
 

 

 

 

MindSpace Finance Trustee 

 

All trustees must: 

- Have the best interest of the charity at heart 

- Garner knowledge from their sector for the benefit of Mindspace 

- Be an active advocate for the charity and its users 

- Improve local support and connections 

- Protect the name and reputation of the Charity 

 

The Finance Trustee will sit on the main board of trustees and one Working Group: 

- Full Board Meeting: every other month 

- Monthly meeting: 

Operations Working Group: internal operations 

- Ad hoc meetings as required 

 

Trustee role overview: 

• Annual accounts 

• Oversea bookkeeper 

• Companies House 

• Finance policy 

• Budget 

• Financial systems 

• Approving spend 

• Staff costs 

• Named representative for credit cards 

 

 



Specific Tasks 

Annual  

• Annual accounts for independent review 
• Annual corporation tax return  
• Companies House confirmation statement  
• Review finance policies (reserves and investments)  
• Complete internal financial controls checklist  
• Complete budget for financial year  
• Complete cash flow forecast for financial year  
• Organise insurance cover  

Quarterly 

• Review designated fund amount  
• Receive and report to trustees on budgets and financial statements 

 Monthly 

• Create management accounts vs budget  
• Create restricted funds breakdown  
• Overseeing bookkeeper (including PAYE)  
• Administrate Nest pension scheme 
• Authorising bank payments 

Bi-Weekly 

• Reconcile bank, credit card, Paypal on Xero  
• Approve purchase invoices  

As Required 

Administrate credit card, bank, amazon, phone, Paypal, Just Giving accounts 

 


