (The Responsibility is ours) 
 

This programme involves the preparation of a structured presentation to your whole congregation 

giving them a financial overview of your parish. This is not a new idea, but this programme is tried and 

tested and when done properly it works well.  

 

A small group put together the presentation using the templates from the resource pack. 

 

A group of visitors are trained. Their role is simply to hand deliver invitations to the congregation and 

fringe members, then afterwards collect the sealed response forms. They do not have to discuss giving 

with the people that they take invitations too. 

 

The presentation is arranged either at a Sunday Service or an event like a parish supper. Your Area 

Mission and Ministry Adviser is available to come and do the presentation for you. They all have 

laptops and projectors for this purpose.  At the end of the presentation everyone is given the 
information pack containing the response forms.  

 Anyone who doesn’t come to the presentation gets an information pack delivered shortly after 

the event. 

 The responses are collected in, collated and analysed. 

 A celebratory service of thanksgiving is held. 
 

TRIO can be done in six to eight weeks but to do this well will take a little longer. It is better for 

everyone to plan this carefully and do it well, rather than rush it and then complain that it didn’t work.  

The office is happy to put you in touch with other parishes that have run this programme, not least so 

that you can ask what did and didn’t work for them. The only cost to the parish is the printing of 

invitations and the packs. A 25% increase in regular giving is a typical result of a well-run TRIO 

programme.  

Pass it on. 

A small group produces an information wallet (similar to TRIO).  The folder/wallet contains an 

information pack, some sealable response envelopes, a pack of decent tea bags (or coffee sachets) and 

a circulation list.  

 On the back of the folder/wallet are two A5 envelopes for sealed responses (Time & Talents 
and Financial responses)  

 The scheme is launched at a main service; the wallets then start their journeys around the 

congregation from person to person.  

 The idea when you get a pack is to take a tea bag from the pack, make a cup of tea, look at the 
pack and respond whilst enjoying the tea, then pass the pack to the next person on the list. 

 The packs come back to the Treasurer/Vicar/committee. 

 A celebratory service of thanksgiving is held. 

 

Giving in Grace 

This is the Liverpool Diocesan programme. This programme includes a sermon series on giving and a 

presentation challenging the congregation to support their church. Full details of this programme are 

available on the Liverpool website.  “Giving in Grace”  
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Planning 

A great deal of material is given to help the planning on the Giving in Grace website, including specimens 

of all the documents that need to be produced. A planning group needs to be set up about six months 

in advance 

 To study and understand the principles of Christian giving. 

 To begin to pray for the programme. 

 To fix the dates of the launch, the preaching series, the financial presentation and      the 

Response Sunday. 

 To make a list of everyone that they want to involve in the programme; and to differentiate the 
list between the church leadership, those who are on planned giving (using dated gift envelopes 

or standing orders), and regular worshippers who are not on planned giving. 

 To prepare a case statement which identifies where the parish is at present, what its strengths 

and weaknesses are, what the priorities are for the parish for the coming few years, and what 

the financial implications of this are. 

 To put together the packs and draft the differentiated letters. 

 The PCC needs to be kept informed of progress, and needs to debate and adopt the case 

statement on which the financial presentation will be based. 

 

A typical programme 

Giving in Grace is flexible to allow the programme to proceed at varying pace with different emphases. 

The following gives an outline of a typical programme using a four-week preaching course: 

 Week 1: Giving in Grace is launched to the congregation with prayer cards, prayers included in 
the intercessions at every service, articles on the pew sheet and in the magazine, and spoken 

notices 

 Week 3: the preaching course begins based on either Matthew (from Proverbs 19-24, year A), 

or Luke (from Proverbs 18-22, 25, year C), or 2 Corinthians 8 & 9 (liturgical provision is 

provided. NB passages from 2 Corinthians are read during Year B in Proverbs 6-9), or Exodus 

(liturgical provision is provided, ending with an All-Age Harvest service). While the preaching 

series is going on, complimentary material may be used in the Sunday school and youth group. 

This material is specific if the Exodus series is followed 

 Week 7: a financial presentation based on the PCC’s case statement is given in place of a 
sermon. Packs are given out containing a personally addressed letter from the vicar 

(differentiated between the leadership, congregation and fringe), a response form and a 

brochure summarising the information given in the financial presentation 

 Week 9: Response Sunday. Everyone is encouraged to return their response forms which are 

offered at the altar in thanksgiving 

 Week 11: written feedback is provided on the pew sheet, indicating how many people have 
responded and what the impact of the pledges given will have on the parish income and 

mission. Letters are sent to everyone, either thanking them for their response or urging them 

to make a response if they have not yet done so 

 (this letter is only sent once, people are not chased for a response)  

 Three months after week 11 an article is written in the magazine evaluating the whole 
programme and outlining its impact on the parish 

 One year after Response Sunday, people are reminded of the previous year’s programme 

and asked to review their pledges. These reviews continue annually until the parish decides to 

embark on another giving programme 

 

 

The Mission and Ministry Advisers also have other programmes at their disposal. 

 

My overriding plea to the reader is “Please talk to us, we are here to help”  
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 Your parish is not charged for any of our services.  If you don’t like what we offer, you are of course 

completely free to ignore our suggestions or advice. 
 

 

 

 

 

Vacancy parishfinance@chelmsford.anglican.org 

 

parishfinance@chelmsford.anglican.org 
 

 

mailto:parishfinance@chelmsford.anglican.org
mailto:parishfinance@chelmsford.anglican.org
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Annual accounts 
 

Preparing the annual accounts unless you are an accountant is one of the most daunting tasks facing a 

treasurer. The first piece of advice on this subject is don’t panic, you are not on your own. You 

certainly are not the only treasurer who is not sure about doing this.  
 

So what help is available?  Every February the Diocese runs an annual accounts workshop on a 
Saturday. For this event we have all of the Diocesan Office ground floor meeting rooms, we have 

tables and power sockets (for laptops and calculators) and three “experts” who circulate all day 

helping everyone to produce their own parish accounts. On these days you book a place, then bring 

your own accounts (and packed lunch), and you work on your own accounts with as much help and 

advice as you need or want.   
 

It is far better to come to one of these sessions, than to arrive at your church’s annual meeting with 

lame excuses and no annual accounts to present.   Not to mention that I really do not want a large 

box of your papers landing on my desk to sort out next April two or three days before your annual 

meeting.  This has happened at least once in each of the last three years, and I am not always able to 
salvage the situation in time to save your embarrassment.  

 

If you want a sound-bite definition of what annual accounts are it would be something along the lines 

of: 
 

A summary of everything that you started with,  

Plus a summary of everything coming in,  

Less a summary of everything paid out,  

The total of the above must equal what you have left at the end. 

If it doesn’t then you have made an error along the way. 
 

I have lost count of how many sets of annual parish accounts that I have prepared over the years, but 

I do know that I have not yet found an exception to the above rule. 
 

So, let’s get started preparing your accounts.  I have tried to make the following stages simple and 

jargon free. The first thing that you have to do is make the time available to do this - preparing 

accounts is not a half an hour job, even for an expert. 
 

The first thing to do is get everything you will need together, I think the following list includes 

everything. 

1 A calculator (unless you are really keen on arithmetic!) 

2 The Cash Book 
3 The Ledger if you have one 

4 The Bank Statements and Cheque books 

5 The Vouchers 

6 Last year’s Accounts (with a detailed list of debtors & 

creditors if you are doing accrual accounts) 

7 Paper to work on (unless you have a computer spread-

sheet) 

8 Your computer 

9 Any unpaid bills not included above  

10 A list of any late Receipts not included above 
  

Go back and look at every month end through the year (January through to December). Check that all 

the entries have been made and the bank account has been reconciled every month. Ideally the Bank 

Statement balance should always be more than your cashbook by exactly the total value of cheques 

not presented at the end of each month, and no other differences. 
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If there is anything that you discover that has not been done, now is the time to do it. Remember if 

you change something in any month it will also have an effect on all of the months that follow. 

    

Has the Bank statement to 31st December been received and reconciled? If not, you can’t go any 

further until this has been done.  If you don’t reconcile the Bank Statement, you will almost certainly 

end up doing all of the work again, when you have done the reconciliation. 
 

Check to see if there are any other bank or deposit accounts that have entries that have not yet been 

made. If so make the entries. -  Don’t forget the CCLA/CBF deposit account(s) 
 

If you have a Ledger, enter the totals from the Cashbook into the ledger. Make a list of the balances on 

all of the accounts in the Ledger (this is known as a Trial Balance).   
 

The accounts with balances on the left are Debits (usually Expenses), those with balances on the right 

are Credits (usually incomes).  Does the total of the debits equal the total of the credits?  If the totals 

don’t agree check for obvious errors.    I always find it useful to do the same exercise using the 

opening or starting balances. This eliminates the possibility that the any error is brought forward from 
last year. 

 

For example, if you are doing the 2018 accounts, make a list the balances at 31st December 2017 or 1st 

January 2018. If these Debits and Credits don’t agree, there is no point continuing on because you 

won’t balance at the other end either. If they do agree then you are starting on a sound basis. If you 

have a difference I suggest that this is the point to ask someone who knows about these things to 

point you in the right direction. Among other people your parish’s Independent Examiner or Auditor 

may be able to help.  
 

If you don’t have a ledger, take a spare Cashbook sheet and enter the twelve monthly totals.  Then 

add this new sheet down and across to arrive at totals for the year.  (See example in the appendices) 

Check the cross casts. This means that the totals added across the page equal the same as the totals 

when added down. This is a test that picks up a number of errors and can prevent you having to look 

for differences later.  This is something that you can build up during the year - as you rule off every 

month you could enter the totals onto your summary sheet. If you are using Terry’s Excel “Parish 

Cashbook file” the adding up, and building up a summary page, will have been done for you 

automatically by the formulas. 
 

If you are using a computer programme like Finance Coordinator, Sage, TASS or Quick books you 

must check to see that all of the month end routines (particularly bank reconciliations) have all been 

done.   DON’T close the December month end until you are happy with your final accounts.  Don’t 

run any year end routine before your accounts have been examined and signed- once this has been 

done you won’t be able to make any adjustments. 
 

Get a copy of last year’s accounts and create a template set of accounts for this year with no numbers 

in. Remember to change all of the headings to show that the accounts are for this year. The column 

headings will also need to be changed.  You can now put last year’s numbers in the previous year’s 

comparative column. Spread-sheets are the ideal way to do this, but if you prefer there is nothing 

wrong with doing it on paper. 
 

Enter last year’s closing entries as this year’s balances brought forward.  This is the “What you started 

with” stage of the process. 

 

Now look at the total amount of the income. Does this amount to more than £250,000?  or is the 

Expenditure more than £250,000?  If the answer to either question is yes, you are required by law to 

produce accrual accounts rather than Receipts and Payments accounts. 

For now, let’s continue working on the Receipts and Payments and we will come back to accrual 

accounts later. 
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Look at totals by column on the summary of the income received and enter these totals on the 

appropriate line in your draft accounts.  You will usually find that you have a cashbook column for each 

line.  This is the point where you wish you had never put any entries in the “Other” or “Sundry” 

columns. It is time to look at these entries again and see if they really belong in another column - or 

maybe you need more columns. 
 

Add up the income section of your draft accounts, or if you are using a spread-sheet check the total 

box formulae to make sure that it is adding up the right things.  Is the total you have the same as the 

cashbook?  If the answer is “Yes”, Well done! If the answer is “No” Look at your numbers again to 

see if you can find the difference.  

Now you have to do exactly the same thing with the payments.  
 

When you are happy with the Payments and the Receipts, if you look at last year’s accounts you 

should see a section Headed “Statement of Assets and Liabilities.”  
 

In most cases the entries required on the Statement of Assets will simply be your cashbook balances 

together with any deposit account balances.   Please remember that this is NOT the balance on the 
Bank Statement. You must use the cashbook figure; which should be the same as the reconciled bank 

balance. 
  

If your parish has any shares, a church hall, or a curate’s house that belongs to the PCC these must 

also be listed.  The guide book “The Charities Act and the PCC (2011)” is very clear that this statement is 

not meant to be, or to resemble a Balance Sheet. 
 

Well done, you have nearly finished.  What you have to do now is take a break and when you come 

back, look at what you have produced critically.  Does your draft look right?  If you have been working 

on the numbers all year, you will almost instinctively know if something is not quite right.    
 

A very useful test is to compare every figure with the one on the same line from the previous year. In 

most parishes things do not change suddenly. If they do, as part of the church you will have a good 

idea of what has changed. For example, if the repair costs have gone up suddenly you may have had a 

major repair during the year. If this line has gone down there may have been a big item last year that 

has not been repeated.  
 

Now all that’s needed is the Statutory Report. This is something that the PCC Secretary could 

produce for you. This report must form part of the accounts and must go to your Independent 

Examiner with the accounts for checking. 
 

There are copies of the two legal formats of parish accounts in the following pages. Both of these 

templates are available from the Parish Finance Office as Excel files. The statutory report part of these 

sets is available as a Word document. You cannot mix and match the number pages from the two sets 

and other formats are illegal. 
 

To finish find a nice big box and bundle up everything to go to your Independent Examiner, phone 

him/her and ask when s/he wants you to deliver the papers. Well done - time for a pint or a bag of 

doughnuts! 
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Accrual Accounts 
 

If your income or expenditure exceeds the £250,000 threshold you must produce accrual accounts on what 

is known as the SOFA basis. In accountant speak this is a columnar Profit & Loss account, with a Balance 

Sheet and supporting notes.  I know that this is much more complicated so what follows is a guide to the 

differences from the Receipts and Payments basis. If you feel this is too complicated can I suggest that you 

book a place now on the Diocesan Annual accounts workshop in February, also talk to you 

Examiner/Auditor. The sooner you/we start doing this, the easier it will be.  
 

If you are doing Receipts and Payments accounts you only have to show cash transactions that happened 

during the year. Accrual accounts are a more technically accurate picture of what happened during the year. 
 

If there is any money due to the parish for something during the year that has not been received at the 31st 

December then it must be included.  These items are added to the income section in the SOFA and also 

appear as Debtors on the Balance Sheet. These are things like unpaid Church Hall rents and unclaimed Gift 

Aid Tax recoveries. 
 

If there is anything that the parish has bought or had done, that has not been paid for, these items have to be 

added to the Expenses paid on the SOFA and the total of these items will also appear on the Balance Sheet 

as Creditors. This is likely to be things such as a late gas bill, an organ repair in November but paid for late in 

January, or the Vicars late expenses claim. 
 

You also need to look carefully at the previous year’s accruals. For example, if you previously included in 

£750.00 hall rents into the 2017 accounts and this money was received in 2018, you have to be careful not 

to count it as income twice. The figure in the SOFA for hall rents would be calculated like this: 
 

Cashbook Rents received in 2018     £15,000  

Less accrued in 2017                      (      750) 

Add on late 2018 Rents                     £ 1,000   (Paid to you in 2019) 

SoFA Church Hall rents 2018           £15,250 
 

The debtors on the Balance Sheet in 2017 would have been £750 and in 2018 £1,000.  
 

