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Welcome to the Finance Treasurer Guide

Thank you for taking on this important role. This guide will help you manage your 

branches finances confidently and show you where to find support when needed.

If you are a new Treasurer, you will attend a role-specific session with the 

Finance Team, where you’ll learn how to complete your cashbook, manage 

branch funds accurately, and understand your responsibilities as Treasurer. If 

you are an existing Treasurer, you can use this guide as a refresher.

By the end of this guide, you’ll:

• Understand your role as a Treasurer

• Know how money flows between Central Office and the Branch and 

Group Network, including payments, restricted funds, transfers, and Gift 

Aid

• Learn key finance terms and how to complete your cashbook with ease and 

know when to submit it

• Learn how to fill in the Profit & Loss and Balance Sheet, with tips for issues

• Know how to manage online banking, expenses, cash handling, and ensure 

your spending follows the rules

• Know your key contacts at Central Office when you need support

• Feel confident handling your branch/group finances and making decisions

Finance department structure

Management 

Accountant

Assistants

Head of Finance

Jakina Matthews

Financial Controller

Priyanka Pandey

Financial Assistants

Plamen Peychev

Finance Business 

Partner

Interim CFO
Alison Currie
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Your key contacts

• Head of Finance - Jakina Matthews

• Financial Controller - Priyanka Pandey

• Financial Accounts Assistant - Plamen Paychev

Our Financial Accounts Assistant is your main contact for any queries regarding 

income transfers, grant contributions, your monthly cashbook and reporting.

Working together as one Association

As Treasurer, you play a key role in managing your branch/group funds carefully and 

responsibly.

It’s helpful to remember that the money raised by branches, groups, and national 

fundraising all works together to support people living with MND across the country.

While your branch manages its own funds, these resources are part of a bigger 

picture - helping ensure everyone affected by MND gets the support they need, 

whether through local or national services.

Your role is to look after the funds with care, balancing your branch plans with the 

wider goals of the MND Association.

Together, as one team, we make sure the support reaches as many people as 

possible.
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Income and cash management

As a treasurer, one of your key responsibilities is looking after your branch’s funds. 

This means keeping track of what money comes in, making sure there’s enough to 

cover upcoming costs, and respecting any restrictions donors may have placed on 

their gifts. Restricted donations will be covered in more detail shortly.

Money can come into your branch or group in several ways:

• Donations – from individuals, families, or local businesses

• Fundraising activities – such as coffee mornings, raffles, quiz nights, or 

sponsored walks

• Sponsorships or grants – from local companies or other organisations

• Online fundraising – through platforms like JustGiving or Facebook 

fundraisers

As treasurer, your responsibilities include:

• Completing your cashbook and returning it quarterly to central office

• Keeping up-to-date records of all income

• Preparing accounts and financial statements for central office and your 

Branch Management Committee

• Budgeting branch funds in consultation with your Branch Management 

Committee

By carrying out these tasks, you help ensure all income is recorded accurately, 

donor wishes are respected, and branch finances remain transparent. If you’re ever 

unsure about a process, contact the Finance Team for guidance.

Handling money safely

Now that we’ve looked at how money comes into your branch, it’s important to be 

aware of the rules that help keep everything safe, transparent, and compliant.
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Key guidelines

• Floats - You may keep a small float for minor purchases, such as tea and 

coffee at an event, but always keep receipts and review them regularly.

• Counting cash - Always count cash with two people present. Both should 

witness, count, and co-sign to confirm the total. Cash collected at an event 

should never be used to pay for event expenses, as this can lead to 

inaccurate records or questions about the integrity of the takings.

• Cheques - Deposit at your Lloyds branch and inform central office.

• Charity vouchers - Do not bank these yourself. Send them to central office 

and keep a note of the reference.

• Donation platforms - Platforms such as JustGiving can only be used for 

direct donations. They cannot process funds from other sources, such as 

supermarket collections.

• Donations to your branch or group - You may accept donations intended 

for a specific purpose, such as a bottle of wine for a raffle or a small fee to 

help run local support meetings.

