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Create a SumUp Account 
[Feel free to print this guide] 

 

SumUp is a payments processor that allows your parish to receive payments and donations. 

It can be used on its own or in conjunction with the donations software Give A Little. The 

initial process of setting up a SumUp account usually takes around 15 minutes, but then also 

requires further verification so is not an instant process. This is an essential part of being 

able to receive contactless or online donations.  

 

For the initial registration process, you will need: 
 

• The parish church’s A Church Near You code1, address, and contact telephone 

number  

• Your PCC’s bank details 

o Account name – this must be as it is according to your bank  

o Account number and sort code  

• URL for your parish’s website / A Church Near You webpage / social media 

webpage  

• An email address 

o We recommend that you enter a role-based email address, such as 

‘stjohnstreasurer@gmail.com’ instead of a personal email, as part of good 

governance. If you haven’t got one, we strongly advise you to set one up first 

• Your name, date of birth, home address, and mobile phone number. 

• Access to a mobile phone that can run the SumUp app for the verification stage. 

Please note, tablets cannot be used to complete the selfie verification. 

 

Documents that might be requested for verification: (see p. 12 for 

more details) 
 

1. Proof of identity for the account holder: driving licence or passport, including 

signature page, for the SumUp account holder   

2. Proof of home address for the account holder: utility bill or bank statement, 

issued within the last 6 months 

3. Proof of bank account: recently issued bank account statement or screenshot 

from online banking that shows:   

a. Account name   

b. IBAN and SWIFT or   

c. Account number and sort code for UK entities   

 
1 To find this go onto your church’s ‘A Church Near You Page’, scroll down the left-hand ribbon and click on 

‘More Information’. You will find your church code listed under ‘Location information’. You can watch a video 

of how to find this code here. If you are a multi-church parish setting up an account on behalf of the parish, 

use the church code for the parish church. 

 

https://vimeo.com/675859637
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4. Authorisation letter/power of attorney letter: this is usually only requested 

when the SumUp account holder is not a member of the PCC (and therefore not 

one of the charity’s trustees), and will need to be accompanied by an ID of the 

person signing the authorisation/power of attorney letter e.g., the incumbent 

5. Detailed explanation of purpose of use for the SumUp account 

6. Proof of ‘business’: this could be your parish church’s A Church Near You 

certificate 

 

Setting up your account:  

 
Step 1: Go to this page on Parish Buying and click ‘Sign up now’. If you want to purchase a 

SumUp reader at the same time as signing up, go to this page on Parish Buying and click 

‘Visit Supplier page’. Then click on ‘Add to cart’ for the reader you want to purchase, then 

‘Go to cart’, ‘Go to checkout’ and you will then be asked to register for a SumUp account. 
 

It is important that you set up your account via this link (and not by going directly to the SumUp 

website) otherwise your account won’t be marked as a Parish Buying account and you will miss out 

on the specially negotiated transaction rates for parishes. 

 

Step 2:  

 
 

 

 

 

Register your church details.  

• Enter your email address 

(Recommended: Add a 

generic church/role-based 

email address).  

• Create a password  

• Select the country where 

you are based  

 

Register your church details: 

  

• Enter your email address 

(Recommended: Add a 

generic church/role-based 

email address).  

• Create a password  

• Select the country where 

you are based  

 

https://www.sumup.com/en-gb/parishbuying/
https://parishbuying.org.uk/products-services/digital-giving-payments/contactless-devices/sumup-air/
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Step 3:  

 
 

 

 

 

 

 

 

 

 

 

Step 4: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify your email address:  

Go to your inbox and open the email “Confirm your 

email address” from  

“no-reply@notification.sumup.com” 

Business Category: 

Select “Club or society” 

Selecting a different 

option will lead to 

different steps than the 

ones highlighted in the 

rest of this document and 

may end in you having to 

close the account you 

create and starting the 

process again.  

mailto:no-reply@notification.sumup.com
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Step 5: 

 

 
 

 

Step 6: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your church code:  

Company registration number – please 

enter your church code adding the two 

letters ‘CE’ first. 

To find this go onto your church’s ‘A Church Near 

You Page’, scroll down the left-hand ribbon and click 

on ‘More Information’. You will find your church 

code listed under ‘Location information’. You can 

watch a video of how to find this code here. 

Business category:  

Select “Other” and then “Charitable 

Organisation”.  

https://vimeo.com/675859637
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Step 7: 

 
 

 

Step 8: 

 
 

Step 9:  

 

 

Business Details: 

Enter the PCC’s name as it appears on the 

bank account.  