Similar adjustments are made for payments: 

The numbers also have to be adjusted for things paid in advance. If for example the church insurance is paid 

in full on 1st August, five months of this premium will relate to 2018 and seven months of it relate to 2019.   
 

What this means is the expenditure in the 2018 accounts for insurance paid in August would be 7/12th of the 

premium paid in 2017 plus 5/12th of the premium paid in 2018. The remaining seven months paid in 2018 

will become part of the Debtors, and Prepayments figure on the 2018 Balance Sheet. This seven months 

premium will also in due course form part of the 2019 expenditure.  
 

A common mistake is to show un-cleared cheques as a creditor rather than the reduction to the cash at 

bank figure as per the bank reconciliation – You paid the money away when you signed the cheque. 
 

The Balance Sheet. The law requires that things that belong to the PCC must appear as assets on the 

Balance Sheet.   

 

Buildings & Fixed assets 

Consecrated places of worship and their contents are specifically excluded. Vicarages are recorded in the 

Diocesan Balance Sheet. If your parish owns a Curates House or a Church Hall then these must be shown at 

a realistic value. The latest guidelines (the Charities Act 2011 and the PCC) recommends that buildings are 

held on the balance sheet as far as possible at their original cost.  The Balance Sheet total may affect the 

requirement for a statutory Audit. Some PCC’s have used the value that the building is insured for balance 

sheet purposes. Any change in value between years appears on the revaluation line of the SOFA. Things like 

computers, photocopiers & lawn mowers may also have to be included. Please do consult the Charities Act 

2011 and the PCC for more detailed guidance 
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Investments.  

These must be shown at what they were worth at the 31st December. Central Board (CCLA) investments 

are easy. For other investments you may need to buy a copy of the 2nd January Financial Times to obtain a 

value. The movement in value of investments between years appears in the accounts on the revaluation line 

on the SOFA.   

Adding or selling investments is slightly more complicated. 
 

Reserves (or represented by) 

The total value of each fund is known in accounting speak as a “Reserve”.  Every fund has the things that 

belong to it, that is; its cash, deposits, debtors, investments etc. The total of these is what the fund is worth.   

As well as the Balance Sheet a schedule must be produced that shows what assets and liabilities make up 

each fund.  
 

Model accounts. 

For template for accrual accounts (St Ledger) see pages 113-128. This template is available from the Parish 

Finance Office as an Excel file.  
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When things don’t balance or add up - useful hints. 
 

The Rule of 9 

Is your difference divisible by 9?   

If it is - you have probably transposed a number i.e. 72 as 27 - gives a difference of 45.   

Try other examples to see what I mean.    

This works because our arithmetic is done in base 10 (well that’s what a mathematician told me) 
 

Double or quit? 

If you have a difference:  Try dividing it by two. Then look for an item of that value. The reason for this 

works is:  If you have an income item shown as an expense of say £150 the difference will be £300, double 

the amount of the errant item. This is because the total of the expenses are £150 more than it should be. 

(because you have included an item that shouldn’t be there.)  The total of the income will be £150. less than 

it should be, because of the missing item. £150 plus £150 equals £300.   This logic also applies if an expense 

item is shown as an income. 

Test by Gross 

Try agreeing the total expenditure to the total payments made by cheque and Petty Cash - the only 

difference should be if there are transfers between accounts or, in accrual accounts only - deduct prior year 

creditors and add on current year creditors.  
 

Try agreeing the total income (receipts) to the total amounts banked - the only difference should be if there 

are transfers between accounts or, in accrual accounts only – take off prior year debtors and add on current 

year debtors.  
 

Most Bank statements show a total of receipts and a total of payments. These bank totals are useful for a 

quick cross check, but be beware of the effect of sweep accounts, unpaid cheques and any bank adjustments. 

These affect the total value of transactions included in statement movement totals.   
 

Have you shown something as a net figure? Examples of this are showing a net profit or loss from a parish 

magazine or Church Hall. (The law requires you to show the total income and the total paid out, there are 

no exceptions to this rule). 
 

Still stuck? 

The first thing to do is leave it alone. If it is late go to bed, if not do something else and come back to look at 

this later.  If you have repeatedly missed something, going away and then coming back to it often helps you 

to see what you have done wrong. 
 

Don’t despair - get someone else to look.  Fresh eyes will probably see the error straight away - this 

happens to the best of us! 
 

If you realise that this is something that you really can’t do please talk to your Vicar or independent 

examiner, or phone the Diocesan Office.  

The worst thing that you can do is leave it until it is too late for anyone else to sort out before the annual 

meeting.  We have had calls in the Diocesan office asking for help from parishes with no accounts and only a 

couple of days to the annual meeting- This problem is the PCC’s responsibility – not the Diocesan offices!  

We may not be able to perform the miracle that you need to save face – but we will try! 
 

Common Mistake 

Do not show movements between funds as Receipts or Payments. This is moving money from one pocket to 
another. Transfers between funds are not new money coming in or money being paid out.   
 

Movements from Bank to Deposit or vice versa are simply transfers. These cash movements are not new 

income (money coming in from outside) They are not expenses either (money paid out). This also applies to 

“sweep” transfers between bank accounts. 
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Get the end result nicely typed - these days most parishes have someone around who has a computer with 

programmes that will make doing this very simple. The Excel templates available from the Parish Finance 

Department and these have built in formulas that add up the totals.   

A good presentation is really important- it inspires confidence, is far easier to read and much less likely to be 

queried.    
 

Checklists: 

I have included at the back of the book both an annual accounts checklist and a checklist for your 

Independent Examiner. Registered Auditors will have professional guidelines that they have to follow. 
 

Remember 

Your accounts need to be “filed” once they have been independently examined and agreed by the PCC. 

Please ensure that one copy of all three parts is sent to the Diocesan Office at 53 New Street Chelmsford 

CM1 1AT or scanned and emailed to parishfinance@chelmsford.anglican.org 
 

Please include the Annual Report, the Accounts and the certificate of examination/audit.   
 

The two National statistical returns are also important.  These returns are part of your Statutory filing.   
 

Some of the information on the returns is used in the Parish Share calculation.  Late or wrong statistical 

returns could also result in your church getting a bigger Parish Share assessment. Please make sure that your 

return gets sent in - if you fail to send in the return there is no appeal against the estimated figures that we 

will have to use to complete the calculations.   

 

  

file://///vserver11/Finance/Accounts%20Department/Treasurer's%20Course/Course%20Pages/2016%20Handbook/parishfinance@chelmsford.anglican.org
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St Emilion’s Church, Barchester – Annual Report of the Parochial Church Council for the Year 

Ended 31 December 2018 

 
Aims and purposes 

St Emilion’s Parochial Church Council (PCC) has the responsibility of cooperating with the incumbent, the 

Reverend Samuel Weller, in promoting in the ecclesiastical parish, the whole mission of the church, pastoral, 

evangelistic, social and ecumenical. The PCC is also specifically responsible for the maintenance of the church 

complex of St Emilion’s, The Green, Barchester. 

 

Objectives and activities 

The PCC is committed to enabling as many people as possible to worship at our church and to become part of our 

parish community at St Emilion’s. The PCC maintains an overview of worship throughout the parish and makes 

suggestions on how our services can involve the many groups that live within our parish. Our services and worship 

put faith into practice through prayer and scripture, music and sacrament. 

 

When planning our activities for the year we have considered the Charity Commission’s guidance on public benefit 

and, in particular the supplementary guidance on charities for the advancement of religion. In particular we try to 

enable ordinary people to live out their faith as part of our parish community through:  

 Worship and prayer: learning about the gospel; and developing their knowledge and trust in Jesus. 

 Provision of pastoral care for people living in the parish 

 Missionary and outreach work    

To facilitate this work it is important that we maintain the fabric of the church of St Emilion and the Church centre 

Complex. 

 

Achievements and performance 

 

Worship and prayer 

The PCC is keen to offer a range of services during the week and over the course of the year that our community 

find both beneficial and spiritually fulfilling. For example, evening prayers provide a quiet intimate and reflective 

environment for worship while opportunities are provided for people to engage in more outgoing worship such as 

that provided by the youth group within our parish. 

 

This year we have been successful in welcoming more families into our church and have agreed a new style of 

Family Worship on the morning of the 3rd Sunday of each month. This has meant that special arrangements have 

had to be made for baptisms and for welcoming the families at corporate worship on the 1st Sunday of each month. 

It is pleasing to be able to report that the new arrangements have been well received since they came into 

operation during September. They will be reviewed by the PCC after 12 months. In addition a great deal of time 

and thought was spent during the year on making the best use of the services. Many have said how much easier it is 

to follow the services now that they are printed out in booklets. 

 

All are welcome to attend our regular services. At present there are 173 parishioners on the Church Electoral 

Roll, 91 of who are not resident within the parish. 18 Names were added during the year and 9 were removed 

either through death or because they moved away from the parish. The average weekly attendance counted during 

October was 107, but this number increased at festivals and two Christmas carol services had to be held to seat all 

of those who wished to attend. 

 

As well as our regular services, we enable our community to celebrate and thank God at the milestones of the 

journey through life. Through baptism we thank God for the gift of life, in marriage public vows are exchanged with 

God’s blessing and through funeral services friends and family express their grief and give thanks for the life which 

is now complete in this world and to commend the person into God’s keeping. We have celebrated 25 Baptisms 

and 15 Weddings and held 26 Funerals in our church this year. 

 

 

Deanery Synod   

Three members of the PCC sit on the deanery synod. This provides the PCC with an important link between the 

parish and the wider structures of the church. This year the PCC has also focused its attention on the questions 

posed to parishes in the deanery about the most effective deployment of stipendiary and non-stipendiary clergy. 
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The Church Centre Complex 

We want our church to be open to our community for private prayer. Unfortunately, since the theft of valuable 

church artefacts from St Augustus church, in the neighbouring parish, we have felt unable to leave the church open 

at all times for private worship. We are however pleased that a rota of parishioners has enabled us to open the 

church at weekends and for all public holidays in the past year. 

 

The state of the nave roof has been causing some concern for some time. After many years during which routine 

maintenance has been carried out, a detailed report on its condition will be prepared by the architect at the next 

routine inspection in April 2015. We have already anticipated the need for major structural renewal, and it is our 

policy to make provision from general income in the hope that an urgent appeal can be avoided. 

 

The kitchen in the church hall was refurbished during August and the new environment meets the stringent health 

and safety requirements and allows us to continue the old people’s luncheon club on Saturdays. 18 people regularly 

attend at our luncheon club, 12 of whom are parishioners. We were particularly pleased to be able to extend the 

services of our club to the members of the Barchester Green Methodist Chapel luncheon club when the death of 

Alice Luther the main organiser of that club forced its closure. 

  

During the week the hall is used by our mothers and toddlers group on Wednesdays. Fifteen children their carers 

have been regular attenders at the mother and toddlers group. During the summer the group organised two 

outings including older siblings during the school holidays. In July 20 children and their parents went for the day to 

Longleat and later in the holidays we had the hottest day of the year for our family outing to New Milton.     

 

The crèche runs in the hall on Tuesdays and Thursday mornings. There are 12 regular attenders at the crèche 

which is organised by Sally Pincent, the council’s peripatetic childcare coordinator who runs crèches at our church 

as well as St Augustus on Mondays and Wednesdays. She has a rota of volunteers from the parish who help her, all 

of whom have been CRB checked. The crèche had an OFSTED inspection during the year and passed with flying 

colours. 

 

Pastoral care 

Some members of our parish are unable to attend church due sickness or age. Reverend Samuel Weller has visited 

all church members who have requested it to celebrate communion with them either at their homes or in hospital. 

Miss Finching has continued to organise a rota of volunteers to visit all who are sick or unable to get out for any 

other reason to keep them in touch with church life. 

 

Mission and Evangelism   

Helping those in need is a demonstration of faith. The mission and evangelism committee is to be congratulated on 

its fund raising efforts. £1,350 was raised for the South African Famine appeal. It’s good that these efforts on behalf 

of others can be combined with opportunities for fellowship.  

 

Our parish magazine is distributed quarterly to all parishioners on the electoral roll and available at the church hall. 

The magazine keeps our parishioners informed of the important matters affecting our church and articles that help 

develop out knowledge and trust in Jesus. 

 

 

Ecumenical relationships 

The church is a member of Churches together in Barchester and of the Salisbury interfaith forum. We have held 

joint services on the fourth Sunday of every month with the Barchester Green Methodist Church and for the first 

time this year have joined with them both for our Lent courses and to run an Alpha course in the autumn. The 

Alpha course has led a number of people to attend other church activities and services. We have also worked with 

Barchester Green Methodist Church and Millfield Baptist Church to deliver a flyer to every home in the town 

advertising the Christmas services of all three churches. 

 

Financial Review 

Total receipts on unrestricted funds were £64,200 of which £4,200 was unrestricted voluntary donations, and a 

further £8,700 was from Gift Aid. Restricted donations of £5,800 were also received and are detailed in the 

Financial Statements. The freehold house at 36 Church Road continues to be let temporarily, which provided a 

gross income of £3,700. 
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The planned giving through envelopes and bankers orders increased by 8% and it was good to see the use of Gift 

Aid envelopes increased. Total income, including tax recovered but excluding the legacy went up by only 

3%compared with last year. This was partly due to the Christmas Bazaar not being held this year. We were grateful 

for the pecuniary legacy of £1,000 from the estate of Mrs Mary Rudge. £2,000 was set aside towards the much-

needed cleaning of the organ. The work was completed in time for Christmas. 

 

£61,350 was spent from unrestricted funds to provide the Christian ministry from St Emilion’s church, including the 

contribution to the Diocesan Parish Share that increased by 12% in the year and largely provides the stipends and 

housing for the clergy. 

 

The sum that the churches in the deanery have to find is shared between the churches according to a formula that 

is based mainly on the headcount of the congregations. We have to find more of the sum at St Emilion’s as the size 

of our congregation increased more compared with other churches. 

 

The net result for the year was an excess of receipts over payments of £2,850 on unrestricted funds. Adding bank 

and deposit balances brought forwards at the beginning of the year, the balances carried forward at 31st December 

on unrestricted funds totalled £10,450 of which £5,300 has been set aside to meet the costs of cleaning and 

maintain the church organ and is carried forwards as a designated fund. 

 

Reserves policy 

It is PCC policy to try and maintain a balance on free reserves (net current assets) which equates to at least three 

months unrestricted payments. This is equivalent to £15,000. It is held to smooth out fluctuations in cash flow and 

to meet emergencies. The cash balance of £10,450 held on unrestricted (including designated) funds at the year 

end, together with the amounts payable to and by the PCC, was less than half of this target. It is the PCC’s hope to 

increase this over time, as and when the investment income recovers. 

