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Opening a bank account for a voluntary or community group
Introduction

At your earlier management committee, you will have decided that you need to open a bank account, who is going to be treasurer and co-signatories. You may also have discussed where you are going to open an account taking into consideration for instance any charges the bank may make or the amount of coins that can be paid in or taken out over the counter at any one time.

Choosing a bank
· The relationship between an organisation and the bank it uses should be the same as it would be with any two businesses as banks offer a range of services and charge a range of costs.
· Ask for an explanation of any jargon that you don't understand and be clear what you are getting for your money.

Before Approaching a Bank
· Decide whether a deposit or current account (or both) will be required. 

· Try to estimate the approximate number of transactions that will pass through the account(s) each month. 

· Ask which services they offer and the relevant charges for these services.

Before Opening an Account - ask the following questions and expect clear answers
· What charges will be made on the account with the expected level of activity that you have estimated? 

· Can you have a copy of the bank's charges (tariff)? 

· If you are offered free banking; ensure that it is for the duration of the                      account and not just short-term and check the limitations on transactions and financial limits 

· What identification does the bank need and why? 

· Can the organisation have a cheque book? 

· How often will a bank statement be sent out? 

· What level of interest do they offer? 

· Will the account allow for regular bills being paid by standing order or              direct debit? 

· Is there a minimum deposit required to open an account? 

· Is there a requirement that you must be a registered charity? 

· Do they offer Internet Banking? 

· What encashment facilities or arrangements are there? 

· Is there a local representative in your area or someone that you can ask if you have any questions?

· Once you have all this information, you can evaluate it against the needs of your organisation and decide on the next step.

You are now ready for the main meeting with the advisor at a financial institution e.g bank/building society.

The meeting at the bank
· It will be best if you have made an appointment at your chosen bank.  Usually all signatories must attend, bringing their identification documents with them.
· Since this is to be the first ever bank account for this group you can expect the advisor to ask a lot of basic questions.

To back up your case you should certainly bring:
· A list of the aims and objectives of your organisation.
· A signed copy of your constitution or whatever document sets out how you run your organisation and how you decide who takes on specific responsibilities.

· The minutes of the meetings when committee members were elected or appointed.  Other minutes may also be helpful.
In addition, it will also be helpful to bring:
· Names of other people associated with your organisation.

· Any leaflets or publicity material about your organisation.
And most important;
· The application forms properly filled in, signed by the proper officers dated and (if required) witnessed. If the advisor agrees your application congratulations, you are nearly there.

Checking out your signatories
· The bank will now want to check the identity of your signatories.  If a signatory is already a customer of that branch of that bank some of the identity procedures may be simplified but check with the bank first.  The bank has a legal obligation to make sure that each signatory is exactly who they say they are.  It looks formidable but don’t worry too much.  

· Basically as a signatory you need to show certain documents with your signature on it as it appears on the application form and to show the address where you live. Check with the bank in advance what documentation they are prepared to accept.  Talk to the advisor if there are any problems.  Examples are passport, current full driving licence, immigration papers, Trade Union membership card, employers photo ID card.  You will also need something like a utilities bill, or NHS medical card to prove your address.  Once the bank has verified the signatories the account will be active.  You will probably need some money at this point but you may only need as little as £1 depending on the bank and the type of account.
Examples of points to watch for on bank conditions.
· Signatories who are related or living at the same address may not be accepted.

· The number of free cheques you can write each month may be limited.

· You may get a cheque book, but almost certainly not a cheque card.

· Building societies have a different method of issuing cheques.

Many banks make no charge for running your account, so long as you have money in the account.  For all banks if you do go into debt there will be a charge.
www.direct.gov.uk
www.ukfinance.org.uk   

This sheet is intended to provide accurate information to assist you in setting up or running a group.  However you are advised to seek appropriate legal advice where necessary.