Under business description enter “Church” 

Your website: 

If the church doesn’t have a website or 

social media page, please use your church’s 

A Church Near You webpage URL. 

Your Details: 

In this context being a ‘decision maker’ 

refers to someone that can legally act on 

behalf of the church. Any PCC member is 

therefore a ‘decision maker’.  

As you are managing the account, enter 

your details.  

N.B.: As part of SumUp’s verification checks 

they will ask for proof of ID following setup. 
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Step 10: 

 
 

 

 

 

 

 

 

 

 

 

Step 10:   

 

 

 

Step 11:  

 

 

Address: 

Home address: Your 

address  

(Make sure you then tick 

“My business or trading 

address is different”) 

Business address: 

Church/parish address as it 

appears on bank 

statement/utility bill  

 

Trade address: leave blank  

Additional account holders: 

We recommend that you add at least one 

other trustee/PCC member as an ‘officer’ 

here (particularly if you are not a 

trustee/PCC member yourself). 

Please note that any additional individuals 

added may also need to pass verification 

checks. 
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Step 12: 

 
 

Step 13:  

 

  
 

 

 

 

 

 

 

 

Monthly sales estimate: 

The lowest bracket unless you expect it to 

be higher.  

Your bank details: 

Enter the details of your church 

bank account ensuring they 

match the details on your bank 

statement. 

If you see the option to use a 

‘SumUp Business Account’, 

please select ‘Use your own 

account’. If the option to select 

your own account is not present, 

you have made an error, likely in 

Step 4 by choosing to register as 

a Sole Trader. Please select 

the back button until you 

get back to step 4 and 

ensure you select the 

correct option. 



Creating a SumUp account – step-by-step 

Last updated: 27/11/25. Next due for review: 27/02/26. 

V2.0 
 

8 
 

Step 14: 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Funds and purposes: 

For source of funds, select “Gifts or 

donations”  

For purposes, select the top two options 

for “card reader” and “online payments”  
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Step 15:  

 

 

 
 

 

 

 

 

 

 

Summary: 

Check all your details are correct, in 

particular: 

• Does your church/parish name 

match the name on the bank 

account?  

• Does the business address match 

the church/parish address on 

your bank statements/utility bill? 

• Is the business category and 

description correct?  

• Do the personal details match 

those on your passport? 

• Are you using your own bank 

account for payouts? 
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Step 16:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 17:  

 
 

 

 

 

 

 

 

 

More information: 

Proof of business will be required. If you 

don’t have any documents, try uploading 

your church’s certificate which you can 

download from A Church Near You by 

clicking on the ‘More information’ tab. 

You could also try uploading the 

Governing Documents of PCC document 

(available here: Microsoft Word - 

Governing Documents of Parochial 

Church Councils). 

If you have a document that includes the 

parish name and your name, please 

upload that instead. For example, a utility 

bill.    

SumUp onboarding team may contact 

you for further documentation.  

Set up 2 factor authentication: 

Enter your mobile number. You will 

be sent a verification code; when you 

receive it, type the code into the box 

and click on “complete verification”. 

 

NB: Whenever you log in on a new 

device, a code will be sent to this 

mobile number.  

Next you will be asked to download 

the SumUp app to complete a 

verification step. This is a mandatory 

part of the process.  

https://parishresources.org.uk/wp-content/uploads/Governing-Documents-of-Parochial-Church-Councils.pdf
https://parishresources.org.uk/wp-content/uploads/Governing-Documents-of-Parochial-Church-Councils.pdf
https://parishresources.org.uk/wp-content/uploads/Governing-Documents-of-Parochial-Church-Councils.pdf
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Step 18: 

 

Verification: Immediately after registering, you will need to verify your identity. 

 
If you end up in your account dashboard before completing the verification, you can manually begin the verification by 

clicking on “Start verification” in the black banner at the top of your account. 

 

 

 
SumUp check your identity using a link that you need to open on your phone. Click “get 

secure link” then scan the QR code with your phone camera. Please note, this stage must 

be completed on a phone, not a tablet. 

 

Follow the steps to complete verification. 
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Further support with verification  

Following initial set up and documentation upload, the SumUp team may get in touch with 

you for further verification requests. Or, if you set up an account a while ago, you may find 

you are contacted to verify your account even though you have been using it for a while. 

Below you will find a list of verification requests we have come across and how parishes 

have successfully evidenced the required information. This list is a work-in-progress: we will 

update with more information as we receive it from SumUp/receive feedback. If you 

encounter any issues with verification, please email digitalgiving@churchofengland.org and 

we will support you to get your account verified. 

1. How are you funding your organisation (such as salary, savings, 

investments or inheritance)? Do you have any other source of revenue? 