    

The balance of £17,050 in the restricted fabric fund is retained towards meeting the cost of the nave roof repairs 

detailed above. It is our policy to invest short term investment fund balances with the CCLA Church of England 

Deposit Fund and the remainder in the CCLA Church of England Investment Fund.  

 

Volunteers  

We would like to thank all of the volunteers who work so hard to make our church the lively and vibrant 

community it is. In particular we want to mention our churchwardens Mrs Allen and Mr Tapley who have worked 

so tirelessly on our behalf and Mr Neckett who has helped us all to understand the church’s accounts and finances.  

 

Structure, Governance and management 

The Parochial Church Council is a corporate body established by the church of England. The PCC operates under 

the 1956 Parochial Church Council Measure. The PCC is a *Registered /* Excepted Charity (* delete as 

appropriate) 

  

The method of appointment of PCC members is set out in the Church Representation Rules. At St Emilions the 

membership of the PCC consists of the incumbent (our vicar), the churchwardens, the reader and members 

elected by those members of the congregation who are on the electoral roll of the church. All members of the 

congregation are encourages to resister on the electoral roll and to stand for election to the PCC. 

 

The PCC members are responsible for making decisions on all matters of general concern and importance to the 

parish including deciding on how the funds of the PCC are to be spent. New members receive initial training into 

the workings of the PCC. 

 

The full PCC met six times during the year with an average level of attendance of 80%. Given its wide 

responsibilities the PCC has a number of committees each dealing with a particular aspect of parish life. These 

committees, which include worship, mission and outreach, and fabric and finance, are all responsible to the PCC 

and report back to it regularly with minutes of their decisions being received by the full PCC and discussed as 

necessary. 

  

Administrative Information 

St Emilion’s Church is situated in The Green, Barchester.  It is part of the Diocese of Salisbury within the Church 

of England.  The correspondence address is The Vicarage, Church Street, Barchester. The PCC is a body corporate 
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(PCC Powers Measure 1956 and Church Representation Rules 2006) and a charity currently excepted from 

registration with the Charity Commission. 

 

PCC members who have served at any time from 1 January 2014 until the date this report was approved are: 

 

Ex Officio members 

 Incumbent:  The Reverend Samuel Weller (Chairman) 

 Reader: Mr Robert Sawyer 

 Churchwardens: Mrs Arabella Allen 

          Mr Mark Tapley (also Vice Chairman) 

Elected Members: 

 Mr Frederick Trent,  representative on Deanery Synod 

 Mr Peter Magnus PCC Secretary, representative on Deanery Synod 

 Mr John Fielding, representative on Deanery Synod 

 Miss Flora Finching (From 5th April 2018) 

 Mrs Charlotte Neckett, PCC Treasurer  

 Mr George Redfoot 

 Miss Edith Granger 

 Mrs Tilly Slowboy 

 Miss Emily Wardle (until 5th April 2018) 

 Mr Mark Walker 

 Miss Emma Haredale 

 Mr Julius Handford (Until 5th April 2018) 

 Miss Elizabeth Hexham 

 Mr Ralphy Nickleby (From 5th April 2018) 

 

 

Approved by the PCC on the 8th March 2019 and signed on their behalf by the Reverend Samuel Weller (PCC 

Chairman) 
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Independent examiner’s report to the members/trustees of St Emilion’s church Barchester, 

Parochial Church Council. 

 

I report on the accounts for the year ended 31 December 2018, which are set out on pages X and Y. 

 

Respective responsibilities of the Trustees and the Independent Examiner 

 

The charity’s trustees consider that an audit is not required for this year under section 144(2) of the 

Charities Act 2011 (the 2011 Act) and that an Independent examination is needed. 

 

It is my responsibility to 

 Examine the accounts under section 145 of the 2011 Act; 

 Follow procedures laid down in the general directions given by the Charity Commissioners 

section 145(5)(b) of the 2011 Act; and 

 State whether particular matters have come to my attention.  
  

Basis of Independent Examiners Statement. 

 

My examination was carried out in accordance with the General Directions given by the Charity 

Commission.  

 

An examination includes a review of the accounting records kept by the charity and a comparison of 

the accounts presented with those records.  It also includes consideration of any unusual items or 

disclosures in the accounts, and seeking explanations from the management committee concerning any 

such matters.  The procedures undertaken do not provide all the evidence that would be required in a 

full audit, and consequently I do not express an audit opinion on the accounts. 

 

Independent examiner’s statement 

 

In connection with my examination, no matter has come to my attention: 

 

(1) which gives me reasonable cause to believe that in any material respect the requirements 

 to keep accounting records in accordance with s.130 of the 2011 Act; or 

 to prepare accounts, which accord with these accounting records have not been met; or 

(2) to which, in my opinion, attention should be drawn in order to enable a proper understanding 

of the accounts to be reached. 

 

(Signed) 

 

Sarah Temple MCIE 

18 Church Close 

Ambleforth 

 

16th March 2018 
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Parochial Church Council of St Emillion's Church Barchester

Financial Statement for the year ended 31st December 2017

Receipts and Payments Account
Note Unrestricted Unrestricted Restricted Endowment Total

Receipts Fund Designated Funds Funds 2017 2016

Voluntary receipts Funds

£ £ £ £ £

Regular Giving

Planned Giving 29,400 29,400 27,200

Collections at services 9,900 9,900 10,600

All other giving/voluntary receipts 5a 2,700 5,800 8,500 7,050

Gift Aid tax recovered 8,700 8,700 8,300

50,700 0 5,800 0 56,500 53,150

Activities for generating funds 5b 3,500 3,500 4,250

Investment income 5c 4,600 950 5,550 5,300
Church Activities 5d 5,400 5,400 5,150
Other receipts 0 0

Total Receipts 64,200 0 6,750 0 70,950 67,850

Payments 0

Church Activities 0

Parish Share 41,500 41,500 37,050

Clergy and Staffing costs 1,900 1,900 1,800

Church running expenses 5e 13,700 1,850 15,550 15,250

Hall running costs 5f 1,200 1,200 1,200

Mission giving and donations 5g 2,550 1,350 3,900 2,550

60,850 0 3,200 0 64,050 57,850

Cost of generating funds 500 500 500

Governance Costs 0

Other payments 0

Total Payments 61,350 0 3,200 0 64,550 58,350

Excess of receipts over payments 2,850 0 3,550 0 6,400 9,500

Transfers bewteen funds 4 (2,100) 2,000 100 0

750 2,000 3,650 0 6,400 9,500

Cash at bank and in hand at 1st January 4,300 3,300 13,400 21,000 11,500

Cash at bank and in hand at 31st December 5,050 5,300 17,050 0 27,400 21,000

Funds held Balance Receipts Payments Tansfers Revaluation Balance

1st January Funds 31st December

Note 1 Funds Held
General fund 4,300 64,200 (61,350) (2,100) 5,050

Designated funds

Organ fund 3,300 2,000 5,300

Church Hall 0 0
3,300 0 0 2,000 0 5,300

Buildings (Unrestricted)

Curates house 25,000 25,000

Church hall 34,000 34,000
59,000 0 0 0 0 59,000

Restricted Funds

Flower Fund 350 (450) 100 0

Fabric fund 13,400 5,050 (1,400) 17,050

South Africa Famine Appeal 1,350 (1,350) 0

Tithe Chancel Trust 0
13,400 6,750 (3,200) 100 0 17,050

Endowment funds
RH Smith 19,500 500 20,000

Total funds 99,500 70,950 (64,550) 0 500 106,400

Note 2 Assets retained for church use

Church hall building 25,000 25,000 25,000

Curates house 34,000 34,000 34,000
59,000 0 0 0 59,000 59,000

Note 3 Investmenst held

Central Board investemnt fund 35 units 11,000 11,000 10,000

Central Board Fixed Interest 24 units 9,000 9,000 9,500

3.5% War Stock face value £ 10 10 10
0 0 0 20,010 20,010 19,510

Note 4 Transfers bewteen funds
General fund to Designated organ fund (2,000) 2,000 0

General Fund to Restricted Flower Fund (100) 100 0

-2,100 2,000 0 100 0 0

Note 5a Other voluntary receipts

Legacy 1,000 1,000 0

Donations 1,700 5,800 7,500 7,050

2,700 0 5,800 0 8,500 7,050

Note 5b Activities for generating funds

Parish Magazine -sales and adverts 2,200 2,200 2,100

Summer Fete and Christmas Bazaar 2,400 2,400 2,150

Rummage sales 0 0

4,600 0 0 0 4,600 4,250
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Notes to accounts Unrestricted Unrestricted Restricted Endowment Total

Fund Designated Funds Funds 2017 2016

Funds

Note 5c Investment income

Central Board investment Shares 500 500 500

Rent from temporary letting of curate's house 3,700 3,700 3,700
Bank and deposit interest 400 950 1,350 1,100

4,600 0 950 0 5,550 5,300

Note 5d Church Activities

Parochial fees 400 400 300

Church hall rents 3,900 3,900 3,800

Parish Magazine sales 1,100 1,100 1,050

Parish weekend/Spring Harvest 0

5,400 0 0 0 5,400 5,150

Note 5e Church running expenses

Church Insurance 2,700 2,700 2,600

Church Gas 1,200 1,200 1,300

Church electricity 800 800 900

Church repairs & maintenance 2,500 1,400 3,900 5,200

Upkeep of services 2,600 450 3,050 2,100

Sunday School Teacher training 1,000 1,000

Organ & music 0 150

Printing & Starionery 1,100 1,100 1,200

Magazine printing 1,800 1,800 1,800

13,700 0 1,850 0 15,550 15,250

Note 5f Church Hall running expenses

Hall Insurance 500 500 500

Hall Gas 300 300 300

Hall electricity 200 200 200

Hall repairs & maintenance 200 200 200

1,200 0 0 0 1,200 1,200

Note 5G Mission Giving and donations 0

Childrens Society 500 500 500

Christian Aid 1,000 1,350 2,350 1,000

Night Shelter 250 250 250

St Marys Hospice 250 250 250

Friends of Essex Churches (Cycle ride) 300 300 300

Essex Clergy Charity 250 250 250

2,550 0 1,350 0 3,900 2,550

Statement of Assets and Liabilities
Note Unrestricted Unrestricted Restricted Endowment Total

Fund Designated Funds Funds 2017 2016

Funds

Cash Funds

Bank Current account 300 300 350

Deposit account 4,750 5,300 17,050 27,100 20,650

5,050 5,300 17,050 0 27,400 21,000

Other monetary assets

Income tax recoverable 2,240 2,240

Investment Assets

Investment fund shares 0

(at market value) 3 -               -               -               20,000     20,000 19,500

Asset retained for Church use 2 59,000 59,000 59,000

Liabilities - Orgna clean/tune 6,200 6,200

Notes

1 The financial statements of the PCC have bene prepared in accordance with the Church Accounting regulations 2006 

using the Receipts and Payments basis.

2 Fixed assets retained for church use ae the Freehold house at 36 Church Street purchased 5yh November 194 at cost

(the Church Hall also at cost)

3 The Endowment fund, a donaton in 1999 by RH Smith has to be reatined as a capital fund, but the income is for ordinary

Church purposes. It is invested in CCLA Church of England Investment Fund shares.

4 The transfer to the Organ
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St Emillion's Church Barchester

Financial Statement for the year ended 31st December 2017

General Fund (Unrestricted) Receipts and Payments Account
2017 2016

Receipts
Voluntary receipts

Regular Giving

Planned Giving 29,400 27,200

Collections and other giving 9,900 10,600

Income tax recovered 8,700 48,000 8,300 46,100

Other voluntary reciepts .

Legacy 1,000 -

Donations 1,700 2,700 1,800 1,800

Receipts from activities for generating funds

Parish Magazine -sales and adverts 2,200 2,100

Rent from temporary letting of curate's house 3,700 3,700

Summer Fete and Christmas Bazaar 2,400 2,500

Rummage sales - 8,300 700 9,000

Receipts from Church activities

Parochial fees 400 300

Church hall rents 3,900 4,300 3,800 4,100

Receipts from investments

Bank and CBF Deposit account interest 150 200

Dividends on CBF Cchurch of England investment Fund 500 650 500 700

63,950 61,700

Payments
Church Activities

Overseas mission and relief agencies 2,550 2,550

Diocesan Parish Share 41,500 37,050

Church running expenses 5,200 5,300

Clergy expenses 1,900 1,800

Cost of services 2,600 2,100

Building maintenance 2,500 5,200

Printing the magazine 1,800 1,800

Printing and stationery 1,100 1,200

Cleaning the Church centre 1,200 1,200

Training course - Sunday school teachers 1,000 -

61,350 58,200

Excess of Receipts over payments 2,600 3,500

Transfer to Designated organ fund 2,000

600 3,500

Bank Current and deposit accounts at 1st January 2017 4,300 800

Bank Current and deposit accounts at 31st December 2017 4,900 4,300
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St Emillion's Church Barchester

Financial Statement for the year ended 31st December 2017
Church Fabric (including Tower) Receipts and Payments Account - Restricted Fund

2017 2016

Receipts
Restricted donatrions 4,100       5,250         
Interest from CBF Deposit Fund 950          5,050        700            5,950        

Payments
Reapisr to the lych-gate roof 1,400        -
Excess of Receipts over Payments 3,650        5,950        

Bank current and deposit accounts at 1st January 13,400      7,450        

Bank current and deposit accounts at 31st December 17,050      13,400      

Church Flowers - Restricted Fund

Receipts Donations 350           

Payments Purchase of Easter lilies 350           

Organ Fund Receipts and Payments Account - Designated Fund

Receipts Interest from CBF Deposit Fund 250           200           

Payments Organ inspection -            150           
Excess of Receipts over Payments 250           50             

Transfers From general fund 2,000        -            
2,250        50             

Bank current and deposit accounts at 1st January 3,300        3,250        
Bank current and deposit accounts at 31st December 5,550        3,300        
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St Emillion's Church Barchester

Financial Statement for the year ended 31st December 2017

Statement of Assets and Liabilities at 31st December 2017

2017 2016

Cash funds

Bank current account 400            350           

CBF Deposit Fund 27,100       20,650      

Total bank current and deposit accounts 27,500       21,000      

(£4,900 unresticted,£17,050 restricted Fabric fund, £5,550 designated Organ fund)

Other monetary assets (all in respect of unrestricted funds)

Local Authority grant for churchyard 300            

End of year income tax claim (rec'd Jan 2018) 2,240         

2,540         -            

Investment assets

10,000 CBF Investment Fund shares (market value) 20,000       19,500      

Representing the RH Smith endowment fund - income for ordinary purposes

Assets reatined for the Church's use (unrestricted funds)

Freehold House at 36 Church Road (purchase price 5th November 1984 59,000       59,000      

Liabililties (designated Organ fund)

Organ cleaning and tuning carried out December 2016 6,200         6,200        

Other tangible assets  Lawmower from the estate of Mr Luke Titus (restricted fund)

Notes
1 The financial statements of the PCC have been prepared in accordance with the Church Accounting

Regulations 2006 using the Receipts & Payments basis.

