PARKINSON'S™
CHANGE ATTITUDES.
FIND A CURE.

JOIN US.

Local finance volunteers

Local finance volunteers are what we collectively call treasurers and finance contacts and they are
responsible for the financial activity in a local group. They’re essential for ensuring our local groups

run successfully and continue to benefit people affected by Parkinson’s in their area.

Purpose of the role

1. To provide guidance to the local group on internal control and financial procedures.

2. To record your local group’s financial activity accurately and in a timely manner.

3. To keep both your local group and UK office informed of your local group’s financial position in

line with reporting requirements.

Key tasks and responsibilities

Below is a list of the tasks and responsibilities you must undertake as a finance volunteer, with links
to more information that you may find useful. We've identified the sections you must read and others
that may be useful if you need them. For a full list of guidance available to local group volunteers,

see the Introduction and Index.

Maintain a local bank account(s) in the charity’s name and be a signatory on the account
Must read Optional

Bank accounts Closing accounts

Cash pooling Depositing funds

Guidance for signatories Interest

Version 1 - last updated 14 July 2021 - review date - 13 July 2022. If you have any feedback about this
document, please send it to localnetworks@parkinsons.org.uk



https://docs.google.com/document/d/1ZFC8AjRSt_6ZqJAMhr7aZF9fCGMUlCZL-kmd5Gx3snI/edit
https://docs.google.com/document/d/1tPpWxobH6xodVvjsaNfqyDqqxI5hD_hs7KekGGrgwK8/edit
https://docs.google.com/document/d/1aXHiuVkSBa-u4sbCwQyRsBj87TM-YSSLgNESLoEDVgw/edit
https://docs.google.com/document/d/1W25OhCQCOOZCh4LQ5ANgetrIVzMnmRVzD4WK_soeLgc/edit#
https://docs.google.com/document/d/1IE-S5RhzBMfYsgAf1wAULYZEY5494tAGav45JBuT0ss/edit
https://docs.google.com/document/d/1_aEk-EWpxm1NT_nWtBCv9uVMXJpgZpK9WhpzsGwm5GE/edit
mailto:localnetworks@parkinsons.org.uk

Moving funds between your group and UK
Office

Online banking

Signatories

Other ways to bank

Payments requiring approval

Petty cash

Ensure financial transactions are handled appropriately and safely

Must read

Optional

Cash

Contactless card devices

Making cheque payments

Events

Money coming in

In memoriam donations

Paying for things Trading
Accurately record financial activity
Must read Optional

Bank reconciliations

Cashbook categories

Invoices and receipts

Keeping a cashbook

Retaining documents

Keep track of all local group assets, ensuring arrangements for their safekeeping are in place

Must read

Optional

Purchases and Equipment

Gifted items

person or via Zoom as far as is practicable

Be an active member of your group’s lead volunteer team, including attending all meetings in
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https://docs.google.com/document/d/1NwkJZ7MOiJwCxerRG0UjN5cDYde52ErhPaGQdfa2V3o/edit
https://docs.google.com/document/d/1NwkJZ7MOiJwCxerRG0UjN5cDYde52ErhPaGQdfa2V3o/edit
https://docs.google.com/document/d/1x8Wznt5tD0q3ss8M2ta3eRRJOrfFvhQzOhx9WocGAi8/edit#
https://docs.google.com/document/d/1kQeF355-QRuztTD-5nw-DYtFk5zgQGCRouEoyPQoyio/edit?ts=602fbd5e
https://docs.google.com/document/d/1Wlp412F1UIjZQ6--w1qHpjbC49FpLZcGSi6B_QRm9zY/edit?usp=sharing
https://docs.google.com/document/d/1__ad3TAB76e4NT-4SGS_nZIOtRYLXCJY8rEffVAnywI/edit
https://docs.google.com/document/d/1vbbIO6KlTvN4K-zsjWWPRcml3BZgzOoi_sgIKAjWXhA/edit
https://docs.google.com/document/d/1Qm0A1bTqAN_eaE58Drg_RRxHB0up6zLhM66Qv48rhN0/edit#heading=h.k60ff16wex6f
https://docs.google.com/document/u/0/d/10jW-keVDvROIE2NFo_PRaK5-2ZMGj2e4_3Fe6VSW-5g/edit
https://docs.google.com/document/d/1-RO69ridg5cmT0831vfS5XMXsliXjndXtDvaCfQWuVw/edit#
https://docs.google.com/document/d/1a4ZP3scTm0cCKYWLLYl8tHZXhyGRX3FP6evkZ4eWrrM/edit#
https://docs.google.com/document/d/1JVaRkTiqqMiH_hkVxavtUndFsWyZBMm-QUv4rTL6tDk/edit#
https://docs.google.com/document/d/1Vb7CklXUVh0RNzvbB07AmR3ApYlOqbcuxf4hZ_314xg/edit
https://docs.google.com/document/d/1991Nl8cye1CCYCKZ128Ki30yjBLfXEt3NqGRtq6Tx2k/edit
https://docs.google.com/document/d/14pFeonfzwp_xNp6o6DsSvPw8gtyjC8UXU-qGbjjsvBE/edit#
https://docs.google.com/document/d/1vVkpkFvFxgwM7wHYkKc3VUjEYOBW8eqANlYB_Ri7AJ8/edit
https://docs.google.com/document/d/1zxZ2u0PQaIr_DcYFPVbXFx-Ye8imbGj5sPxc1S55U2s/edit
https://docs.google.com/document/d/1rJLKExlC4RZ5vVcJBYUXk1FuLHA8_INIQb5YrCovgFg/edit#
https://docs.google.com/document/d/16YcJ1GY5buSQA4jI2C1UswW2wNfZP8UZf35i1Lbpxcs/edit
https://docs.google.com/document/d/1dfMBWrPFhRjjQVW9bcPd121z_hPFiL-I62UwsuxqFe4/edit?usp=sharing
https://docs.google.com/document/d/1tkaXgc4HKAeRZrjI9fu4mMUWoMzbAPrUjmYhT4kqYFs/edit#
https://docs.google.com/document/d/1atYl8MxAKasQvfv56LJVen5EZZTR6E9Vw8gHuXANSaI/edit
mailto:localnetworks@parkinsons.org.uk