• Legacies – These are a specialist area. If you are offered a legacy donation, 

you must contact legacyadmin@mndassociation.org .

• High-value items - If you receive high-value items, such as laptops, please 

report them to central office.

If you’re ever unsure, please contact your Relationship Fundraiser for guidance and 

advice.

Income via Central Office

Sometimes donations to your branch come through central office before reaching 

you. The Finance Team monitors all branch income each month and usually 

transfers funds to your branch about 30 days later, typically one month in arrears.

With each transfer, you should receive full details of every donation - for example, 

“Verity Jones donated in memory of her mother.” This information is provided just 

as if the donation had gone directly to your branch account.
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Receiving donations this way allows you to:

• Thank donors or follow up where needed

• Keep accurate records of all income

Processing donations through central office ensures that everything is checked and 

complete before it reaches your branch. This gives you confidence that your 

branch’s finances are accurate, up-to-date, and fully accounted for.

Donor → Central Office → Branch → Treasurer records & thanks

Recording income

As Treasurer, you must record all income in your cashbook under the Receipts tab 

(see screenshot below). You’ll receive your cashbook at the start of each year, along 

with an on-line demonstration on how to use it as part of your induction. Step-by- 

step instructions are also included at the end of this guide for ongoing reference.

The cash book is the central record of your branch’s finances and is essential for 

keeping everything accurate and transparent.

Your cashbook can be used to share updates with your committee to:

• Track your finances

• Plan fundraising events or grants

• Make informed decisions
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These reports also allow central office to monitor branch finances and provide 

guidance or support where needed.

If you ever need help - whether that’s financial support for your branch, advice on 

managing funds, or guidance on best practice - your key contacts at central office 

are always there to support you.

Restricted donations

A restricted donation (restricted income) is one where the donor has specified how or 

where the money should be spent, for example, on a specific service, project, or 

area.

As a treasurer, it’s important to understand that:

• You cannot influence donations. Local spending is preferred whenever 

possible, but it is not guaranteed.

• Donations are only considered restricted if the donor explicitly specifies this.

• If local spending isn’t possible, funds are directed to where the need is 

greatest, in line with the Association’s priorities and the Fundraising 

Regulators’ code of practice.

Recording restricted donations:

• Record donations as ‘restricted’ in your cashbook by 

ticking the restricted tick box, only if the donor explicitly 
requests it.

• Never suggest restrictions to donors.

If your branch receives a restricted donation for specialist 

equipment or other local initiatives, work closely with your 

Community Support Coordinator to ensure the donation 

benefits the local MND community effectively.

By following these steps, you ensure restricted donations are handled accurately, 

transparently, and in line with regulations.
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Spending funds

As a treasurer, it’s your responsibility to ensure that all branch spending is recorded 

accurately and handled safely. This helps maintain transparency and keeps finances 

in order.

General expenditure

• This includes everyday costs, such as venue hire, as well as grants.

• Record all spending in your cashbook under the Payments tab (see 

screengrab below). You’ll receive your cashbook at the start of each year, 

along with an in-person demonstration on how to use it as part of your 

induction.

• Keeping detailed records allows you and your committee to track spending, 

plan activities, and make informed financial decisions.

Central Office expenditure

Sometimes central office will make payments for your branch - usually for larger or 

more complex expenses that are easier to handle centrally. This is done to make 

sure payments are processed smoothly and correctly, protecting your branch and its 

funds.

You don’t need to take any action for these payments. But don’t worry - you’ll always 

receive clear details and records of any spending made on your behalf, so you’ll 

know exactly where your branch’s money has gone.
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Making payments locally – BACS online payments

As a branch, you can make your own payments. This is useful when you’re 

organising something directly - like a hall booking for a coffee afternoon or paying a 

venue for an event.

To do this, you’ll need:

• One person to enter the payment into Lloyds Bank online.

• Two separate people (approvers) to approve the payment.

This setup ensures everything is transparent and secure.

If your branch doesn’t have enough volunteers to meet the above approval process

(i.e. three separate people), don’t worry. You can request help from central office.