2 The following assets are recognised but not necessarily valued in the Statement of Assets and

Liabilities: Moveable church furnishings held by the church wardens on special trust for the PCC and

which require a faculty for disposal.

3 The expenses paid to clergy may include a small imaterial proportion, which relates to their

function as PCC members. No other payments were made to PCC members.

4 The payment to missions and overseas relief agencies included £1,200 to CMS and £1,350 to Tear

Fund re the Southern Africa Famine Appeal

Approved by the PCC on 8th March 2018 and signed on their behalf by Rev'd Onesimus Og (PCC Chairman)

and Mrs Hannah Hosea (PCC Treasurer)
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2018 Report and Accounts for the Parochial Church Council   

of St Ledger’s Church, Chelmstown 

Aims and purposes 

St Ledgers’s Parochial Church Council (PCC) has the responsibility of cooperating with the incumbent, the 

Reverend Samuel Weller, in promoting in the ecclesiastical parish, the whole mission of the church, pastoral, 

evangelistic, social and ecumenical. The PCC is also specifically responsible for the maintenance of the church 

complex of St Ledgers’s, The Green, Chelmstown. 

 

Objectives and activities 

The PCC is committed to enabling as many people as possible to worship at our church and to become part of 

our parish community at St Ledger’s. The PCC maintains an overview of worship throughout the parish and 

makes suggestions on how our services can involve the many groups that live within our parish. Our services 

and worship put faith into practice through prayer and scripture, music and sacrament. 

 

When planning our activities for the year we have considered the Charity Commission’s guidance on public 

benefit and, in particular the supplementary guidance on charities for the advancement of religion. In particular 

we try to enable ordinary people to live out their faith as part of our parish community through:  

 Worship and prayer, learning about the gospel and developing their knowledge and trust in Jesus. 

 Provision of pastoral care for people living in the parish 

 Missionary and outreach work    

To facilitate this work, it is important that we maintain the fabric of the church of St Ledger’s and the Church 

Centre Complex. 

 

Worship and prayer 

The PCC is keen to offer a range of services during the week and over the course of the year that our 

community find both beneficial and spiritually fulfilling. For example, evening prayers provide a quiet intimate and 

reflective environment for worship while opportunities are provided for people to engage in more outgoing 

worship such as that provided by the youth group within our parish. 

 

This year we have been successful in welcoming more families into our church and have agreed a new style of 

Family Worship on the morning of the 3rd Sunday of each month. This has meant that special arrangements have 

had to be made for baptisms and for welcoming the families at corporate worship on the 1st Sunday of each 

month. It is pleasing to be able to report that the new arrangements have been well received since they came 

into operation during September. They will be reviewed by the PCC after 12 months. In addition, a great deal of 

time and thought was spent during the year on making the best use of the services. Many have said how much 

easier it is to follow the services now that they are printed out in booklets. 

 

All are welcome to attend our regular services. At present, there are 173 parishioners on the Church Electoral 

Roll, 91 of who are not resident within the parish. 18 Names were added during the year and 9 were removed 

either through death or because they moved away from the parish. The average weekly attendance counted 

during October was 107, but this number increased at festivals and two Christmas carol services had to be held 

to seat all of those who wished to attend. 

 

As well as our regular services, we enable our community to celebrate and thank God at the milestones of the 

journey through life. Through baptism we thank God for the gift of life, in marriage public vows are exchanged 

with God’s blessing and through funeral services friends and family express their grief and give thanks for the life 

which is now complete in this world and to commend the person into God’s keeping. We have celebrated 25 

Baptisms and 15 Weddings and held 26 Funerals in our church this year. 

 

Deanery Synod   

Three members of the PCC sit on the deanery synod. This provides the PCC with an important link between 

the parish and the wider structures of the church. This year the PCC has also focused its attention on the 

questions posed to parishes in the deanery about the most effective deployment of stipendiary and non-

stipendiary clergy. 

 

The Church Centre Complex 

We want our church to be open to our community for private prayer. Unfortunately, since the theft of valuable 

church artefacts from St Augustus church, in the neighbouring parish, we have felt unable to leave the church 
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open at all times for private worship. We are however pleased that a rota of parishioners has enabled us to 

open the church at weekends and for all public holidays in the past year. 

 

The state of the nave roof has been causing some concern for some time. After many years during which 

routine maintenance has been carried out, a detailed report on its condition will be prepared by the architect at 

the next routine inspection in April 2014. We have already anticipated the need for major structural renewal, 

and it is our policy to make provision from general income in the hope that an urgent appeal can be avoided. 

 

The kitchen in the church hall was refurbished during August and the new environment meets the stringent 

health and safety requirements and allows us to continue the old people’s luncheon club on Saturdays. 18 

people regularly attend at our luncheon club, 12 of whom are parishioners. We were particularly pleased to be 

able to extend the services of our club to the members of the Chelmstown Green Methodist Chapel luncheon 

club when the death of Alice Luther the main organiser of that club forced its closure. 

  

During the week the hall is used by our mothers and toddlers group on Wednesdays. Fifteen children their 

carer’s have been regular attenders at the mother and toddlers group. During the summer the group organised 

two outings including older siblings during the school holidays. In July 20 children and their parents went for the 

day to Longleat and later in the holidays we had the hottest day of the year for our family outing to New Milton.     

 

The crèche runs in the hall on Tuesdays and Thursday mornings. There are 12 regular attenders at the crèche 

which is organised by Sally Pincent, the council’s peripatetic childcare coordinator who runs crèches at our 

church as well as St Augustus on Mondays and Wednesdays. She has a rota of volunteers from the parish who 

help her, all of whom have been CRB checked. The crèche had an OFSTED inspection during the year and 

passed with flying colours. 

 

Pastoral care 

Some members of our parish are unable to attend church due sickness or age. Reverend Samuel Weller has 

visited all church members who have requested it to celebrate communion with them either at their homes or 

in hospital. Miss Finching has continued to organise a rota of volunteers to visit all who are sick or unable to get 

out for any other reason to keep them in touch with church life. 

 

Mission and Evangelism   

Helping those in need is a demonstration of faith. The mission and evangelism committee is to be congratulated 

on its fund raising efforts. £1,350 was raised for the South African Famine appeal. It’s good that these efforts on 

behalf of others can be combined with opportunities for fellowship.  

 

Our parish magazine is distributed quarterly to all parishioners on the electoral roll and available at the church 

hall. The magazine keeps our parishioners informed of the important matters affecting our church and articles 

that help develop out knowledge and trust in Jesus. 

 

Ecumenical relationships 

The church is a member of Churches together in Chelmstown and of the Essex interfaith forum. We have held 

joint services on the fourth Sunday of every month with the Chelmstown Green Methodist Church and for the 

first time this year have joined with them both for our Lent courses and to run a Pilgrim course in the autumn. 

The Pilgrim course has led a number of people to attend other church activities and services. We have also 

worked with Chelmstown Green Methodist Church and Gallow Baptist Church to deliver a flyer to every home 

in the town advertising the Christmas services of all three churches. 

 

Financial Review 

Total receipts on unrestricted funds were £64,200 of which £4,200 was unrestricted voluntary donations, and a 

further £8,700 was from Gift Aid. Restricted donations of £5,800 were also received and are detailed in the 

Financial Statements. The freehold house at 36 Church Road continues to be let temporarily, which provided a 

gross income of £3,700. 

 

The planned giving through envelopes and bankers orders increased by 8% and it was good to see the use of 

Gift Aid envelopes increased. Total income, including tax recovered but excluding the legacy went up by only 

3%compared with last year. This was partly due to the Christmas Bazaar not being held this year. We were 
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grateful for the pecuniary legacy of £1,000 from the estate of Mrs Mary Rudge. £2,000 was set aside towards the 

much-needed cleaning of the organ. The work was completed in time for Christmas. 

 

£61,350 was spent from unrestricted funds to provide the Christian ministry from St Ledgers’s church, including 

the contribution to the Diocesan Parish Share that increased by 12% in the year and largely provides the 

stipends and housing for the clergy. 

 

The sum that the churches in the deanery have to find is shared between the churches according to a formula 

that is based mainly on the headcount of the congregations. We have to find more of the sum at St Ledger’s as 

the size of our congregation increased more compared with other churches. 

 

The net result for the year was an excess of receipts over payments of £2,850 on unrestricted funds. Adding 

bank and deposit balances brought forwards at the beginning of the year, the balances carried forward at 31st 

December on unrestricted funds totalled £10,450 of which £5,300 has been set aside to meet the costs of 

cleaning and maintain the church organ and is carried forwards as a designated fund. 

 

Reserves policy 

It is PCC policy to try and maintain a balance of unrestricted funds which equates to at least three months 

unrestricted payments. This is equivalent to £15,000. It is held to smooth out fluctuations in cash flow and to 

meet emergencies. The cash balance of £10,450 held on unrestricted (including designated) funs at the year end, 

together with the amounts payable to and by the PCC, was less than half of this target. It is the PCC’s hope to 

increase this over time, as and when the investment income recovers. 

    

The balance of £17,050 in the Fabric restricted fund is retained towards meeting the cost of the nave roof 

repairs detailed above. It is our policy to invest £5,000 of our fund balances with the CCLA Church of England 

Deposit Fund and the remainder in the CCLA Church of England Investment Fund.  

 

 

 

Volunteers (This Paragraph is optional) 

We would like to thank all of the volunteers who work so hard to make our church the lively and vibrant 

community it is. We want to mention our churchwardens Mrs Allen and Mr Tapley who have worked so 

tirelessly on our behalf and Mr Neckett who has helped us all to understand the church’s accounts and finances.  

 

Structure, Governance and management 

The method of appointment of PCC members is set out in the Church Representation Rules. At St Ledgers the 

membership of the PCC consists of the incumbent (our vicar), the churchwardens, the Licenced Lay Minister 

(reader) and members elected by those members of the congregation who are on the electoral roll of the 

church. All members of the congregation are encouraged to resister on the electoral roll and to stand for 

election to the PCC. 

 

The PCC members are responsible for making decisions on all matters of general concern and importance to 

the parish including deciding on how the funds of the PCC are to be spent. New members receive initial training 

into the workings of the PCC. 

 

The full PCC met six times during the year with an average level of attendance of 80%. Given its wide 

responsibilities the PCC has a number of committees each dealing with a particular aspect of parish life. 

 

These committees, which include worship, mission and outreach, and fabric and finance, are all responsible to 

the PCC and report back to it regularly with minutes of their decisions being received by the full PCC and 

discussed as necessary. 

  

Administrative Information 

St Ledger’s Church is situated in The Green, Chelmstown.  It is part of the Diocese of Chelmsford within the 

Church of England.  The correspondence address is The Vicarage, Church Street, Chelmstown. The PCC is a 

body corporate (PCC Powers Measure 1956 and Church Representation Rules 2006) and a charity currently 

excepted from registration with the Charity Commission. / OR Registered Charity number 1234567. 
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PCC members who have served at any time from 1 January 2014 until the date this report was approved are: 

 

Ex Officio members 

 Incumbent:  The Reverend Samuel Weller (Chairman) 

 Reader: Mr Robert Sawyer 

 Churchwardens: Mrs Arabella Allen 

          Mr Mark Tapley (also Vice Chairman) 

Elected Members: 

 Mr Frederick Trent, representative on Deanery Synod 

 Mr Peter Magnus PCC Secretary, representative on Deanery Synod 

 Mr John Fielding, representative on Deanery Synod 

 Miss Flora Finching (From 5th April 2014) 

 Mrs Charlotte Neckett, PCC Treasurer  

 Mr George Redfoot 

 Miss Edith Granger 

 Mrs Tilly Slowboy 

 Miss Emily Wardle (until 5th April 2018) 

 Mr Ralphy Nickleby (From 5th April 2014) 

 

Approved by the PCC on the 8th March 2017 and signed on their behalf by the Reverend Samuel Weller (PCC 

Chairman) 
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Independent examiner’s report to the members/trustees of St Ledger’s, 

Chelmstown Parochial Church Council 

 

I report on the accounts for the year ended 31 December 2018, which are set out on pages 

5 to 15 

 

Respective responsibilities of the Trustees and Independent Examiner 

 

The charity’s trustees consider that an audit is not required for this year under section 

144(2) of the Charities Act 2011 (the 2011 Act) and that an independent examination is 

needed. 

 

It is my responsibility to 

 examine the accounts under section 145 of the 2011 Act; 

 follow the procedures laid down in the General Directions given by the Charity 

Commissioners section 145(5)(b) of the 2011 Act; and 

 state whether particular matters have come to my attention 

 

Basis of Independent Examiner’s Statement 
My examination was carried out in accordance with the General Directions given by the 

Charity Commission. An examination includes a review of the accounting records kept by 

the charity and a comparison of the accounts presented with those records.  It also includes 

consideration of any unusual items or disclosures in the accounts, and seeking explanations 

from the management committee concerning any such matters.  The procedures 

undertaken do not provide all the evidence that would be required in a full audit, and 

consequently I do not express an audit opinion on the accounts. 

 

Independent examiner’s statement 

 

In connection with my examination, no matter has come to my attention: 

 

(3) which gives me reasonable cause to believe that in any material respect the 

requirements 

 

 to keep accounting records in accordance with s130 of the 2011Act; or 

 to prepare accounts which accord with these accounting records.  
have not been met; or 

 

(4) to which, in my opinion, attention should be drawn in order to enable a proper                                 

understanding of the accounts to be reached. 