financial position using relevant reporting

Keep the group and the Parkinson's UK Local Networks Finance Team informed of the group's

Must read

Optional

Annual Financial Return

Annual Financial Return for Sub Groups

Budgets

Independent Examination

Reporting

use of funds

Advise your local group on Parkinson’s UK financial policies, internal controls and appropriate

Must read

Optional

Charging for local group activities

Gift Aid

Internal Control

Large donations and legacies

Paving volunteer expenses

Raising funds

Related party transactions

Restricted funds

Reserves and transfers

Use of funds

Make sure that all financial decisions are agreed by lead volunteers and recorded

Training

As well as finance volunteers being required to read the ‘must read’ sections above, there is training

available that these volunteers, and any other group volunteers who may be interested, can join to

find out more.

Checks
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https://docs.google.com/document/d/1btkVT0v1MG4KygrsWeUfd61fgS-tbqOi1JtpGnHKmcI/edit
https://docs.google.com/document/d/1kY7YyojqkcYrCbq0im0y5N3BKTeXMQFdSUxNo-AKu5g/edit
https://docs.google.com/document/d/1ZSEDaqji4gUrhJZfcyt1kgnL36oEp-9AzC1vT-0bbgk/edit?ts=603519a8
https://docs.google.com/document/d/1HpLFVMFG86njlBSMAF7Ins25ymJLJXfKeYBZ7z34htk/edit
https://docs.google.com/document/d/1E-E_20pVZBJF67G2Cx3pNKGpbAbIN7Bx1zV-ubGhr64/edit
https://docs.google.com/document/d/1YKVDC9gaSYncKK-N9peJJ757QJpKyqp7XK4DKbIEcMQ/edit#
https://docs.google.com/document/d/17Q8L0B1zjJ4eDSksmR09jME-C8FJmDgRTCMVBrpa6SQ/edit
https://docs.google.com/document/d/1wJZwudVdhMw--3LhERPi5U_-t3AcIyYOVoX2DG0LNH4/edit?usp=sharing
https://docs.google.com/document/u/0/d/1txJiWivoiSWqe6D_-eRzlLirHwIwzNv6QXQMGyAgplg/edit
https://docs.google.com/document/d/1bvvo1zQGNjBhytEev3tI_AwzU2BqGxVFjakc-EvWzA8/edit#
https://docs.google.com/document/d/10irKklUBQuVvHDnbIQa-Aw7DXUAzaif89mjZXR4vcLQ/edit#
https://docs.google.com/document/d/1LP-n3FLBjJ66New3F0RxkpKap25YDD7cmoO8HAbab04/edit#
https://docs.google.com/document/d/1_qICwIjNqyys5zVyDs2FnjK-fQtwPurlWIBZHMNPBGE/edit
https://docs.google.com/document/d/1g54NFvjQP-VYNw9BQ8XgoBPyAHRspFB1x2Iy5fMNCPc/edit#heading=h.1gvkpe38r4ru
https://docs.google.com/document/d/1_9biFehcX2qWSA_N0HJL0alz-b_pjOyx-dnCd2Ciewo/edit
https://docs.google.com/document/u/0/d/1WLRMcoZ9bTVTrISULgJuZW96lP4NHPWf2UUlK4yBNXY/edit
mailto:localnetworks@parkinsons.org.uk

Before starting, local finance volunteers will need to supply two references and do not require a
criminal record check. However, banks will perform a credit check on anyone becoming a signatory

and you cannot be a finance volunteer if you have been declared bankrupt.
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