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Paying In Process

· To ensure all money deposited into the bank account is allocated correctly it is vital that anyone depositing money completes the Lacrosse Scotland Paying In Form, and sends a copy to both the budget holder and the treasurer.

Completing the Form

1. Fill in your name and contact details, to allow for quick communication if any queries arise over the deposit

2. Add the date you paid the money into the account, or posted it to the bank.

· This makes it easier to track on the bank statement, and to see when it as ‘arrived’ at the bank.

3. For each cheque include

a. Name on the cheque

b. Amount the cheque is for

c. Relevant budget code

· If a cheque is to be split between more than one budget, please indicate this clearly in the budget code column.

NB. Without a budget code the money will not be allocated correctly, and it will not be able to be spent!

4. Once the form is fully filled in send a copy (either electronically or via surface post) to the treasurer and the relevant budget holders.

(Remember to keep a copy yourself, to ensure any questions about a deposit can be answered quickly and easily)
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