 

 

 

 

(Signed) 

 

Catchum, Stitchum & Scarper (Chartered Accountants) 

25 Church Hill, Little Chelmstown 
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

STATEMENT OF FINANCIAL ACTIVITIES 

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

TOTAL TOTAL

General Designated Restricted Endowment FUNDS FUNDS

Notes Fund Funds Funds Funds 2017 2016

    £     £     £  £  £

Incoming resources

Voluntary income 2a 160,400 216,750 377,150 148,750 

Activities for generating funds 2b 10,000 10,000 4,250 

Income from Investments 2c 7,450 2,500 9,950 8,800 

Church Activities 2d 11,300 4,500 15,800 13,150 

Total incoming resources 189,150 4,500 219,250 412,900 174,950 

Resources expended

Chartiable Activities 3a 144,750 10,500 245,525 400,775 161,950

Cost of raising funds 3d 550 550 500

Total resources expended 145,300 10,500 245,525 401,325 162,450

43,850 (6,000) (26,275) 11,575 12,500

Net gains/(losses) on investments 5,455 1,050 245 6,750 500

Net incomeing resources for the year 49,305 (6,000) (25,225) 245 18,325 13,000

Other recognised gains/losses (non investments)

Transfers between funds 6 (19,000) 19,000

Net movement in funds 30,305 (6,000) (6,225) 245 18,325 13,000

 

Total funds brought forward at 1 January 2017 58,935 14,000 2,250 75,185 62,185

Total funds carried forward at 31 December 2017 89,240 (6,000) 7,775 2,495 93,510 75,185

shaded  working columns have been hidden

Net incoming/(outgoing) resources before 

invetsment gains
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

BALANCE SHEET AT 31 DECEMBER 2017

Notes 2017 2016

£ £

Fixed assets

Tangible fixed assets 5 34,000 37,000

Investments 6 13,625 14,500

Total fixed assets 47,625 51,500

Current assets

Stock 150 150

Investments 24,060 15,000

Debtors 8 9,675 4,000

Short term deposits 11,000 8,000

Cash at bank and in hand 4,200 1,985

49,085 29,135

Creditors: amounts falling due within one year 9 (2,700) (4,450)

Net current assets / (liabities) 46,385 24,685

Total assets less current liabilities 94,010 76,185

Creditors: amounts falling due after one year 9 (500) (1,000)

NET ASSETS 93,510 75,185

Parish Funds 7

Unrestricted funds 10 89,240 58,935

Designated Funds 10 (6,000)

Restricted funds 10 7,775 14,000

Endowment funds 10 2,495 2,250

93,510 75,185

Approved by the Parochial Church Council on 1 April 2018 and signed on its behalf by Revd Canon Barry Ball

(PCC chairman) and Mr Robert  Builder (Vice chairman and Churchwarden)

The accompanying notes on pages  5 to 9 form a part of these accounts
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

1. Accounting policies

Basis of financial statements

Fund accounting

Unrestricted funds  are income funs which are to be spent on the PCC's general purposes.

c Incoming resources

Planned giving, collections  and similar donations are recognised when received. Tax refunds are 

recongnised when the incoming resources to which they realte is received. Grants and legacies are 

accounted for when the PCC is entitled to use of the resources, their ultimate receipts is considered 

reasonably certain and the amounts due are reliably quantifiable. Dividents are accounted for when 

declared receivable, interest as and when accrued by the payer. All incoming resources are accounted 

Designated funds  -are general funds set aside by the PCC for use in the future. Project funds are 

designated for particular projects for administration purposes only. Funds designated as invested in 

fixed assets for the PCC's own use abated in line with assets' annual depreciation charges in the 

SOFA. Designated funds remain unrestricted and the PCC will move any surplus to other general 

funds.

The financial statements have been prepared in accordance with the Church Accounting Regulations 

2006 in accordance with applicable accounting standards and the currentStatement of Reccomends 

Accountsing and Reporting by Charities (SORP 2005).

The financial statements have been prepared under the historical cost convention except for 

investments assets whicha re shown at market value. The financial statements include all transactions, 

assets and liabilities for which the PCC is responsible in law.  They do not include the accounts of 

church groups that owe their affiliation to another body, nor those which are informal gatherings of 

church members.

Restricted funds  comprise (a) income from trusts or endowments which is to be expended only on the 

restricted purposes intended by the donor and (b) revenue donations or grants for a specific PCC 

activity intended by the donor.  Any balance remaing unspent at the end of the year is carried forward 

as a balance on that fund. 

Endowment funds  are funds, the capital of which must be retained either permenantly or at the PCC's 

discretion; the income derived from the endowment is to be used, either as restricted or unrestricted 

funds, depending on the purpose for which endowment was established in the first place.
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

Resources expended

All other expenditure is generaly recognised when it is incurred and is accounted for gross

Fixed Assets

Investments are valued at market value at 31st December.

Consecrated and beneficed property of any kind is excluded from the accounts by s.10(2)(a) and (c) of 

the Charities Act 2011.

Grants and donations are accounted for when paid over, or when awarded, if that award creates a 

binding or constructive obligation on the PCC. The Diocesan Parish Share expected to be paid over is 

accounted for when due. 

Movable church furnishing held by the Vicar and Churchwardens on special trust for the PCC and which 

require a faculty for disposal, are accounted as inalienable property listed in the church's inventory, 

which can be inspected(at any reasonble time). For anything acquired prior to 2000 there is insufficient 

cost information available and therefore such assets are not valued in the financial 

statements.Subsequently no individaul item has cost more thna £1,000 so all such expenditure ahs 

been written off when incurred.

No cost information is available for the curate's house so it is included at a deemed cost being it's 1994 

valuation of £65,000 (including £15,000 estimated freehold land value). The building is being 

depreciated at £1,000 per anum with effect from 2003 on the basis of it's expected useful life of 50 

years.

Equipment used within the church premises is depreciated on a straight line basis over four years. 

Individual items of equipment with a purchase pric eof £500 or less are written off when the asset is 

acquired.



Page | 123 

 

PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

2 Income & Endowments

TOTAL    TOTAL

General Designated Restricted Endowment FUNDS    FUNDS

Fund Funds Funds Funds 2017 2016

    £     £     £  £  £

a Voluntary income

Planned giving Gift Aid donations 107,900 2,600 110,500 101,300

Income tax recoverable 24,050 1,500 25,550 23,300

Other 3,900 3,900

Collections at all services Open plate 9,900 1,600 11,500 10,600

Gift days 900 900 800

Grants Structural 162,000 162,000

GASDS 1,050 1,050

Donations and appeals 1,700 46,800 48,500 7,050

Legacies 11,000 2,250 13,250 5,700

160,400 216,750 377,150 148,750

b Activities for generating funds

Parish Magazine (advertising) 1,100 1,100 1,050

Summer fetes, Christmas bazaars 2,900 2,900 2,500

Fundraising other 6,000 6,000 700

10,000 10,000 4,250

c Income from Investments

Dividends on CBF Investment Fund 2,850 1,550 4,400 4,000

Bank and CBF Depositr fund interest 400 950 1,350 1,100

Rent- temporary letting on curate's house 4,200 4,200 3,700

7,450 2,500 9,950 8,800

d Income from Church activities

Fees from weddings and funerals 9,200 9,200 8,300

` Parish magazine (sales) 2,100 2,100 1,050

Church hall lettings local community use 4,500 4,500 3,800

Junior church

Mission & outreach

Bookstall

Insurance claims

VAT reclaimed from LPW Grant Scheme

11,300 4,500 15,800 13,150

Total incoming resources 189,150 4,500 219,250 412,900 174,950

shaded  working columns have been hidden
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS  (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

3 Expenditure

TOTAL    TOTAL

General Designated Restricted Endowment FUNDS    FUNDS

Fund Funds Funds Funds TOTAL 2016

    £     £     £  £  £

a Charitable activities

Missionary and charitable giving:

Overseas:

CMS 11,200 11,200 11,000

Southern Africa famine appeal 1,500 1,350 2,850

Earthquake appeal 1,350

Support for Moses Cain and Grace Cross 38,650 38,650

Home: 

      Chelmstown Night Shelter 1,000 1,000 1,000

      Village Pensioners club 2,500 2,500 2,000

Sub total 16,200 40,000 56,200 15,350

Ministry costs:Diocesan Parish Share 91,500 91,500 87,050

   Other ministry costs 9,000 9,000 8,800

Church running expenses 5,000 5,000 5,225

Church maintenance 10,750 10,250 21,000 20,000

Upkeep of services

Major Repairs - Structural renewal 189,000 189,000

Depreciation Curates House & church Equipt. 3,000 3,000 3,000

Sunday school leaders training 2,000 2,000 2,000

Parish magazine costs 2,200 2,200 1,800

Upkeep of churchyard 5,750 5,750 5,000

Church hall running costs 8,300 5,000 13,300 12,525

Bookstall costs

Printing & stationery 1,500 25 1,525 1,200

Bank charges 50 50

Independent examiners remuneration

PCC members induction training 

Cost of annual accounts

144,750 10,500 244,275 399,525 161,950

b Cost of training funds

Stewardship costs 500 500 500

Cost of appeals 1,250 1,250

Coffee morning costs 50 50

Summer fete costs

550 1,250 1,800 500

Total resources expended 145,300 10,500 245,525 401,325 162,450

shaded  working columns have been hidden
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS  (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

4 Analysis of Expenditure including allocation of support costs

The support costs have been alloctae din their entirity to the unresticted and designated expenditure

(Church running and maintrenance)

Direct Support Total

Costs costs

Church building & Maintennace 14800 950 15750

2018 2017

PCC members induction training 450 200

Independent Examiners remuneration* 500 475

950              675          

5 Staff costs 2018 2017

£ £

Wages and salaries 4,000.00      3,750.00  

5a Payments to PCC members

During the year the PCC employed an organist, a gardener and a youth worker all part time, but no payment 

was large enough to attract social security costs.

As the parish organist, Miss J Joshua, who is member of the PCC, was paid £1000 during the year.  A small 

immaterial portion of the expenses paid to the incumbent may have related to his services as chairman of the 

PCC.   No other payments or expenses were paid to any other PCC members, persons closely connected to 

them, or other related parties.
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS  (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

6 ANALYSIS OF TRANSFERS BETWEEN FUNDS

Unrestricted Restricted

Major strutural renewal (19,000) 19,000 

Hall funds

(19,000) 19,000 

7 Tangible fixed assets (all unrestricted)

Church Hall Curates Church TOTAL

House equipment

Actual/deemed cost £ £ £ £

At 1 January 2017 65,000 8,000 73,000

Disposals (3,000) (3,000)

Additions 2,000 2,000

Revaluation
At 31 December 2017 65,000 7,000 72,000

Depreciation

At 1 January 2017 34,000 2,000 36,000

Withdrawn on disposals (1,000) (1,000)

Provided in the year 1,000 2,000 3,000

At 31 December 2017 35,000 3,000 38,000

Net book amounts

At 31 December 2017 30,000 4,000 34,000

At 31 December 2016 31,000 6,000 37,000

The Church hall is shown at cost of £25,000 and  the curate's house at £65,000. which are the 

deemed costs under FRS15 transitional provisions, under which the properties 1925 and 1994 

valuations respectively have not been updated. A photocopier was sold during the year for £2,000; 

its written down value was £2,000.  It was replaced by a smaller machine.
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS  (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

7b Investments Total

CBIFS ABC Plc £

Market value 1 January 2017 11,185 3,315 14,500

Disposals at carrying value (9,170) (9,170)

Purchases at cost 2,000 2,000

Net gains and revaluation 440 5,855 6,295

Market value 31 December 2017 13,625 13,625

Unresticted funds 3,355

Restricted funds 7,775

Endowmnet funds 2,495

13,625

7 CURRENT ASSETS

a Investments £

Market value 1st January 2016 15,000

Purchases at cost 8,605

Gain on revaluation 455

Market value 31st December 2016 24,060

b Debtors less than one year Unrestricted Restricted Total 2015

Tax recoverable 6,240 6,240 3,650

Prepayments and accrued interest 2,075 2,075 200

Other debtors 1,360 1,360 150

9,675 9,675 4,000

8 LIABILITIES

Creditors falling dues in less than Unrestricted Restricted Total 2015

one year

Accruals for utilities and other cost 1,000 1,000 1,500

Other creditors 1,700 1,700 1,950

Parish Share 1,000

2,700 2,700 4,450

Amounts falling due after more than one year

2016 2015

£ £

Other creditors 500 1,000

500 1,000

9 LIABILITIES

Creditors falling dues in less than Unrestricted Restricted Total 2016

one year

Accruals for utilities and other cost 1,000 1,000 1,500

Other creditors 1,700 1,700 1,950

Parish Share 1,000

2,700 2,700 4,450

Amounts falling due after more than one year

2017 2016

£ £

Other creditors 500 1,000

500 1,000

During the year, 350 shares in ABC Plc were sold at the carrying value for a nil gain. During ther year new 

investments were purchased in the CBF Church of England Investment Fund.The holding at 31 December 

2016 was 3,359 shares which cost £22,105.  
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PAROCHIAL CHURCH COUNCIL OF ST LEDGER, CHELMSTOWN

NOTES  TO  THE  FINANCIAL  STATEMENTS  (continued)

FOR  THE  YEAR  ENDED  31  DECEMBER  2017

11 Statement of funds

Bal b/fwd Income   Expenditure other gains Transfers, Bal c/fwd

1 Jan 2017 and losses 31 Dec 2017

£ £ £ £ £

Unrestricted Fund

General fund 58,935 189,150 (145,300) (19,000) 83,785 

Designated funds

Fund 1 0 0 0 0 

Fund 2 0 0 0 0 

Fund 3 0 0 (2,200) (2,200)

Fund 4 0 4,500 (8,300) 0 (3,800)

0 4,500 (10,500) 0 (6,000)

Restricted Fund

Fund 5 2,000 212,700 (1,250) 0 213,450 

Fund 6 10,000 5,150 (244,275) 1,050 19,000 (209,075)

Fund 7 2,000 1,400 0 0 3,400 

14,000 219,250 (245,525) 1,050 19,000 7,775 

Endowment Fund

Fund 8 2,000 0 0 245 0 2,245 

Fund 9 125 0 0 0 125 

Fund 10 125 0 0 0 125 

2,250 0 0 245 0 2,495 

Total funds 75,185 412,900 (401,325) 1,295 0 88,055 

12

Summary of assets 

by fund Unrestricted Restricted Endowment Total Funds

Funds Funds Funds 2017

    £     £     £ £

Tangible fixed assets 60,000 60,000

Investment fixed assets 35,040 10,500 45,540

Current assets 14,149 10,523 333 25,005

Liabilities

Amounts falling due in one year(905) (1,795) (2,700)

Amounts falling due after one year(500) (500)

72,744 43,768 10,833 127,345
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CHARITIES ACT 2011 
 

UK Governments have been developing charity law for more than 400 years. They have made 

charity trustees more and more responsible for the work and finances of the charity. The members 

of the PCC are charity trustees. The Charities Act (2011) defines charities as organisations that aim 

to provide ‘public benefit’ in one or more charitable areas or ‘purposes’. It has also reinforced the 

Charity Commission’s legal powers to be able to support and regulate charities. 

 

The Charity Commission created the Charities SORP (‘Accounting and Reporting by Charities: 

Statement of Recommended Practice’, to give us clear guidelines on what information to keep and 

what reports to produce to meet our legal obligations. The Church of England has adopted the 

SORP as its standard basis for annual financial reporting by parishes, so that now we can provide 

the same information to both the government (for the general public) and the wider church. 