For most parishes, the appropriate answer here is likely to be “donations and 

grants”. If your parish receives significant income from other sources, you should list 

these also. 

 

2. What’s the nature of your organisation? 

Religious organisation (Church of England church) 

 

3. List the type of products or services you take payments for using SumUp 

For most parishes, the appropriate answer here is likely to be “donations”. If you 

also intend to take payments using SumUp – for example, for bookshop items, or 

hall hire fees – you should list other examples also. 

 

4. Do you have a website (for example a professional Facebook page) or any 

other online proof of business activity? If your organisation does not have 

an internet presence, please send us any invoices, flyers, business cards, 

etc. which confirm your business activity. 

If your parish doesn’t have its own website, you can send the URL for your A 

Church Near You page. 

 

5. Please provide proof of your identity 

This is identity for the account holder and could be a driving license or passport. 

 

6. Please provide proof of your home address 

This is the home address for the account holder and could be a bank statement or 

utility bill from the past six months. 

 

7. Please provide proof of your business bank account 

This is proof of the parish’s bank account, and could be a recently issued bank 

account statement or screenshot from online banking that shows:   

a. Account name   

b. IBAN and SWIFT or   

c. Account number and sort code for UK entities   

mailto:digitalgiving@churchofengland.org
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8. Please provide an authorisation letter/power of attorney letter 

This is usually only requested when the account holder is not a member of the PCC 

(and therefore not one of the charity’s trustees), and will need to be accompanied by 

an ID of the person signing the authorisation/power of attorney letter e.g., the 

incumbent. There is a template authorisation letter at the end of this document. 

 

9. What is the purpose of your SumUp account? 

To receive donations and payments. 

 

10. Please provide proof of your business. 

We recommend providing your parish’s A Church Near You certificate in the first 

instance. You could also share the ‘Governing Documents for PCCs’, which is 

available here: Microsoft Word - Governing Documents of Parochial Church 

Councils. If further information is requested and you are stuck, please email 

digitalgiving@churchofengland.org. 

 

11. What is the legal type of your SumUp account? 

The answer for this is ‘charity and a religious organisation’. If your PCC is registered 

with the Charity Commission, you can provide your charity number and link to your 

parish’s entry on the Charity Commission website. If your parish doesn’t have a 

charity number, then a signed copy of PCC minutes and a list of PCC 

members/officers who can act on behalf of the PCC may be requested. This should 

also specify what their roles are. 

 

12. Please provide a signed, constitutional or formation document for your 

organisation. 

Send your parish church’s A Church Near You certificate, a link to the ‘Governing 

Documents for PCCs’, and your charity number (if your parish has one). You may 

also be required to send a signed copy of APCM minutes and a list of PCC 

members/officers who can act on behalf of the parish. This should also specify what 

their roles are. 

 

13. Please provide a list of officers or signatories who can act on behalf of the 

organisation. 

This should be a list of PCC members who can act on behalf of the PCC. You should 

also specify what their roles are. 

 

14. Identify all natural person(s) who ultimately own or control your legal 

entity and entities related to it. Could you please confirm the people who 

ultimately own or control "PARISH CHURCH"? 

This will usually be the same as 13, but who may also be asked to provide date of 

birth and country of residence for all PCC members. 

https://parishresources.org.uk/wp-content/uploads/Governing-Documents-of-Parochial-Church-Councils.pdf
https://parishresources.org.uk/wp-content/uploads/Governing-Documents-of-Parochial-Church-Councils.pdf
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15.  As an account signatory, please provide evidence of your link with the 

Parish in question. 

This can be completed by sending in PCC APCM meeting minutes which state your 

role within the PCC.  
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FAQs 

How long does it take for SumUp to respond to my communication? 

SumUp aims to respond to all communications within 1 week. If you have not had a 

response within this timeframe, please email digitalgiving@churchofengland.org who will 

then assist in moving the query forwards. 

 

I can see in my SumUp account that it requires verification, but have not had an 

email from SumUp to explain what is needed. 

Send an email to onboarding@sumup.co.uk from the email address linked to your SumUp 

account asking what documents they require. If you do not get a response, or need help 

responding to SumUp’s request, please email digitalgiving@churchofengland.org and include 

your SumUp merchant ID. 

 

I set up my account using a SumUp business account, what do I do? 

The process for rectifying this issue will depend on the ‘legal type’ that was selected during 

the account setup process. If set up as a ‘Sole Trader’, the account will need to be closed 

and a new account opened. If the legal type is ‘Club or society’, there are steps below to 

add your own church bank account details. 

