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Briefing Note 

Payment Machine 

 

for Finance & Governance 17 February 2022 
 
Agenda Item 12 
 
Background 
 
The Parish Council office currently accepts payment by BACS, cheques and cash.  There is no facility 
for service users to pay by debit or credit card.  The main payments taken are for hirers of Court 
Bushes, allotment tenancy fees, cemetery graves purchases and burials). 
 
There are also costs for paying in cash and cheques each time called manual handling charges. Cash 
paid in at clearing banks is charged at 50p per £100 (60p at post office counters) and cheques are 
charged at 30p per item.  (The Parish Council also pays a £6 per month account fee and 15 pence per 
transaction.) 
 
A review of the cash and cheques paid in during July to December 2021 are as follows: 
 

Month CASH £ Transactions CHEQUES £ Transactions 

August 2021 255.00 X2 400.00 X1 

September 2021 809.30 X9 1101.70 X13 

October 2021 336.10 X5 315.40 X7 

November 2021 319.00 X2 915.00 X1 

December 2021 168.40 X3 6330.00 X3 

 
N.B. September and October are the busiest months due to 101 allotment tenancy renewals. 
 
With the reduced use of cheques and cash by society, it is worth considering the use of a payment 
machine, to offer service users another form of payment option. 
 
Description of Payment Machines 
 
All card payment machines work in a similar way to the steps outlined below: 
 

1. No monthly fee or contract. 
2. You pay a transaction fee of 1.69% or 1.75% every time the machine is used (this fee changes 

depending on who you purchase the device from). 
3. The device can arrive quickly normally with no delivery costs and is ready to use straight away. 

The payment for the machine would be debited from our bank after 2-3 days.  
4. The majority work on a Bluetooth system that you connect either to your phone or tablet via 

an app and this then links to the machine. We would need a tablet/phone at the office for the 
card machine to work. The spare laptop is the obvious option but not all apps will connect to 
a laptop and would prefer a tablet. This would then be an additional cost purchasing a tablet.  

5. Although for SumUp (shown below) the card reader that costs £119 works without a smart 
phone and comes with a built in sim card (includes printed receipts) so this seems the best 
route for the office but obviously is the most expensive card reader.  

6. There are a range of card readers you can purchase ranging from £29-£119 and this depends 
on whether you want a receipt to be printed, if you need it to use wi-fi, whether you want to 
work with an app, or a stand alone machine.  
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Costs of Using the Payment Machines 
 
The Committee would need to agree the upfront cost to purchase the machine but perhaps more 
importantly is the ongoing the transaction charge. 
 
The Sum Up machines can cost from £29 to £119 to purchase.  This company charges 1.69% per 
transaction.  See www.sumup.co.uk 
 
The Zettle machine costs £29 to purchase.  This company charges 1.75% per transaction.  See 
www.zettle.com 
 

Sum Up Machine £119: 
 

 
 

Kettle Machine £29: 
 

 
 

 
 
Parking Discs and Dog Bags 
 
The office also take £1 for the sale of a MSDC parking disc and the honesty box collects £1 for each set 
of 50 dog bags.  The parking discs could be paid for using the payment machine, but the Committee 
would need to consider how best to sell dog bags in future. 
 
Staff Consultation 
 
Having consulted staff on the matter, they feel that the ability to offer this option makes the Parish 
Council look professional but obviously the Parish Council and Village Centre have different bank 
accounts and would both need a solution.  
 
Staff also appreciate there is not necessarily the justification to pay the extra costs incurred from 
having a payment machine and all payees will be encouraged to make their payments by BACS in 
future, which incur no charges. 
 
Recommendation 
 
Members are therefore asked to review the above information and agree that a payment machine is 
not pursued at the moment. 
 

RECOMMENDATION: That the Committee AGREES that a payment machine is not pursued 
at the moment. 

http://www.sumup.co.uk/
http://www.zettle.com/