 

Everything must be included in the PCC Accounts: 

The law requires you to include all funds that are in any way Church property - or from which you 
get significant benefit. This includes: 

 

Appeal Funds 

Parish magazine     

Church Halls 

Church Centre activities (not independent users or hirers accounts) 

Rents from letting (parish owned) curate’s houses 

Vicar and Churchwarden Funds (unless registered as a separate charity) 

Youth Group Funds (Not Scouts/Guides, etc. they are a separate charity) 

Playgroup/Toddler Group (unless the group is completely independent) 

Organ/Flower/Fabric/Churchyard Funds 

Trust Funds 

Discretionary Funds 

This list is not exhaustive, if in doubt ask the Parish Finance Officer. 

 

Netting off is illegal 

The law does not allow the publishing of net figures; for example, instead of a small net profit or 

loss on the magazine or hall you must show the total income and the total expenditure from each 

activity. The reason for this is that amount of income affects both the statutory format of the 

accounts and the level of external examination required. 

 

Format of the Accounts 

The layout of PCC accounts must now follow one of the two legal formats. See the two examples 

in the annual accounts section of this book. 

 

If the total PCC income or expenditure from all of the funds combined is less than £250,000, 

you may opt for Receipts and Payments accounts with a list of assets. A formal Statutory 

Report is also compulsory.    

 

The classic bookkeeping “Income and Expenditure accounts” are strictly forbidden by this Act 
of Parliament. Profit & Loss accounts are also forbidden. You can opt to produce a SOFA and 

Balance Sheet if you are under the accruals threshold. You can produce summary accounts for the 

congregation but these must clearly state that they are an extract from the full accounts which 

must also be freely available. (AND the numbers must be the same!)  
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Thresholds – what you need to do as your PCC grows  

What the Charity Commission and Charity Law requires of you as a PCC depends on your “gross 

income”. (see below for how this is calculated)  

Gross Income under £100,000 

If the Gross Income of your PCC is less than £100,000 you: 

 can choose to prepare your accounts on the Receipts and Payments basis. Parishes with gross 

incomes greater than £250,000 must produce “accruals” accounts, which provides a more 

accurate view of the PCC’s financial position. Smaller parishes may choose this option, 

particularly where the treasurer has a broader knowledge of accounting practice. 

 must have your accounts independently examined  

 do not need to register with the Charity Commission. 

 

Gross Income over £100,000 but less than £250,000 

If the Gross Income of your PCC is more than £100,000, but less than £250,000 you 

 you must register with the Charity Commission if income regularly over £100,000 

 can still choose to prepare your accounts on the receipts and payments basis. (click for 

guidance)   Parishes with gross incomes greater than £250,000 must produce “accruals” 

accounts, which provides a more accurate view of the PCC’s financial position. Smaller parishes 

may choose this option, particularly where the treasurer has a broader knowledge of 

accounting practice. 

 must have your accounts independently examined  

 

Gross Income over £250,000 

If the Gross Income of your PCC is more than £250,000 you 

 must prepare your accounts on the accruals basis. 

 must have registered with the Charity Commission.  

 can still have your accounts independently examined by a qualified person, unless either 
your income exceeds £1 million or your assets exceed £3.26 million, when in either case you 

will need to have a full audit of your accounts 

 

For more detail goto: https://www.parishresources.org.uk/resources-for-treasurers/thresholds/ 

 

  

http://www.parishresources.org.uk/resources-for-treasurers/accounting-and-reporting/receipts-and-payments-accounts/
http://www.parishresources.org.uk/resources-for-treasurers/accounting-and-reporting/receipts-and-payments-accounts/
https://www.parishresources.org.uk/resources-for-treasurers/thresholds/
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Gross Income Definition: 

For accounts prepared on the Receipts and Payments basis, gross income is the total receipts 

shown in the statement from all sources excluding the receipt of any endowment. 

For accounts prepared on an Accruals basis, gross income is the total incoming resources shown 

on the Statement of Financial Activities, including any amount transferred to income funds from 

endowment funds in order to be available for spending, but excluding the receipt of any 

endowment. 

 

As well as the statutory pages, you can have other notes as is appropriate, for example you may 

wish to have detailed accounts for your hall or the playgroup showing more detail than is possible 

on a SOFA. Notes like these must be subsidiary to the statutory accounts and the numbers must be 

easy to agree back. (the total hall income must be the same on the extra note as it is on the SOFA)  

 

Assets 

You must include everything that belongs to the PCC. Rectories & Vicarages are not owned by the 

PCC. Consecrated Churches, including their contents, are specifically exempted.  Church halls and 
contents must be included together with parish owned houses, computers, photocopiers and 

lawnmowers.    

 

Investments must also be included at market value on the 31st December.  In late January, the 

Diocesan office usually sends out a report giving details of trust investments held as custodian by 

the Diocese on your behalf. If your investment is with CCLA they also send out statements 

showing this information. Any trust held by the Diocese for your PCC must be included in your 

annual PCC accounts. The Parish Finance Officer can advise if required. 

 

Fund accounting 

Parishes accounts must show details of all funds held. It must be possible to identify what belongs to 

each fund.  It may help to think of funds as being “separate accounts” within your accounts.  

Each Fund must have and show the purpose for which it can be used.  

There are four levels of restriction:  

 

Unrestricted Funds: 

This is money that the PCC can use in any way it chooses within is powers as a PCC. An extreme 

example is that it would be considered inappropriate for the PCC to have a Grand National 

sweepstake fund, or a lottery syndicate fund. 

 

Designated Funds:  

This is unrestricted funds that the PCC has earmarked for a purpose. The full PCC may be able to 

change the intended use of such funds. Typical examples are:  

i)    A Hall Fund, it may be local practice to show separate hall accounts. This is PCC General Fund 

money but kept separately for local reasons. I have for example heard of Hall funds being kept 

separately “just to appease the hall caretaker”.  

ii)   A Fabric Fund that has been built up with surpluses from previous year’s general fund.  
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Restricted Funds 

Any monies that you have been given or raised for a specific purpose are “Restricted Funds” The 

law requires that these can only be used for that purpose.  These funds must be shown separately 

in the accounts. If funds are received and paid out in the same year they could be processed 

through the general (unrestricted) fund. The income or expenditure on these funds must be 

included when deciding on the format of and examination requirement of your accounts.  These 

funds usually include items such as Appeal funds, proceeds from the sale of land or buildings, and 

legacies for specific purposes.  

 

 

Endowment Funds 

These are long term trusts for the parish.  Typically, these are items like Grave trusts, where a 

capital sum has been left to the parish with instructions that the income on this is to be used to 

maintain the donors grave. If you church has a Tithe Chancel fund from the 1936 Tithe Act, this is 

also an endowment. 

 
Legacy Funds: 

The law does not allow charities to hold “Legacy Funds” In the past legacies were put into such 

pots to prevent them being spent.  If the funds were left for the Church Building or the Churchyard 

you can have a Fabric Legacies Fund or a Churchyard Legacies Fund, but you must make it clear 

how and if the money can or can’t be spent. Copies of the donor’s wills should be obtained and 

kept.  All funds held by a charity must have a charitable purpose it is therefore very important to 

show in your accounts the purpose of each fund held. 

 

Guidance for external appeals 

Appeals and Donations for specific purposes are “Restricted Funds” and have to be treated as such.  

It is recommended that on publicity for such appeals there is a disclaimer stating that any surplus 

after the completion of the project would go into general parish funds. This way the funds are 

restricted during the project, but once the project is completed the fund can be quietly closed.  

 

Some restrictions on donations offered could be impractical and the PCC may think it necessary to 

refuse the donation because of this. 
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Independent Examiners. 

Examiners signing accounts under £250,000 do not have to be professional accountants, but they 

do need to be someone who is competent to review your accounts. The examiner MUST NOT 

BE a member of the PCC, or the husband/wife/partner or a close relative of a PCC member. They 

may be a member of the congregation, provided that they take no active part in the PCC’s affairs. 

The critical word here is “Independent” 

 

Please remember that the Examiners role (this also applies to Auditors) is not to criticise 

treasurers, but to protect them with an independent affirmation that everything is in good order as 

it should be. An Examiner who asks lots of hard questions is looking out for you as well as for the 

parish. 

 

A copy of the certification required by an Independent Examiner is included in both of the two 

accounts templates. This is available as a Word document if required. 

 

 
Examiners signing accounts with either income or expenditure over £250,000 must be 

suitably qualified to examine accounts of this size. They must be members of a professional 

body allowed to licence its members to undertake this work.  The examiner must also have the 

permission of their regulatory body to undertake this work. 

A list of these authorised qualifications is available on Charity Commissioners document 

CC31.  This is a free download from the Charity Commissioners Website. The Parish Finance 

office holds a copy of this as a .pdf file. 

 

Auditors 

If your total income or total expenditure is greater than £1,000,000 in the year or in either of the 

two preceding years your accounts must be Audited, not independently examined and must 

be signed by a Registered Auditor.   

 

This also applies if the total income is more than £90,000 and you have assets worth more than 

£1,400,000 (£1.4 Million). In these cases accrual accounts are recommended. The previous two-

year rule also applies 

 

For income below £90,000 and assets worth more than £2,800,000 (£2.8 Million). Accrual accounts 

are also recommended in these cases. The previous two-year rule also applies. 

 

To be a Registered Auditor, the auditor, or accountancy practice must hold a current practicing 

certificate from one of the recognised accountancy bodies authorised to do this type of work.  

 

These inspection regulations are the law and there are NO EXCEPTIONS. 

 

Further specialist guidance is available from two sources 

 

http://www.parishresources.org.uk  (C-of-E National Stewardship Dept. website) 

and 

 
http://www.charity-commission.gov.uk/  (The Charity Commissioners website) 

 

 

http://www.parishresources.org.uk/
http://www.charity-commission.gov.uk/
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Return of Parish Finance 

 
Return of Parish Finance (deadline 31 May) is about your church finances. The financial figures 

help paint a picture of the Church’s finances at the grassroots. This is useful for a number of 

reasons. For example, if the Church nationally is to argue the case for Government help – such as 

the matter of VAT relief on repairs – it bolsters our case if we have an accurate picture of the 

pressures at the local level.  

 

Why bother? When we ask you to complete the returns, people sometimes think that it’s all 

about ‘the diocese’ or the national Church. We know churchwardens or treasurers sometimes say 

“We send all this information, but what’s in it for us?” Well we truly believe that completing the 

Statistics for Mission and Return of Parish Finance has benefits at every level of the life of the 

church – local, deanery, diocesan and national.  

 

The Diocesan and National perspective. The returns from the parishes are vital for planning 

our shared mission and ministry. Robust data is essential is Archbishop’s Council and deaneries are 
to make good decisions about how the Church uses its resources. 

 

How to make a Return of Finance.  The return should be completed online by 31st May each 

year at https://parishreturns.churchofengland.org/  Your parish should already be registered and 

have a login set up.  You will need to enter the data about your parish finances and the numbers of 

planned givers and legacies in the year.  You can download a pdf of the form from 

https://www.chelmsford.anglican.org/uploads-new/pages/2018_Financereturn.pdf  which gives 

instructions on how to complete the form. 

 
An example of a Parish Return Form is shown on the next page. 

 

If you are using the Finance Coordinator software, the Parish Return can be submitted directly 

from the program once your accounts are completed for the year, click Reports > Return of Parish 

Finance > Standard Return. 

 

Instructions for the completion of the information can be found on 

https://www.chelmsford.anglican.org/parish-finance/online-returns 

  

https://parishreturns.churchofengland.org/
https://www.chelmsford.anglican.org/uploads-new/pages/2018_Financereturn.pdf
https://www.chelmsford.anglican.org/parish-finance/online-returns
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REGISTERED CHARITY NUMBER 

(For parishes below the registration threshold) 

 

Parochial Church Councils (PCC’S) are a legal entity incorporated under the 1956 PCC Powers 

Measure. All PCC’s have charitable status, but are excepted by Statutory Instrument from the need 

to register as charities.  

 

The reason for this is that in the past registration conferred a status and as PCC’s were known to 

be charitable, there was therefore no need for them to register. This is why you may not have a 

Charity Number. If someone insists that you must provide a Charity Number they have to accept 

your HMRC Charity reference number. This is the reference number that you use for your Gift Aid 

claims. 

 

This exception from registration was due to expire but it has been extended until 31 March 2021 

to give time for discussion on the registration proposals. Grant makers, banks and other bodies 

who ask for your registration number should be told something along the lines of the following: 
 

Church of England PCC’s are corporate bodies under the 1956 PCC Powers Measure. They are 

excepted from the need to register as individual charities by Statutory Instrument 1996 No 180. 

“The Charities (Exception from Registration) Regulations 1996” – as amended by Statutory 

Instrument 2002 No 1598 – “The Charities (Exception from Registration) (Amendment) 

Regulations 2002” 

 

Since November 2008 PCC’s with income in excess of £100,000pa have been required to register 

with the Charity Commissioners.  There are special registration guidelines for parishes that have 

been agreed between the Charity Commissioners and the Church Commissioners. Parishes are 

required to follow these guidelines. Care is particularly necessary to ensure that registration is 

completed using the correct legal name of the parish. 

 

When parishes complete the registration process they will be issued with a Registered Charity 

number that is unique to their parish. The parishes that have become Registered Charities are 

required to make annual returns to the Charity Commissioners which include all changes to PCC 

membership (new and retiring Trustees). This return is in addition to filing annual accounts with the 

Diocese and the two National Church statistical returns currently required. 

 

There is nothing to be gained by trying to go it alone on this matter. The Church Commissioners 

and the Charity Commissioners have committed a lot of time and effort into preparing a simplified 

Church of England process. If your parish is affected by this, please talk to your Diocesan 

Registration Co-ordinator. 

  

 

 

 

 

 

 
 

 

 



Page | 138 

 

CHARITY REGISTRATIONS. 

 

One of the most frequent enquiries that I get is “What is our charity number?” until 2009 the 

answer was always “You haven’t got one, your PCC is an Excepted Charity”   

 

What this means is that your PCC is a charity but has been excepted from registration with the 

Charity Commissioners.   The Church of England has previously been allowed to be completely 

self-regulating, this privilege is in an agreed process of being withdrawn.  The Exception from 

registration has simply meant that apart from not having a unique charity number, PCC’s have been 

excused from making annual returns to the Charity Commissioners. Annual accounts and reports 

were previously just filed with the Diocese. (The sets of accounts collected at the annual 

Churchwardens visitation become the legally filed copies when they reach the Diocesan Office)   

 

Since October 2009:  All parishes with income in excess of £100,000pa are required by 

law to be registered with the Charity Commissioners.  In practice, apart from the additional 

annual returns registration this makes very little difference to any parish.  It follows on from this 
that smaller parishes are (and always were) also subject to all of the statutory regulations that 

govern other charities.  Smaller parishes remain for the time being “Excepted Charities”. 

 

The Diocesan Office has a supply of the special C-of-E registration packs available on request.  

