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WYCAS provides a range of specialist services designed to meet the needs of the third 

sector 

 

One to one support and training 

Preparation of year-end accounts 

Independent examination 

Financial training courses and workshops 

Computerising accounts 

Bookkeeping and management accounts 

Advice and information 

Bespoke consultancy projects 
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Setting up a bank account 

New organisations will often need to set up a bank account to keep money securely, 

provide a statement of transactions and improve control of the organisation’s funds.  

If receiving funding it is often a condition that the organisation must have a bank 

account. 

The governing document of the organisation (Constitution or Memorandum and 

Articles of Association) will usually specify that the account must be in the group 

name and have dual signatory on payments.  It is important to check the governing 

document before choosing an account to open. 

Opening a bank account 

The bank account must be in the name of the organisation (as stated in the 

governing document).  Make it clear to the bank if you are a charity (even if not a 

registered charity) as this may impact on bank charges and whether interest is taxed. 

However, high street banks often take “charity” to mean a registered charity and will 

not open a charity account unless you have a Charity Commission registration 

number.  Charities with income of less than £5,000 pa are unable to register with the 

Charity Commission.  In this case you may need to open a community group or 

association account. 

The bank will ask to have a signed copy of the governing document before opening a 

community account (minimum of 2 signatures).  If the organisation is a company or 

CIC the bank can get these documents from Companies House.   

The bank may also ask for a forecast of income and expenditure over the coming 12 

months for new accounts, or historic bank statements and previous year accounts for 

accounts being transferred from elsewhere. 

Signatories 

The bank or building society will need to verify all the signatories, so they will need to 

provide details and documents (such as passport) to confirm their identity and 

address.  This is needed to comply with Anti Money Laundering legislation (AML).   

The bank should also ask about other key people (eg. non-signing trustees) who can 

influence decisions about how money is spent.  Again this is required by AML. 

The governing document may specify who the signatories must be.  They are likely 

to be trustees / management committee members but could also include a staff 

member if your organisation has paid staff.  It is good practice to have three or four 

signatories from which any two can authorise a transaction.  The signatories should 

be discussed, agreed and minuted at a trustee / management committee meeting. 
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Financial controls 

Some bank accounts allow electronic authorisation of payments instead of 

signatures on a cheque.  The same principle applies – any bank payment must be 

authorised by two signatories. 

The trustees / committee members are legally responsible for the organisation and 

proper financial controls include a requirement that two signatories must authorise 

each transaction.  The signatories must never sign a blank cheque. 

This principle also applies to non-cheque transactions such as standing orders and 

direct debits; two signatories must authorise them. 

Reconciling your organisation’s bookkeeping records to the bank statement is a 

crucial element of financial control.  Ensure that a bank statement is issued regularly 

(ideally monthly) in order to allow this to happen.  The Good Practice Guide on How 

to do a bank reconciliation gives more detail on the process. 

The Charities Act 2011 states that if the charity’s income was more than £10,000 in 

the last financial year the cheques must show that it is a registered charity. 

Your bank statements and reconciliations should be retained for 6 years.  These time 

limits are stated in the Statute of Limitations. 

Changing status 

If the status of the organisation changes from an unincorporated association to a 

company or a CIO (Charitable Incorporated Organisation) the bank account may 

need to be closed down, with a new account opened for the new entity.  Make sure 

the bank is advised of any changes. 

Things to consider when choosing a bank 

1. Will there be any bank charges? 

There may be charges not just for holding the account, but for extra things 

such as overseas transfers, a prepayment card, copies of statements, 

stopping cheques?  If the service is needed or valuable to the organisation it 

may be worth paying. 

 

2. Regularity of statements 

How often will the bank send statements?  If irregularly or only after a pre-

determined number of transactions, can a print out of transactions be 

provided over the counter or from the internet? 
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3. Interest 

Does the account earn interest?  Is it taxed?  Is there a deposit account which 

could earn interest at a higher rate? 

 

4. Is there a cheque book, paying-in book for the current account? 

Where can paying in be done?  Some internet banks allow you to nominate a 

local bank or post office to pay in funds. 

 

5. Does the account allow for dual electronic authorisation? 

If the signatories meet infrequently, being able to electronically approve 

payments may be valuable to the organisation.  But make sure the payments 

have two authorisations! 

 

6. Can you withdraw cash from the account? If so, how? 

You may need to withdraw cash to set up or top-up petty cash.  Is there a 

controlled means of doing this?  Beware – a cashpoint card is neither 

controlled nor secure as one person can make withdrawals. 

Summary 

Setting up a bank account is often an early step to safeguarding the organisation’s 

money.  Consider what facilities the organisation needs and how the controls will 

operate before applying to open an account. 

The administration to open an account can be cumbersome and the bank’s 

processes can be time-consuming and paper-based.   

 

Advice on the content of this guide was provided by: 

Newcastle Council for Voluntary Services 

Unity Trust Bank 

  



 

 

Appendix 

 

Banks Comparator table  information collated July 2015 

     

         

  HSBC Triodos Co-op Nat West 

Unity 

Trust Lloyds Barclays Yorkshire 

High street branch? � x � � x � � � 

Alternatively - Nominated local 

pay in / out? 
n/a 

over 

counter 

with 

charges - or 

postal 

n/a n/a � n/a n/a n/a 

Cheque book � � � � � � � � 

Electronic dual authorisation x x x x � x x x 

Internet access to statements? x � � � � � ? ? 

Frequency of statements? monthly internet monthly 
2 weekly or 

monthly 

e-mailed 

monthly 
monthly 

to discuss / 

determine 
monthly 

Different authorising thresholds? up to 4 sign 
set own 

rules 
y 

can opt to 

set up 
� 

by 

arrangement 

by 

arrangement 
? 

Interest earning? x over £5k over £25k x � x unclear � 

Direct debit and Standing order 

facilities? � � � � � � � � 

Account name 
Community 

account 

Charity 

current 

account 

Community 

Directplus 

Community 

account 
Various 

Treasurers 

account 

Community 

group 

account or 

charity 

account 

Business 

Choice 

charity 

account 

Other notes   

Account 

transfer 

service 

          

Registered 

charities 

only 

 


