Banking Procedure for Company Technicians

Technicians are required to bank all company money:

Wednesday and Thursday takings to be banked Friday.
Friday, Saturday, Monday and Tuesday takings to be banked Wednesday.

Step 1. Write your cheque details on to the EBD Credit as highlighted.

Step 2. Write cash break down on EBD Credit and Express Bank Deposit (EBD) Bag as
highlighted.
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Step 3. Write total $$amount of cheques on Express Deposit Bag as highlighted.

Add amount of cash and cheques together and write total amount on EBD credit.
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Step 4: Place cash in the top section of the the EBD Bag.

Place EBD credit and cash slips and cheques in the bottom section of the bag in this
order.

Take a clear photo of the Express Deposit Bag as shown below.

Email the photo to your Line Manager and Area Administration Assistant before
1.00pm Wednesday and Friday.
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Step 5: Tear off the bag reference number and attach to daily reconciliation forms.

Step 6: Take the completed Express Deposit Bag to the local National Australia Bank.

Either:
e Go to the branch and have the teller receipt it over the counter.

OR
e Put the bag in to the Express Deposit box ensuring it has dropped down.

Please Note:
Sometimes money bags can be jammed and will not fall. Without checking, someone else could
the grab the bag. Some machines will not always provide a receipt.

If you are absolutely unable to make the bank on time email your Line
Manager and Area Administration Officer asap.

Notes to remember:

+ When you get to the re-order slip on your EBD deposit book, take it in to the NAB Branch
when you are banking.

++ Please contact your Area Admin Officer if you are getting low on EBD bags. DO NOT leave
it until you have used your last one.