Additional registration advice is also available on the National Stewardship Website - 

parishresources.org.uk   

 

At the beginning of this process training courses were run for the parishes in Chelmsford Diocese 

that were then required to register. Any parish that now has income above the threshold is 

strongly recommended to contact the Diocesan Office to obtain a registration pack which includes 

the “How to register guidelines” prepared specifically for PCC’s. This is a step by step guide which 

tells you how to avoid all of the pitfalls.  

 

There is a dispensation available for PCC’s with income exceptionally over £100,000. To qualify 

for this your income would need to be typically below £80,000. You would also need to have had a 

specific cause for the increase, for example a large grant for the building or exceptional legacy, that 

has taken you over the threshold. 

 

One issue that the registration process has brought into focus is the issue of “Private Benefits”, 

or to translate this into English, PCC members being employed by the PCC in any capacity.  Under 

Charity Law it is forbidden for trustees (PCC members) to become employees. With churches this 

affects organists, cleaners, caretakers, youth workers, parish secretaries etc. The Clergy are not 

PCC employees. Some dispensations are available but these must be applied for on a case by case 

basis.  If your PCC is affected by this, contact the Director of Finance in the first instance for 

advice. 

 

The Charity Commission now requires parishes to register on line; because this both speeds up the 

process and eliminates the errors that occurred in the past because their staff couldn’t decipher 

handwritten submissions. All of the parishes that have registered so far have found the process 

(when properly following our guidelines) relatively easy to complete.  
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Going forwards:  There is a plan for all Church of England parishes to be required to register 

with the Charity Commissioners in the foreseeable future.  The timescale for this is now uncertain 

and likely to be delayed by the major reduction of government funding to the Charity 

Commissioners. (the Charity Commissioners are a “QUANGO”).  As and when new groups of 

parishes come into the registration bands, the Parish Finance Office will contact everyone affected 

to offer suitable training, and all of the necessary assistance. 

 

 Once your parish has become a registered charity 

 It is very important as soon as your Annual Meeting has happened that the annual return to the 

Charity Commissioners is completed. This basically is letting them know of any changes to your 

Trustees (PCC) and also filing a .pdf copy of your signed accounts. 

 

 If you fail to do this there are penalties for non-compliance, not to mention that both the late 

return and any penalty will be shown on the Charity Commissioners website and this may affect any 

future applications that you make for grants    

 
 

 

 

STORING AND ARCHIVING RECORDS 

 

Generally, there is a six-year rule for keeping financial records. A definitive guide can be 

downloaded from the Church Commissioners website:  

 

http://www.churchofengland.org/media/51609/careofparishrecords.pdf 

 

Signed accounts must be kept for ever. 

 

The County Archivist will remove and store Service Registers - these are legal documents and 

also public records.   Contact the Archivist for advice on this. 

 

Gift Aid envelopes, The revenue require you to keep all of the previous tax year’s and a sample 

month’s envelopes from each of the previous five years. Claims and declarations must be kept for 

six years after they were last used. HMRC do have the right to come and inspect your Gift Aid 

records at any time.  They do actually do this. 

  

Responsibility for storing records belongs to the PCC not to the treasurer. Clearly the 

treasurer needs access to all of the current year paperwork, probably also the previous years. 

Earlier records can be stored in church vestries, secure parts of church halls or even vicarage lofts.  

This doesn’t all have to be kept at the treasurer’s home.   

 

It goes almost without saying that much more care must be taken when storing confidential 

material such as giving records. Bank statements often also show names against Standing orders. It 

would not look good if it was discovered that the brownies or cubs had opened the cupboard and 

were using copies of Gift Aid claims for scrap paper. 

 
Before papers are destroyed I would strongly recommend looking through them just to see if there 

is something there that might be required in the future.  This particularly applies to bills for work 

on the church.  I am sure that you can imagine this scenario: 
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The six-year-old box of papers was shredded and added to the parish bonfire.  Two days later the 

Churchwarden rings the treasurer: “Hello George, do you remember we had something done to 

the Tower/East Window/Roof/Lytch Gate a couple of years ago?  Have you still got the bill? 

  

The solution to this dilemma is simple: pull out these bills and put them in a folder or a file and 

keep it with the Churchwardens “Terrier” before the shredder does its worse. 

 

With modern technology it is quite possible to scan paper records and transfer the files onto 

electronic storage. This takes up a lot less space than paper. Some care is needed with this type of 

storage for your records; Like paper, electronic media is not good in damp conditions. Also beware 

of storing electronic records near electric cables or meters. Strong electromagnetic fields can make 

these records unreadable.  Some people have a strong magnet on their water pipes, these don’t 

really have any effect on limescale, but being close to the magnet will certainly wipe clean a hard 

disc or a memory stick. 

 

Finally: when papers are no longer required please take care as to how you get rid of them. Don’t 
just put a box of confidential papers into your recycling box. If you do you run the risk of them 

being found by someone who shouldn’t have them.  Yes these records can be recycled, but put 

them through a shredder first.   
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Value Added Tax (VAT) 

 

Parishes cannot normally register for VAT.  To register, taxable trading income of around 

£85,000pa is required.  A Parish would need to have very substantial commercial activities to get 

anywhere near this total. 

 

What this means is that you cannot recover the VAT that is paid on most of the parishes 

transactions. You may be able to have some newspaper advertising VAT free if you provide 

evidence of Charitable Status. At the time of writing most PCC’s are Excepted Charities and do not 

have a Registered Charity number, but your HMRC Gift Aid claims number will usually suffice.  

 

If your church building is listed you can apply for a grant equivalent to the VAT payable on most 

repairs to the building from the Listed Places of Worship Grant Scheme. Some things are excluded. 

The current exclusions are electrics, plumbing, heating, bells, clocks and organs.  Do check the 

website whenever you have a bill to see if you can get the VAT back. 

 
Previously, alteration work to listed churches qualified for Zero rating (no VAT to pay). Changes in 

the law abolished this and alterations like repairs are now subject to 20% VAT, but applications may 

be made for a grant towards the VAT from the LPWG Scheme for alteration works. 

 

If you think you have something you might be able to recover it is well worth a telephone call to 

their helpline 0845 500 3009 or visit their Web site:  www://lpwscheme.org.uk 

Please note this is a new phone number - they moved from South Wales to Glasgow in June 2014. 

 

Church Halls, even if listed, do not qualify unless you can prove that they are used for public 

worship at least six times a year.   

 

Some Disabled Access works qualify for Zero rating – your church’s architect should be able to 

advise on this.   

 

Finally BEWARE- there is a 12-month time limit between the date of the bill and the grant 

application!  If there is a delay in claiming you won’t get your money back. 
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Listed Places of Worship Grant Scheme 

ELIGIBILITY CHECKLIST 

The checklist below sets out the general principles of 

which costs are eligible under the scheme, and is 

intended as guidance only. Please note that this is not 

an exhaustive list as there may be areas that we have 

overlooked. Final decisions will be at the discretion of DCMS. 

 

We recognise that the terminology predominantly corresponds to features of Church of England places of 

worship, which account for the majority of claims on the scheme. Notwithstanding, the scheme is open to 

listed places of worship of all denominations and religions (see Note 1.2 and 1.3) and aims to provide 

equivalent treatment to listed places of worship used by other denominations and religions. 

 

Where an invoice covers both eligible and ineligible works, the applicant should make an apportionment in 

respect of these costs. 

 

If you are in any doubt as to whether your claim qualifies for a grant, please contact the Listed Places of 
Worship Grant Scheme direct on 0845 013 6601. 

ELIGIBLE EXPENDITURE 

 
Building: 

 Roofs 

 Vestries 

 Chancels 

 Towers 

 Crypts 

 Undercrofts 

 Parapet 

 Purlin 

 Re-plastering 

 Re-pointing 

 Stone works 

 Timber (where related to the fabric) 

 Rainwater Goods 

 Guttering 

 Windows 

 Window re-glazing 

 Window Grilles / Bars 

 Transepts 

 Pinnacles 

 Rhones 

 Gables 

 Drainage (rainwater, foul water, French drain, trench arch, or soak-away - all within the boundary 

walls) 

 Floors and floor coverings (only where permanent and within the fabric of the building. This includes 

timber, stone, ceramic, marble or solid floor). 

 Bell frames 

 Weathercocks 

 Spires 

 Lightning conductors 

 Flagpoles (only if on place of worship) 

 Crosses (only if on place of worship) 

http://www.lpwscheme.org.uk/index.html
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Internal: 

 Doors 

 Altars and communion tables (if built into, or permanently incorporated into the fabric) 

 Monuments (if built into, or permanently incorporated into the fabric) 

 Fonts (if built into, or permanently incorporated into the fabric) 

 Wall paintings / Murals 

 Kitchens (this includes installation or repair of fitted kitchens and related electrical and plumbing work.  

Fixed items such as water boilers and wall-mounted water heaters are eligible. Cupboards are only 

eligible where they are specially-supplied as part of a fitted kitchen and are either fixed to the fabric of 

the building or form an integrated kitchen facility (excluding any electrical 

appliances/equipment).Removable elements such as white goods, dishwashers, cookers kettles and 

urns are ineligible). 

 Permanently routed heating systems 

 Turret clocks (from 1 Oct 2013) 

 Bells, and bell ropes (from 1 Oct 2013) 

 Bell frames 

 Organs that are permanently fixed to the structure 

General: 

 Damp treatment 

 Pest control – provided the pest has, or is likely to cause damage to the fabric of the building. If the 

invoice does not specify the type of pest, this must be included within the application. 

 Works to repair damage to the fabric of the building caused by bats and mitigation measures to reduce 

or prevent damage caused by bats is also eligible. 

 Repair of damage caused to the fabric as a result of pests or metal thefts (including replacement of 

stolen metals) are eligible where these expenses are not met by an insurance provider. 

 Asbestos removal 

 Locks and hinges 

 Stairs 

 Pews (kneelers, cushions and hassocks are only eligible where permanently attached to the pew) 

 Cleaning (if as a result of eligible repair, maintenance or alteration works) 

 Preliminaries (for eligible works only) 

 Professional fees directly relating to eligible works (from 1 Oct 2013) see table on page 138 

 Electrics 

 Plumbing (including toilets, hand basins and sinks and kitchen facilities as outlined above) 

 Decoration such as carvings or stonework (where part of the fabric of the building) 

 Investigative works/surveys (only where carried out by a VAT registered contractor) 

 Security and forensic systems to prevent crime (burglar alarms, roof alarms, CCTV equipment, 

forensic marking, physical marking, special fixing, security lighting) 

 Handrails (although some may be eligible for zero-rating if installed as part of other eligible works to 

the building for disabled people – See Note 3.5 below) 

Professional Fees 

 Architects 

 Architectural Technologists 

 Surveyors 

 Conservation advisors 

 Structural engineers 

 Bat inspectors 

 Archaeologists for work necessary for eligible building 

 projects (current or planned) 

 Planning supervisors 

 Health and safety advisors 

 Maintenance plans 

 Accredited Conservationists 
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NON ELIGIBLE EXPENDITURE 

Internal: 

 Audio-visual systems or components of systems 

 Free-standing or fixed/detachable altars 

 Free-standing or fixed/detachable fonts 

 Free-standing or fixed/detachable monuments 

 Detachable floor coverings – carpets, vinyl, removable tiles> 

 Decorative soft furnishings 

 Items which constitute a moveable piece of furniture 

 Areas of the building used for accommodation (see note below) 

External: 

 Pavings 

 Tree removal (lopping where necessary to preserve the fabric of the building is eligible) 

 Ancillary buildings and structures such as boundary walls, gravestones and graveyard monuments, 

retaining walls, gates, gardens, lychgates or car parks 

 Railings (internal railings that are part of the fabric of the building are eligible) 

General: 

 Storage of items (see note on enabling works below) 

 Materials alone 

 General cleaning 

 Local authority charges 

 Maintenance plans 

 Notice boards 

 Shelving 

 Cupboards (cupboards are only eligible where they are specially-supplied as part of a fitted kitchen or 

form an integrated kitchen facility which will remain permanently in position). 

 Removable kitchen elements such as white goods, dishwashers kettles and urns. 

 Showers and baths, except where installed to support facilities for homeless/social & welfare purposes. 

 Carpets, removable tiles, decorative soft furnishings 

 Fixtures, fittings or decoration for commercial tenants. 

Further eligibility guidance 

Costs relating to materials cannot be claimed unless they are supplied as part of eligible work by a VAT 

registered contractor. These costs cannot be claimed unless supported by the related contractor invoice and 

would usually be listed within an invoice which also includes building works. However, listed places of 

worship with their own works departments may be able to claim for VAT costs for materials which have 

been supplied as part of a broader supply of repair, maintenance or alteration work by their works 

department providing this is registered for VAT or the contractor carrying out the work is registered for 

VAT. Costs incurred for materials in relation to works undertaken by e.g. members of the congregation are 

ineligible, unless that person is registered for VAT and a VAT invoice is produced. 

Areas of the building used for accommodation are not eligible under the scheme. The only exception to 

this is where the accommodation is provided for use on a temporary basis only as a refuge for the homeless or 
for similar social/welfare purposes. 

Where areas of the listed building are adapted to provide space for commercial tenants, the scheme 

will cover the alteration to the building and the provision of utilities (electrics, plumbing), but not the cost of 

any fit out specific to the commercial tenant. 
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Enabling works 
We expect that historic material and parts will be retained and re-used wherever possible. Where 

installations needed to be moved solely to enable eligible works to be undertaken, we will only pay to 

reinstate the minimum level of installation required to effect the eligible fabric repairs. 

Where it is considered most cost effective to remove installations wholesale before fabric work commences, 

you should provide professional verification of this in advance of works commencing in order to verify the 
extent of eligibility. We will not make a grant where these steps are not followed. 

Works to furniture, shelving, notice boards and detachable items are not eligible. 

 

Annual Accounts Checklist 
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Annual Accounts Checklist 

 

Task Started Completed 

To 

Auditor 

  Date Date Date 

November/December       

Look at last year’s accounts and see if format is still ok       

Review all the year's entries and fill in any blanks etc       

Check monthly bank reconciliations all completed       

Annual Report - remind Vicar/Draft one       

Check Independent Examiner/Auditor is appointed       

End of December       

Have you made all the payments due/promised?       

Are all the cheques and direct debits entered?       

Are all the Receipts/Standing Orders entered?       

Are there any other bank entries to put in?       

Are all the books added up?       

Are all of the bank accounts reconciled?    

Prepare a set of draft accounts with prior years       

figures moved into comparative column       
        

Early January       

Re-check all the above items and action       

Obtain final bank statement and enter etc       

Reconcile bank account(s)        

Check Deposit accounts       

Obtain Trust statements from Diocese.       

Prepare a summary of the cash book       

Enter the summary figures on draft accounts        

Enter other items into draft accounts.       

When all figures are entered on draft accounts…       

Step back and look critically at them.       

Correct any faults /mistakes.        

Do the accounts look right.  Check again.       

Repeat last three steps until you are sure.       
        