To check which business type your account is registered as, login to your account, click on 

the profile menu in the top right corner and then click the black settings button. Next, click 

'Business information' where you will be able to see which legal type you signed up as. If it 

says Sole Trader, you will need to close the account by using the support chat bot and 

then open a new account following the steps shown in this guide. If the Legal type is ‘Club 

or society’, you can follow the steps below: 

1. Amend the payout details: the information on this page describes where to 

access these settings in the SumUp dashboard (though note the guidance is skewed 

towards the business account option; you'll need to select the 'own bank account' 

option instead and enter the church details there is not already populated). This will 

ensure donations are paid into your church's bank account rather than the business 

account.  

2. Transfer any funds already received: there is information on this page of 

SumUp's website about how to transfer funds out of the business account (if 

relevant): Transfer money - SumUp - Support Centre. It's worth noting that the 

person doing the transfer will need to verify the transfer via the SumUp app, so 

worth having that set up on a phone or tablet first before starting the transfer (it 

only allows 5 minutes before timing out). 

3. Cut up any credit card received relating to the SumUp business account 

mailto:digitalgiving@churchofengland.org
mailto:onboarding@sumup.co.uk
mailto:digitalgiving@churchofengland.org
https://help.sumup.com/en-GB/articles/6IDE9sGwydKbSXbd9gD4b8-payout-settings
https://help.sumup.com/en-GB/articles/208zHVoYmWArGZdqK9KNfV-transfer-money
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We need to change the primary account holder for our SumUp account. How 

do we do that? 

The existing account holder should email onboarding@sumup.co.uk from the email address 

associated with their account, explaining that you wish to update the account holder, and 

supply the following information: 

• ID for the new point of contact 

• Proof of new point of contact’s home address 

• Email address and phone number for new point of contact 

• Official document confirming new point of contact’s relationship to the PCC (e.g., 

PCC minutes, authorisation letter or power of attorney document - this also needs 

to be sent with a copy of the signatory’s ID) 

 

We need to regain access to our SumUp account and change the primary 

account holder. The original account holder has moved to another parish/is no 

longer contactable, so cannot assist with this process. How do we do that? 

• First, the email address on the account must be changed to the desired new email 

address. This must be done by contacting the national digital giving team via 

digitalgiving@churchofengland.org. They will then contact your Diocesan giving 

advisor so that they can confirm that the new email address is legitimate and linked 

to the church.  

• The national digital giving team will then instigate the changing of the account email 

address. 

• Once this has been completed, the church should follow the process outlined in the 

question above, emailing onboarding@sumup.co.uk from the new email address that 

is linked to the account. 

 

We need to regain access to our SumUp account and change the primary 

account holder because the original account holder died. How do we do that? 

At the moment, SumUp’s advice is to follow the process highlighted below and also supply a 

copy of the death certificate. However, we’re mindful that this is an onerous request during 

a very sensitive time for the deceased person’s family, and would therefore suggest closing 

the account and setting up a new one instead (see next question). 

We want to close our existing SumUp account and set up a new one. How do 

we do that? 

If the original account holder is available: 

• Email partnersupport@sumup.com explaining that you wish to close your account 

and delete all information from the account. This should come from the email 

address registered on the account. 

mailto:onboarding@sumup.co.uk
mailto:digitalgiving@churchofengland.org
mailto:partnersupport@sumup.com
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If the original account holder is no longer available: 

• Email partnersupport@sumup.com explaining that you wish to close your account, 

along with the following information: 

o Authorisation letter, signed by the chair of the PCC (along with proof of ID 

for the signatory). See next page for a template 

o Proof of ID for the person requesting the closure 

o Proof of home address for the person requesting the closure 

 

 

 

  

mailto:partnersupport@sumup.com
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Template authorisation/power of attorney letter 
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Version no. Revision date Summary of changes 

v1.0 --- Initial document (dated Jun 25) 

v1.1 16/07/2025 Changed the contact email on page 15.  
Amended to process for when an account holder has 
passed away. 

V1.2 01/08/2025 Update entry pathway (Step 2).  
Updated information regarding mandatory verification 
immediately after registration (Step 18) 

v1.3 16/09/2025 Added point in the ‘What you will need section’ to highlight 
churches will need access to a phone that can run the 
SumUp app.  
Added clarity on ‘business type’ (Step 4) 
Added Q15 in the verification support section. 

v1.4 11/11/25 Updated the images in Step 13 to represent the new flow 
Added an FAQ about what to do when signed up with a 
SumUp business account 

v2.0 27/11/25 Updated FAQ about SumUp business account instructions 
Updated contact emails 

 


