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DANDENONG HIGH SCHOOL 

DIRECT DEBIT PAYMENTS POLICY

[Electronic Banking]

Implementation
· Direct debit payments for local payroll, reimbursement to staff, and payments to creditors are made thorough ANZ Internet Banking from the School’s Official Bank Account.

· This facility was set up in 2004 with School Council and bank account authorised signatory’s approval as an efficient alternative to cash and cheques.
· The Principal, Associate Principal, Business Manager and Human Resources Manager are the only staff to have access to using ANZ Internet Banking.

· ANZ Internet banking has a high level of security and protection against unauthorised use, including message authentication which ensures that any changes to transmitted information can be detected.

· Payee details are entered into CASES 21 and downloaded or entered into ANZ online.

· Authorisation for internet payments will be via authoriser and supervisor passwords.
· The preparation for payments is made by Mrs Shirley Crawford or Mrs Julie Cain.
· Authorisation must be made by 2 bank account signatories nominated by School Council Finance Committee.
· Payment vouchers produced by CASES 21 are signed by two bank account signatories and verified against the ANZ internet confirmation report and the import external file report.

· Documentation kept by the school confirming all transactions related to the account such as purchase orders, invoices, payment vouchers, payroll listings, import external file report ANZ Internet  confirmation reports detailing transactions, and relevant CASES 21 reports are filed.

Evaluation:
This Policy will be reviewed as part of the school’s three year review cycle.
School Council Endorsement Date:

21st June 2016
