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FINANCIAL CODE No. 13 — 

BANKING ARRANGEMENTS 
 

1. Background 
 
1.1 This Financial Code gives guidance on the Council’s banking arrangements, 
including the procedures for depositing coins and banknotes. 
 
1.2 Chief Officers should ensure that operations at all locations they are responsible for, 
achieve the following:- 
 

 cash is banked intact (i.e. none of it is held back for spending) 

 it is deposited without delay 

 the security risks in handling it are minimised 

 insurance limits are never breached. 
 
 

2. Authority to Open Accounts 

 
2.1 Responsibility for the Council’s banking arrangements is delegated exclusively to 
the Section 95 Officer.  No-one else may open a bank account using the name of the 
Council or represent themselves as having authority to conduct banking business on the 
Council’s behalf. 
 
2.2 A voluntary fund account may be opened and operated in the name of a school by 
the Headteacher subject to there being two signatures required for withdrawals.  The 
mandate for the account should specify that no overdraft facility is required. 
 
2.3 Accounts opened by a management committee, club or society based in Council 
premises may use the building’s name in the title of the account providing:- 
 

 the body or group is established for charitable or social objects only 

 it has a formal written constitution which is given to the Bank 

 the Bank understands that the body operates independently of the Council. 
 

2.4 No cheque bearing the Council’s name as payee may be banked to a 

voluntary, charitable or personal account. 

 

 

3. Banking Services 

 
3.1 The Council has appointed the Bank of Scotland, High Street, Dumfries as its 
banker and all of its accounts operate from this branch.  Agency arrangements have 
been set up so that banking can take place at any branch of the Bank of Scotland in 
Dumfries & Galloway.  Other banks apply charges for business conducted through them 
so the Bank of Scotland should be the first choice for all banking transactions. 
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4. Deferred Checking of Deposits 
 
4.1 As part of the tender the Council has agreed to co-operate with the Bank’s deferred 
checking arrangements for coins and banknotes.  These are not counted by bank staff at 
the time of deposit but one or two days later at a central place.  All coin/banknote 
deposits are “subject to confirmation” and the Bank will subsequently adjust the credit to 
the Council’s account if it identifies a difference between the amount declared and the 
amount deposited. 
 
4.2 To keep coin/banknote deposits intact until counted the Bank provides self-sealing 
white polythene bags.  These can be obtained from any branch of the Bank of Scotland. 
 

Banking direct to Bank of Scotland Branch 
 
4.3 When banking direct to the branch, coins should first be placed into coin bags as 
appropriate and banknotes bundled by denomination using wrappers or rubber bands.  

They should both be placed in the white poly bag and firmly sealed.  Only coins and 

banknotes are to be put into in the white bags.   
 
4.4 On the front of the white bag (in ballpoint pen) should be written:- 
 

 The bank account to be credited 

 The value of the bag’s contents (in coin,banknotes and total) 

 The name of the school/office/centre where the banking comes from. 
 
Although there is no dedicated place to enter the latter information, it assists the Bank in 
tracking our bags and should be included. 
 
A bank giro credit (payin slip) should be completed detailing the cash and cheque 
income, including a breakdown of the payin, by denomination. This should then be 
placed in the clear pocket at the front of the payin bag. 
 

Banking using the Premier Direct Service  
 
The Premier Direct Service is used to deposit cash and cheque income to the Bank of 
Scotland’s dedicated cash or cheque processing centres via Security Plus. 
 
4.5 For cash deposits, coins should first be placed into coin bags as appropriate and 
banknotes bundled by denomination using wrappers or rubber bands.  They should both 
be placed in the poly bag and firmly sealed.   
 
On the front of the cash bag (in ballpoint pen) should be written:- 
 

 The bank account to be credited 

 The value of the bag’s contents (in coin, banknotes and total) 

 The name of the school/office/centre where the banking comes from. 
 
Although there is no dedicated place to enter the latter information, it assists the Bank in 
tracking our bags and should be included. 
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A bank giro credit (payin slip) should be completed in accordance with Security Plus’s 
banking procedure document detailing the cash breakdown and then placed in the clear 
pocket at the front of the payin bag. 
 
Cash bag/s which are due for collection should then be placed into the large plastic bag 
supplied by Security Plus. These will then be delivered to the nominated cash processing 
centre. 
 

Cheques should be bundled and placed into a cheque bag. A bank giro credit (payin slip) 
must be completed in accordance with Security Plus’s banking procedure document, 
showing the total value of cheques being banked and a total count of cheques within the 
payin. Your cheque payin slip should be placed within the cheque payin bag, along with 
your cheques. Cheques should not be placed into the cash bag.  
 
Cheque bag/s which are due for collection should then be placed into the large plastic 
bag supplied by Security Plus. These will then be delivered to the nominated IPSL 
cheque processing centre. 
 
4.7 Each of the bags above are coded with a serial number (which should be retained 

for audit purposes) and has a tear-off strip which is used as a receipt.  The tear-off strip 

may only be removed by a member of the Bank’s staff. It must remain attached to the 
bag until handed over at the Branch counter or delivered to the appropriate Cash or 
Cheque Processing Centre by Security Plus.   
 
 

5. Cheque Control 

 

5.1 Under no circumstances should any of the Council’s cheques be altered.   
The Council has given an undertaking to the Bank that it will not alter any cheques.  A 
cheque which has been altered will be treated as an improper attempt to obtain payment. 
 
5.2 If an input error means there’s a small mistake in the spelling of their name the 
payee should be encouraged to bank the cheque.  Most banks accept this situation when 
the funds are being paid to an account.  However if an error leads to the payee line 
bearing no resemblance to the person or company involved the cheque must be 
recovered and returned to the Section 95 Officer before a replacement can be issued. 
 
5.3 Requests to issue or re-issue a cheque to another payee should normally be 
refused.  The Council is obliged to pay its creditors but not to settle affairs on their behalf.  
The payee can endorse the cheque and let the third party bank it, or in the case of a 
company which has ceased trading the administrator has the legal power to bank a 
cheque made out in the name of the former business.  Sometimes companies use 
invoice factoring (where they get cash from a bank for each invoice they issue, rather 
than waiting for the customer’s payment) but this doesn’t affect who the cheque is made 
payable to.  There have been instances of fraud elsewhere involving redirected cheques 
and such requests should be treated with caution. 
 
5.4 Sometimes a payee reports that they haven’t received or have lost a cheque.  They 
should be put in touch with the relevant payments section who will identify if the cheque 
has been cashed and put a ‘stop’ on it with the bank.  At least 24 hours should be 
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allowed after this before a replacement cheque is issued and the payee must complete 
and sign an indemnity certificate. 