To do this, email your key contact in the Finance Team.

• A clear request to release the payment.

• Every invoice attached, with:

o Who the payment is for

o What it’s for

o Details of the event or activity

This helps avoid delays as central office needs to carry out checks before releasing 

any funds.

Volunteer expenses

• Volunteers can claim back costs they incur while supporting branch activities.

• Ensure the process is discreet and easy for volunteers to use.

• Always follow the updated Expenses Policy and use the official Expenses 

Claim Form.

Appropriate branch spending

Branch funds can be used to support the MND Association’s aims locally, including:

• Volunteer expenses – travel, phone, parking (with receipts)

• Awareness-raising – event materials, banners, local advertising
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• Support for people with MND and families – venue hire, refreshments, 

approved equipment/resources

• Fundraising costs – materials, licences, venue hire, insurance

• Modest gifts – up to £30 as tokens of thanks

• Always keep receipts and record all spending in your cashbook

What branch funds cannot be spent on

• Hiring or paying staff, consultants, or contractors

• Donations to other charities (unless for a paid service)

• Direct funding of medical research, NHS, or social care services

• Alcohol or cash gifts over £30

• Medical equipment (wheelchairs, communication aids – funded centrally)

• Exceeding grant thresholds for individual support

• Gifts or benefits in exchange for donations

• Political or religious activities

Unsure if something is allowable?

Speak first to your Regional Fundraiser or Community Support Coordinator or 

contact your Finance Team. It’s always better to check first!

Spending restricted funds

Restricted funds should be prioritised for use on eligible expenses, so they make the 

intended impact as soon as possible.

When restricted funds are held onto rather than spent, it delays the support donors 

wanted to provide. Imagine running a marathon or holding a fundraiser in 2022, only 

to find that your donation is still sitting in an account in 2025!

Donors want to see their effort turn into real help for people with MND - not remain 

unused.

By prioritising restricted funds:

• You honour the donor’s intentions.

• You deliver help where and when it’s needed most.
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• You prevent unnecessary build-up of unspent funds.

If you have restricted funds available for an eligible expense, make sure to use them 

first - they’re intended to be spent on their specified purpose.

Grants and Expenditure Quality (EQ)

Expenditure quality refers to any contribution your branch makes towards a grant for 

someone living with MND in your area. These are known as Expenditure Quality 

(EQ) contributions.

For example:

Eleanor Hopkins needs a stairlift. The cost from the supplier might be £1,200–

£1,500. Your branch can choose to contribute £500 towards that cost. This allows 

you to say, “We directly supported X people with £X in grant contributions.”

It’s a great way to show your supporters that funds are being used as intended – not 

held in reserves or spent on administration costs - but going directly to help people 

living with MND. It helps build trust and demonstrates transparency in how your 

branch manages donations.

How it works

• When your branch agrees to contribute to a grant, you must notify the Support 

Services team.

• Support Services then tell the Finance Team - for example: “Milton Keynes 

branch wants to contribute £500 towards Eleanor Hopkins’s grant.”

• The Finance Team then raise an invoice at the end of the month.

• The amount is automatically deducted from your branch’s bank account - no 

need for you to make a transfer.

• We’ll email you a copy of the invoice for your records.

• You can then log the entry in your cash book under the Payments tab.

Questions about a grant contribution?

• If you’re unsure about anything - whether you’ve already contributed or are 

planning to - you can contact Support Services.

• Just email the same person you spoke to when arranging the contribution.

There’s no formal process or form to fill in.

• If you’re not sure who to speak to or haven’t had a reply, you can contact your

key contacts from the Finance Team, and they’ll support you.
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If something changes...

• If the person has sadly died before the equipment was delivered, or if 

something else changes, please let us know.

• If a refund is needed, we’ll make sure the money is returned to your branch.

• If you find out someone has passed away before we’ve been informed, please 

let Support Services know so we can update our records.

Gift Aid

Gift Aid is a government scheme that allows charities to claim an extra 25p for every

£1 donated by UK taxpayers - at no extra cost to the donor.

