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Great Yarmouth & Gorleston young carers project

Internet banking procedure
The bank account is set up for two of three signatures on cheques; to continue this process through to the online banking the follow steps must be followed:
We require an internet banking form to be completed by the Manager and a trustee whom can sign cheques for each transaction.

The form is to be completed as follows:

· The Manager needs to complete section one on an internet banking form for each invoice/wage slip that is to be paid by bank transfer.

· The Manager is to show the invoices/wage slips to the Trustee, along with the internet banking form with section one completed for them to read and sign to authorise payment.

· The Manager can then make the transfer payment to the individual or company. (Complete section two on the internet banking form to show date of payment)
· The Manager then take the internet banking form and the invoice to the Trustee with the current bank statement showing when payment was made, for the Trustee to check and sign the internet banking form.

· Invoice and internet banking form to then be filed in paid invoice folder

Name
…………………………………………………………………………………………………………………………………………

Signed
…………………………………………………………………………………………………………………………………………

Date
…………………………………………………………………………………………………………………………………………

Date of review …………………………………………………………………………………………………………………………….
.
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