Mid-January       

Pass draft accounts to Examiner with the following       

Invoices/Bank Statements/PCC Minutes       

Annual Report/Cheque Stubs/Cash Books etc       

Submit draft accounts to the PCC.       
        

Finally       

PCC must approve final accounts after audit/examination       

Accounts must be displayed 7 days before APM       

APM must be before 30th April.       

Letter of thanks/gift voucher to examiner       
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USEFUL CONTACTS FOR TREASURERS 
All of the following people based in the Diocesan Offices - Tel: 01245 2944 followed by 

the extension number shown in brackets against the person’s name. Others –telephone 

number given  

 
 Extn.   
Margaret Essery   26 Head of Finance Budgets, Financial policies 

etc. 

Mary McIlroy     61 Finance assistant Payments and Parochial 

Fees 

Chris Copus 94 Database Database and clergy moves 

TBC 95 Finance assistant Payments and Parochial 

Fees 

Susan Cartwright 32 Finance & Data assistant Payments and Parochial 

Fees 

Debbie Humphreys    73 Finance assistant Vacancies, Share Direct 

Debits, standing orders, 

parish trusts & Agency 

payroll. 

Sara Barnes 30 Parish Finance Manager 

Parish Accounts Service 

PCC Treasurer support 

Joel Gowan        10 Chief Executive CEO 

Nathan Whitehead  12 Pastoral Secretary Pastoral secretary, 

redundant churches, parish 

boundaries, Diocesan 

Elections 

Sandra Turner      23 DAC Administrator Care of churches, faculties, 

architects, Churchyards   

Ralph Meloy         24 Communications Director  

Rachel Orford/Sally Matthewson        05 Diocesan Bookshop Resources, books videos 

etc 

Andrea Pannell     16 Print Unit Manager Printing services 

Property Helpdesk 71 Repairs co-ordinator  

Steve Kersys  48 Children’s Officer Sunday School, Holiday 

clubs etc 

Jill Smylie         41 Education Team Administrator. All schools’ enquiries 

 

Other Useful Contacts 

 

   

Noel Muddiman 

Energy Consultant 

 07764 790862 

Noel.muddiman@ntlworld.com 

Energy Deals for Gas and 

Electric/ VAT reclaims 

St Marks College – Audley End, 

Saffron Walden 
 Peter Hillman 01799 522006 

http://www.stmarkscollege.co.uk/ 

St Mark’s is a residential 

Centre with a considerable 

range of facilities. 

 

Parish Buying 

 

  

https://www.parishbuying.org.uk/ 
0800 368 0887 

Contracts and discounts 

negotiated for The Church 

of England 

http://www.stmarkscollege.co.uk/
https://www.parishbuying.org.uk/
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Other useful addresses 

Church Commissioners for England 

Church House 

Great Smith Street 

London 

SW1P 3JZ 

020-7898-1000 

The Childrens Society 

Edward Rudolph House 

Margery Street 

London 

WC1X 0JL 

020 7841 4400 

The Church Army 

Wilson Carlisle Centre 

50 Cavendish Street 

Sheffield 

S3 7RZ        0300-123-2113 

The Central Board of Finance (CCLA) 

80 Cheapside 

London 

EC2 6DZ 

020-7489-6000 

Church Mission Society 

Watlington Road 

Oxford 

OX4 6BZ 

01865 787400 

Church Finance Supplies Ltd 

Radley Road Industrial Estate 

Radley Road 

Abingdon 

Oxon 

OX14 3SE    01235 524488 

S.P.C.K. 

36 Causton Street 

London 

SW1P 4ST 

020-7592-3900 

Envelope Systems 

Gosforth Close 

Sunderland Road Industrial Estate 

Sandy 

Bedfordshire 

SG19 1RB      01767 681717 

U.S.P.G 

Harling House 

47-51 Great Suffolk Street 

London 

SE1 0BS 

020-7921 2200 

Lockie Envelopes Ltd 

Unit 6 Haydock Lane 

Haydock 

St Helens 

WA11 9UE      01942 402510 

Christian Aid 

35 Lower Marsh 

Waterloo 

London 

SE1 7RL    020-7620 -4444 

Data Developments -  Church software 

Wolverhampton Science Park 

Stafford Road 

Wolverhampton 

WV10 9RU     01902 714030 

Tear Fund 

100 Church Road 

Teddington 

TW11 8QE      0845 355 8355  

Paxton Charity Accounting, 

15 Kingsway 

Bedford  

MK42 9EZ 01234 216666 

Essex Clergy Charity 

Rev’d P Haworth 

17 Ember Way 

Burnham –on-Crouch 

CM0 8TJ      07986 535425 

Envelope Systems  

 

See above:  also offer some Gift Aid software.  
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Employing staff for the first time 
 

 

There are 7 things you need to do when employing staff for the first time. 

 

 Decide how much to pay someone - you must pay your employee at least 

the National Minimum Wage. 

 

 Check if someone has the legal right to work in the UK. You may have 

to do other employment checks as well. 

 

 Check if you need to apply for a DBS check (formerly known as a CRB 

check) if you work in a field that requires one, eg with vulnerable people or 

security. 

 

 Get employment insurance - you need employers’ liability 
insurance as soon as you become an employer. 

 

 Send details of the job (including terms and conditions) in writing to your 

employee. You need to give your employee a written statement of 
employment if you’re employing someone for more than 1 month. 

 

 Tell HM Revenue and Customs (HMRC) by registering as an 
employer - you can do this up to 4 weeks before you pay your new staff.   

 

 Check if you need to automatically enrol your staff into a 

workplace pension scheme. 

  
     

 

 

 

 

 

 

https://www.gov.uk/national-minimum-wage
https://www.gov.uk/legal-right-to-work-in-the-uk
https://www.gov.uk/disclosure-barring-service-check
https://www.gov.uk/employers-liability-insurance
https://www.gov.uk/employers-liability-insurance
https://www.gov.uk/employment-contracts-and-conditions/written-statement-of-employment-particulars
https://www.gov.uk/employment-contracts-and-conditions/written-statement-of-employment-particulars
https://www.gov.uk/register-employer
https://www.gov.uk/register-employer
https://www.gov.uk/workplace-pensions-employers
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Paying People 

 This page provides some basic guidance to paying people, when you need to 

register for Pay As You Earn (PAYE) and new requirements about reporting 

PAYE information in Real Time to HMRC. We also have a page on pensions and 

auto-enrolment at: www.parishresources.org.uk/people/employing-staff/pensions/ 

 When do I need to register with HMRC to operate PAYE? 

 As soon as you first employ someone, you will 

need to register as an employer with HMRC if one or more of the following is 

true: 

 the employee already has another job or they are receiving a state, company or 

private pension 

 you’re paying them at or above the National Insurance Lower Earnings limit 

(LEL) (For 2019/20 this is £118 per week), or above the PAYE threshold (which 

is higher than the LEL). 

 you’re providing them with employee benefits 

 You can register as an employer online or by contacting the New Employer 

Helpline on 0300 200 3211 

 New changes to PAYE and Real Time information 

 If you operate PAYE,  you will have to start reporting PAYE information in real 

time. You may see this referred to as Real Time Information – or RTI.  You must 

submit the payroll information to HMRC on or before the day you pay your 

employees. If you operate PAYE, then you will need to include the details of all 

employees you pay, including those who earn below the National Insurance LEL. 

This includes casual workers. 

 There’s lots of guidance about this on the HMRC website 

at: http://www.hmrc.gov.uk/payerti/index.htm 

 You may find the attached RTI guide for churches helpful. 

 To meet the requirements of Real Time Information, you will need to operate a 

Payroll system. There are a variety of software providers, and some software is 

available free. HMRC offer some guidance on this, including the option of 

downloading their own system suitable for up to 9 employees 

at: http://www.hmrc.gov.uk/payerti/getting-started/payroll-system.htm 

 Why has HMRC introduced RTI? 

 HMRC are introducing RTI to improve the operation of PAYE and support the 

introduction of Universal Credits. It will make the PAYE system easier for 

employers and HMRC to operate, and employees will receive information more 

quickly. RTI will increase the frequency at which employers submit information 

to HMRC allowing HMRC to react more quickly and efficiently to changes in 

employees circumstances. This will reduce the likelihood of repayments of bills 

being issued to employees after the end of the tax year. It will also reduce fraud 

and ensure people receive the benefits they’re entitled to. 

https://www.parishresources.org.uk/people/employing-staff/pensions/
http://www.hmrc.gov.uk/newemployers/
http://www.hmrc.gov.uk/payerti/index.htm
https://www.parishresources.org.uk/wp-content/uploads/RTI-Handout-Mar-2013.pdf
http://www.hmrc.gov.uk/payerti/getting-started/payroll-system.htm
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 Ending of LRC special arrangements. 

 Some churches have been using a special arrangement for Local Religious Centres 

(LRCs).  HMRC have deemed that “this is no longer appropriate and therefore 

will no longer apply.”   See more details 

here:  www.hmrc.gov.uk/manuals/pommanual/PAYE23030.htm 

 What constitutes employment? 

 It’s not always easy to know whether someone is employed or self-employed or is 

a volunteer, and what action you need to take. However, it is your responsibility 

as an employer to verify the correct employment status of each of your workers. 

 It is important to get your workers’ employment status right because it affects the 

way Tax and National Insurance contributions are calculated for them. And it 

determines whether or not you have to operate PAYE on their earnings. 

 Working with the Legal team, we’ve produced a Short Guide to Employment 

Status Guide for tax purposes for PCCs. This covers issues such as payments to 

clergy, including occasional payments to retired clergy, the payment of fees to 

choir members and bellringers, and the payment of expenses.  It is only possible to 

produce simple, generic guidance – each context can be different, and you may 

well need to further explore the status of some local situations further. 

 What if we only pay workers below the threshold? 

 If you pay anyone above the Lower Earnings Limit,  or you employ someone who 

has another job or pension, ALL employees must be processed through the 

payroll, and you will need to register as an employer. 

 However, if ALL of your employees are paid below the Lower Earnings Limit, 

AND they do not have another job or receive a pension, it is the employee’s 

responsibility to declare their own earnings.  You should keep a record of the 

name, address and National Insurance Number, and the amount paid each year 

from 6th April to 5th April. This should be kept for three years. 

 

 

http://www.hmrc.gov.uk/manuals/pommanual/PAYE23030.htm
https://www.parishresources.org.uk/wp-content/uploads/Employment-Status-Guide-for-PCCs-Oct-2013.pdf
https://www.parishresources.org.uk/wp-content/uploads/Employment-Status-Guide-for-PCCs-Oct-2013.pdf
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EXPENSES PAYMENTS 

 

No tax charge will arise in respect of a payment to compensate, without profit, someone who incurs 

expenses which are allowable as tax deductions, when working for the Local Religious Centre (LRC) 

that reimburses, without profit, the cost of travel on behalf of the LRC, provided this is the only 

payment made. 

 

The cost of travel to and from the LRC is not an allowable expense, if it is paid along with a fee for 

work that is done there. So a payment made to compensate for travel to or from the LRC must be 

included with other payments when arriving at the amount to report for PAYE purposes. 

 

Employment status of, for example, church organists, bell ringers or choristers  

 

If you are in doubt about whether the person (worker) is an employee (the worker may claim to be 

self-employed) 

 

Use the Employment Status Indicator (ESI) tool to help you decide. The tool is anonymous so no 

personal details about the worker or the LRC are needed. 

 

This tool is available on the HMRC website at: http://www.hmrc.gov.uk/calcs/esi.htm  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

http://www.hmrc.gov.uk/calcs/esi.htm
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Chelmsford Diocese – Utility Cost Savings Service 

 
Utility costs - in particular those for energy - remain one of the largest outgoings for our ecclesiastical buildings and 
clergy houses.  For the past twelve years the Diocese has been working in partnership with Charity Funding Solutions 
(CFS) to reduce these costs by providing a cost-free utility advice and benchmarking service for our parish treasurers 
and clergy enabling them to: 
 

 Obtain an up to date price ‘benchmark’ on parish utility expenditure. 
 

 Obtain information on contracted energy rates to compare existing contract offers. 
 

 Identify and recover erroneously charged Climate Change Levies (CCL) and higher rate VAT. 
 

 Switch providers to obtain more beneficial energy tariffs. 
 

 Obtain assistance in dealing with energy company disputes. 
 

 Support the ‘Shrinking the Footprint’ initiative by switching to a ‘green’ electricity provider. 
 

 Reduce parish office and vicarage telephony and broadband expenditure.  
 

 Compare mobile phone tariffs. 
 
Over half of all parishes in the Diocese have used the CFS service to make annual utility savings ranging from £150 to 
over £3000.   
 
Experience has shown that no single energy company is the most beneficial for all parishes, as church buildings in the 
diocese have different usage patterns and volumes, and just for electricity our buildings can have any one or more of 
six different electricity supply options.  As a result, having access to comparative prices aligned to the individual supply 
type and pattern of use has been welcomed by PCCs and DCCs. 
 
Chelmsford Diocese encourages all parishes and/or benefices (as well as clergy), to make use of the benchmarking 
service on offer.  It is particularly important for parishes that have yet to use the service, to get in contact with CFS to 
find out what savings can be achieved.  Even if you have been in touch with CFS in the past, please do contact them 
again to ensure that current energy arrangements remain beneficial following recent legislative change, reductions in 
gas wholesale prices and increasing uncertainty over future electricity generation and pricing. 
 

ACTION 
 
To make use of the service, treasurers or clergy just need to let Noel Muddiman at CFS know: 
 

 Whether the Church/Church Hall has just electricity, or also a gas supply. 
 

 The number of separately billed supplies, and whether or not any of them are tied into a term contract.  (If 
unsure, please check with the current supplier). 

 
 The tariff being charged on the most recent energy bill for each supply. 

 
 If the PCC is paying for telephony/broadband services in the parish office or vicarage. 

 
This information can be e-mailed to admin@cfsolutions.ltd.uk, or posted to Church Utility Savings, 8 Wyldwood Close, 
Old Harlow, Essex, CM17 0JD, or telephoned to 01279 303414.  Ideally CFS would like to see a copy of a recent 
energy bill, but if this is not possible the attached Parish Utility Costs Survey form can be used to collate and send the 
information.   
 
If the initial check indicates worthwhile savings, Noel Muddiman will agree with the treasurer the way in which the savings 
information should be presented for further consideration, by say the PCC/DCC, and then help with any subsequent 
switching process and the associated VAT Declaration.  If there are no savings to be made, the treasurer will at least have 
the benefit of an up to date power price comparison for the church. 

In addition to the benchmarking service, which will initially be of most benefit to parishes that are free to switch 

providers, Noel Muddiman can also advise treasurers on an appropriate course of action if the parish has an extant 
utility contract or would like to examine alternative ‘green’ electricity supply options.   

 

  

mailto:admin@cfsolutions.ltd.uk
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