It’s a valuable source of additional income for branches and groups, helping 

donations go even further.

For a donation to qualify for Gift Aid:

• The donor must be a UK taxpayer.

• They need to complete a Gift Aid declaration 

• The donation must be a personal donation (not from a business or on behalf 

of someone else).
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If your branch receives donations that may be eligible for Gift Aid, it’s important to:

• Make sure donors are asked if they would 

like to Gift Aid their donation.

• Keep clear records of Gift Aid declarations 

using the Gift Aid Declaration form (found on 

the Volunteer Zone of the MND Association 

website).

• Input Gift Aid claims on your Gift Aid 

spreadsheet. Instructions on how to complete 

this are at the back of this guide.

• Understand that central ffice will usually 

process Gift Aid claims with HMRC, but you 

may need to provide details of donations if 

requested.

Financial controls and reporting

As a treasurer, one of your key responsibilities is to ensure your branch’s funds are 

safe, accurate, and transparent. This is achieved through regular checks, 

reconciliations, and reporting.

Bank reconciliation

Bank reconciliation ensures all cashbook entries match your branch’s bank 

statement. It helps you:

• Confirm your records are complete and accurate.

• Identify any missing or outstanding payments or receipts.

• Maintain up-to-date accounts to support decision-making and reporting.

Bank reconciliation is the foundation for all branch reporting - it ensures the numbers 

in your monthly reports, quarterly returns, and annual return are correct.
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Monthly reporting

Monthly reporting keeps your branch committee informed and ensures transparency:

• Share a summary of your reconciled cashbook with the committee.

• This allows the committee to review transactions, ask questions, and feel 

confident that branch funds are managed correctly.

Quarterly Returns

Quarterly returns provide a formal check that accounts are regularly reviewed:

• Automatically generated from the Receipts and Payments sections of your 
cashbook.

• Treasurers send the completed cashbook to central office quarterly, 

within 1 week of the quarter end.

• Ensure the return balances correctly before submission.

• This demonstrates regular review of branch accounts and supports 

transparency for auditors.

Annual returns

The annual return summarises your branch’s finances for the year and feeds directly 

from your reconciled cashbook:

• Produced automatically from cashbook entries.

• Includes:

o Profit & Loss account

o Balance Sheet

o Restricted funds analysis

o Annual transfer calculation

o Branch committee declaration (signed by Treasurer & Chair)

• Keeping your cashbook accurate ensures your annual return is correct and 

ready for submission.
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Annual Transfer

At the end of each financial year, branches and groups are asked to transfer a 

portion of their unrestricted funds to the MND Association’s central office.

This usually happens in the new year - typically during January. The process helps 

ensure funds are used where they are needed most across the organisation, while 

still leaving each branch or group with enough to continue its local activities.

How it works:

• Restricted funds are never included – they stay with your branch to be 

used for the specific purpose they were donated for.

• From your remaining unrestricted funds, you keep a minimum of £8,000 plus 

any restricted funds.

• 50% of the balance above this is transferred to central office.

• If you have known commitments in the first quarter of the new year (e.g., 

events, venue bookings), let the Finance Team know – this can be taken into 

account and will reduce the transfer amount.

You can request that your transferred funds support a particular area (e.g., Care, 

Volunteering, Campaigning) or leave it to trustees’ discretion to allocate where 

needed most.
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Completing your cash book

A cash book is an easy way to keep track of money coming in and going out for your 

branch.

At the MND Association, branches and groups use an Excel cash book to record all 

income and spending. This helps keep everything clear, accurate, and simple to 

review - whether you’re new to the role or have plenty of experience.

The cash book is made up of several tabs, listed below:

• Home tab – quick links to various tabs

• Receipts Tab

• Payments Tab

• Bank Reconciliations

• Rec Jan – Rec Dec (one tab for each month)

• Quarterly Return

• Annual Return

• Restricted Funds

• Fixed Assets

• Annual Transfer

• Grants Schedules

• Annual Pack

• Committee Responsibilities

• Monthly Reports

• Monthly Reports Jan – Dec (one tab for each month)

We’ll cover each section in more detail in this guide and during your online induction, 

ensuring you feel confident using your cashbook and managing your funds.
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Home tab

Hover over a square to jump straight to that tab.
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Receipts tab

Anything you enter in your cashbook should match your bank statement, because 

the cashbook should accurately reflect the branch or group’s bank balance.

