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Structure of  workshop

• The Finance office – who

• Diocese of Salford –
overview for 2017

• Parish banking - key 
information

• Parish accounting

• Gift Aid

• Parish Amalgamations

• Parish Levy – update

• Any Questions?



The Finance Team – who we are

Finance Manager – Ruth Turley

Finance Officers - Joel Williams

- Michael Njolomole

- Dominic Rowen

- Abdullah Patel

- Nigel Liggett



Diocese of  Salford – overview for 2017

Parish 

funds

Diocesan 

funds
Total

£000 £000 £000

Income 12,319 12,105 24,424

Expenditure -10,473 -6,788 -17,261

Gains on investments 0 2,990 2,990

Net movement in funds 1,846 8,308 10,154

Net assets as at 31st December 2017 36,473 69,530 106,003

£000

Fixed assets (Net book value) 34,165

Investments (market value) 36,860

Cash balances 38,702

On the surface, very healthy, but cost pressures.

Cost of sick and retired priests: £469K in 2016, £600K in 2017, £820K 2018 (forecast)



Parish banking – key information

• Current account and deposit account

• Parish priest can authorise up to £5,000 of 
expenditure (above that, Cathedral Centre

• Only the priest in a parish can sign cheques 

• Online banking options

• Branch closures – alternative for banking   



The Parish Finance Committee 
Constitution
Definition

The Parish Finance Council is a consultative body established to advise the Parish Priest in matters 
pertaining to the financial affairs of the parish.

Canon 537:

“In each parish there is to be a finance committee to help the parish priest in the administration 
of the goods of the parish, without prejudice to can. 532. It is ruled by the universal law and by 
the norms laid down by the diocesan Bishop, and it is comprised of members of the faithful 
selected according to these norms”.

Canon 532:

“In all juridical matters, the parish priest acts in the person of the parish, in accordance with the 
law. He is to ensure that the parish goods are administered in accordance with cann. 1281-1288”.

The latest “The Parish Finance Committee Constitution” can be found in the appendices



The role of  the bookkeeper

1. Financial strategist

Ensuring adequate term planning

Budget preparation

Cash flow

2. Facilitator

Underpins the church’s long term planning

Makes things happen



The role of  the bookkeeper

3. Manager of risk

Identifies potential future financial issues

Ensures adequate financial controls

Minimise fraud

4. Financial communicator

Periodic reporting

Finance Committee

Clergy / Finance Office



Selecting an accounting system

What system does your parish currently use?

Quicken?

Microsoft money?

Drop down system?

Manual system?

Other?



Guidance on cash handling

Key principles

Keep proper audit trails for all receipts

Keep supporting documentation for HMRC claims

Receipts to be banked intact

Payments should be made by Barclays.NET / cheque rather than cash

Do not sign blank cheques

Always have supporting documentation for payments

If cash payments are required – ensure you have adequate records

Ensure two people count and sign the collection sheets

Ensure the banking is made by two people and their route / time vary



Gift Aid

What is Gift Aid?

Gift Aid is a scheme enabling charities to reclaim tax paid by a donor on 
eligible donations. It is a generous scheme offered by the government to 
incentivise charitable giving, and it is well worth taking advantage of the 
scheme.

Through Gift Aid you can increase every eligible donation to your charity 
by 25% (25p on every £1 donated).

Record Keeping

As well as recording 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 the Gift Aid was claimed.



Gift Aid

Gift Aid only applies to gifts of money from individuals who 
are UK taxpayers. 

‘Gifts’ – that is, the donor receives nothing (or very little) in return for 
the donation, and the gift is entirely voluntary. The donation must have 
been an offering made freely with no benefit to the donor.

‘Money’ – that is, there must be a gift of money from the donor to the 
church. ‘Money’ can mean cash, cheque, bank transfer, credit card 
payment etc., but gifts in kind and gifts of time and talents are not 
directly eligible for Gift Aid. 



Gift Aid Small Donations Scheme

It is a government initiative enabling parishes to claim money on small 
non-gift aided cash donations collected during church services.

Generally parishes can claim up to a maximum of 25% of £8,000 pa of non-
gift aided loose cash collected in their church during weekend Masses.  
i.e. up to £2,000 can be reclaimed for each parish church per year.

See the guidance notes in the appendices for further information



Gift Aid Small Donations Scheme

There are very few additional records to maintain but HMRC has 
the following requirements.

There must be an audit trail showing the total of the eligible loose cash as 
part of the total amount banked.

The eligible loose cash must be analysed by denomination.

The approximate number of people at each Mass must be noted.

The parish church name, address and post code will be needed when the 
Diocesan Finance Office makes the claim.

Please use the Gift Aid Small Donations Scheme Collection Summary 
included in your appendices.



Methods of  giving

Standing Orders 

Offertory envelopes

Cash collection

Contactless giving



Dealing with a parish audit

Some hints

Be open with the auditors – if you have made a hash of the accounts, 
say so at the beginning!

Ensure that documents are kept in an organised format.

Explain the reasons for (large) transactions which do not usually 
feature in the accounts.



What will the auditors require?

At least the following documents

1. Bank statements for the year

2. The weekly collections summary sheets

3. Invoices that have been paid (plus any due to be paid)

4. Six weeks worth of Gift aid envelopes 

5. Minutes from the finance meetings

6. Correspondence regarding grants, legacies, insurance claims etc.

Physical presence 

1. An observation of your cash handling procedures, see previous slide 
for guidance on cash handling



Timescales for bookkeepers / gift aid 
organisers
31st December – Financial year end

31st January - Deadline for Annual Returns submissions

5th April - Tax year end

1st June to 30th August - Parish audits are selected & commence

30th June - First gift aid claim

30th September – Second gift aid claim

30th November – Final gift aid claim



And what if  it all starts to go wrong?

Contact the finance office!



Parish Amalgamations

• Parish Consultation

• Presbyteral Council – Decree

• Finance office action

- confirm main account 

- move direct debits

- transfer receipts *

- order new stationery

- merge deposit accounts

- close old current accounts 



Parish Levy

2012

• Replaced separate levies

• Based on 2011 Parish Annual 
Return figures

• Set at 20% collections income

• Objective to raise £1.3m

2019

• Consultation

• Q1 2019 – 2017 Annual Returns

• Q2 – 4 2019 – based on 2018 
Annual Returns

• % and amount not yet finalised 



Any Questions?