Steps to record income:

1. Date - Enter the date the funds were received.

2. Received from - Who the money came from (donor, sponsor, or event).

3. Description - A brief note to identify the income (e.g., “Jakina’s fun run”)

4. Paying-In Reference - Include a reference that helps identify the payment on 

your bank statement. This could be:

• A cheque number

• A bank transfer reference

• The name of the person who gave the funds

• Details from national office if they deposited the funds on your behalf 

(e.g., BACS payment or cheque deposit)

5. Restriction - Tick the Restricted box only if the donor has explicitly restricted 

the funds.
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• Donors must provide this in writing or verbally.

• Treasurers cannot restrict income themselves.

• If national office has already marked it as restricted, do not tick this box 

again.

6. Donor ID - If applicable, enter the donor ID from our fundraising system 

(Raisers Edge). This helps identify the source and ensures totals are 

calculated correctly.

• Orange section – Income paid directly by the branch.

• Blue section – Income received from central office transfers.

Enter amounts in the relevant column of the blue or orange section. This ensures 

your cashbook is accurate, clear, and easy to reconcile.

The ‘Amount’ and ‘Total’ fields will automatically update as you enter values in the 

orange/blue sections of the sheet.

21



Payments tab

When recording payments, you’ll need to capture a few key details:

1. Date – When the payment was made.

2. Payment to / Name - Who you paid (e.g., MK Parks Trust).

3. Description – Details about the payment (e.g., for Jakina’s fun run).

4. Cheque - Branches and groups can still write cheques if needed, provided 

there are two signatories, as required on your bank statement.

o Cheques are being used less often, with more payments now made via 

BACS.

o Occasionally, someone may not want to share bank details and prefer 

a cheque - contact the finance team if you need one.

5. Date Cleared – When the cheque or payment cleared your account.

6. Invoice Number - If applicable (e.g., if MK Parks Trust issued an invoice).

7. Raisers/Edge Event ID - For big events (like the London Marathon) or branch 

events, enter the ID from our Raisers Edge system. The finance team can 

provide this if needed.
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8. Financial Support / Receipts / Other Details - For example, if this payment 

relates to a grant (e.g., Quality of Life).

9. Restricted – Tick this box only if the donor specifically restricted the 

funds. Donors must explicitly state this .

• Orange section – Income paid directly by the branch.

• Blue section – Income received from central office transfers.

Once all entries are completed in your Receipts and Payments tabs, your Bank 

Recs tab will be updated, giving you a quick overview of each month’s bank 

reconciliation. You can also access individual months directly via the tabs.
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Bank Recs Tab – Home

Bank Rec Tab - for each month
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The Bank Recs tab helps you make sure your cashbook matches your bank 

statement.

In this example:

• The opening bank balance was £50,000.

• The closing balance at the end of January is £50,300 (taken directly from your 

bank statement).

These figures automatically pull through from other tabs in the cashbook. For 

example:

• A £1,000 donation was recorded in the Receipts tab.

• Expenditure to date is £200:

o £200 to MK Parks Trust

o £500 to Bob Quality of Life Grant (as shown in the Payments tab).

Once these entries are recorded correctly, the Bank Recs tab will update 

automatically to show the correct balance.

25



What if there is a discrepancy?

Sometimes your bank reconciliation may not match perfectly. For example:

• You made payment to Bob’s Quality of Life (QOL) Grant, but it hasn’t

cleared the bank yet.

• This could happen if you wrote a cheque that hasn’t been banked, or if you 

raised the payment at the very end of the month – it can take a couple of days 

to clear.

In this case, your bank reconciliation may show you’re out by £500. So even though the 

money hasn’t cleared, you know the payment has been made.

To fix this, enter the payment in your cashbook under the Payee section (e.g., “Bob, 

Quality of Life Grant”) with the correct amount. This ensures your records show the 

payment, even if it hasn’t cleared the bank yet.

Once you’ve updated your entries, the bank rec should balance. After that, double- 

check your balance sheet to make sure everything reconciles correctly.
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Quarterly Return / Balance Sheet Tab

Each quarter, you’ll need to review and update your branch finances to ensure 

everything balances correctly. This includes:

• Entering income and expenditure for each month in the quarter.

• Checking that restricted income is recorded accurately.
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• Confirming that your totals match the Profit & Loss account and that any 

queries are resolved.

If the spreadsheet shows that it’s out of balance, go through the entries to see what 

might be missing. Once all months are entered correctly, the balance should match 

the closing total for the quarter.
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Annual Return Tab

The Annual Return tab shows your year-end position, including what was brought 

forward from the previous year.

As you add your entries throughout the year, this tab will remain out of balance until 

the year is complete.

Once all income and expenditure have been recorded, the figures will update to 

reflect your final year-end position.
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Restricted Funds tab

Restricted funds must only be used for the purpose they were given. In this example, 

some funds were carried forward because planned spending didn’t take place before 

the end of the previous financial year.

As per the earlier example, Jakina’s fun run was restricted, as she requested. 

To check your restricted funds balance, go to the Restricted Funds tab.

At the bottom of the tab (screengrab below), you’ll see that the account is out of 

balance by £1,000.
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This is a useful checkpoint to confirm that any restricted income is accounted for 

correctly.

In this example, you can see there’s £1,000 of restricted income missing. To correct 

this:

1. Go back to your Receipts tab.

2. Copy the relevant data from the January tab into the Receipts section.

3. Enter the date, details of the income, and the amount (£1,000).

This ensures the spreadsheet reflects all restricted income accurately.

When someone raises money for a specific purpose, they will usually tell you how 

they want it to be used.

For example, Jakina’s fun run was restricted to supporting care grants. In the 

spreadsheet, this is recorded as a “Local Members Restricted Donation.” You can 

update the description to reflect the purpose - for instance, “Care Grants Only.”

To record this:

1. Enter the amount Jakina raised (as deposited in the bank) into the restricted 

funds section.
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2. Update the description if needed to show its purpose.

3. Ensure you have the supporting documentation to confirm the restriction (e.g., 

email or event details).

This will update your balance, and the restricted income total will increase.

If anyone (such as your Regional Fundraiser, National Office, or Jakina herself) asks 

how the funds were used, you’ll be able to refer to this tab for a clear record.

What if you’re out of balance?

This is often caused by:

• A cheque that hasn’t cleared yet, or

• A restricted box being ticked by mistake.

First, check your Receipts and Restricted entries to resolve the issue.
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Fixed Assets Tab

Fixed assets are items your branch owns that have a longer-term use (not day-to- 

day expenses). For most, this is now limited to computer equipment (laptops, tablets, 

etc), as we no longer lease or provide items such as riser recliners.

Before purchasing any equipment, always make sure you have the right approvals in 

place. This ensures spending is agreed and recorded properly.

Recording fixed assets:

• Add new items in the year they are purchased.

• If an item was bought in a previous year, bring it forward with its existing 

depreciation.

Depreciation:

• Calculated using a straight-line method over three years (purchase price ÷ 3).

• Only applied once a year (not monthly or quarterly).

• If the item was bought partway through the year, only apportion depreciation 

for the months it was in use.

Keeping this tab up to date helps show the true value of any equipment your branch

or group owns, ensures accurate reporting, and gives clarity on what needs to be 

carried forward each year.
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Annual Transfer Tab

At the end of each financial year, branches and groups are asked to transfer a 

portion of their unrestricted funds to the MND Association’s central office.

This usually happens early in the new year, typically during January.

The process helps ensure funds are used where they are needed most across the 

organisation while still leaving each branch or group with enough to continue its 

local activities.

One team, working together.
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Recording Gift Aid

Please see the example line ‘Mr John Smith’ on the screengrab above.
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