CHANGE OF PETTY CASH ACCOUNT DETAILS FORM  


The attached suite of forms enables you to change various elements of your petty cash account.

· Page 2 - Change of address or account name

· Page 3 - Change of authorised signatory

· Page 5 – Change of nominated contact

· Page 6 – Change of open credit agreement details

Please complete as appropriate and return scanned version and original signed version of page to your Finance Rep as per below:

	Non Schools: 

Adults and Children Finance Coordination Team

City Finance 
Birmingham City Council

PO Box 16306
Birmingham B2 2XR
	Schools:
Schools Finance Team -  Petty Cash

Children’s Finance
Birmingham City Council

PO Box 16306
Birmingham B2 2XR

	Email:Nonschoolspettycash@birmingham.gov.uk
	Email:SchoolsPettyCashAdmin@birmingham.gov.uk

	Telephone: 0121 675 1255
	Telephone: 0121 675 7776


CHANGE OF NAME OR ADDRESS

If you need to make a change to the details currently held for your Imprest (Petty Cash) Account for example; address or name, you should complete the following form and submit this by email to Your Finance Rep as detailed below
	Account Name: 


	

	Imprest (Petty Cash) Bank Account Number: 


	

	Change required: 

	

	If moving please provide date of the move: 
	

	Current address: 

	

	New address: 

(if applicable)


	

	New account name: 

(if applicable)
	

	Anything else we need to know? 


	


We will forward your change request to Barclays bank, please note this will take 5 working days once we have passed it to Barclays. During this time you should NOT order any cheque books, paying in books or Barclays paying in stationery.  
CHANGE OF ACCOUNT SIGNATORY
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Imprest Account Signatory

	


	Account Name:

	

	Account Number:

	Sort Code:



AUTHORISED SIGNATORIES
	Full Name & Title:
	

	Job Title:
	

	Signature:


	


	Full Name & Title:
	

	Job Title:
	

	Signature:


	


	Full Name & Title:
	

	Job Title:
	

	Signature:


	


	Full Name & Title:
	

	Job Title:
	

	Signature:


	


	Full Name & Title:
	

	Job Title:
	

	Signature:


	


REQUEST APPROVED BY:

(eg. Head Teacher, Head of Service, Centre Manager)

	Full Name & Title:
	

	Job Title:
	

	Signature:


	


CHANGE OF NOMINATED CONTACT FOR ACCOUNT
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Nominated Contacts Form

	


ADDING /DELETING CONTACTS FOR IMPREST ACCOUNT QUERIES
	Account Name:


	

	Account Number:


	Sort Code:




AUTHORISED SIGNATORIES




ADDITIONAL CONTACTS

Delete







Delete

	Full Name & Title:
	
	
	Full Name & Title:
	

	Job Title:
	
	
	Job Title:
	

	Email
	
	
	Email
	

	Phone number
	
	
	Phone number
	


Add







Add

	Full Name & Title:
	
	
	Full Name & Title:
	

	Job Title:
	
	
	Job Title:
	

	Email
	
	
	Email
	

	Phone number
	
	
	Phone number
	


Delete







Delete

	Full Name & Title:
	
	
	Full Name & Title:
	

	Job Title:
	
	
	Job Title:
	

	Email
	
	
	Email
	

	Phone number
	
	
	Phone number
	


Add







Add

	Full Name & Title:
	
	
	Full Name & Title:
	

	Job Title:
	
	
	Job Title:
	

	Email
	
	
	Email
	

	Phone number
	
	
	Phone number
	


CHANGE OF OPEN CREDIT AGREEMENT DETAILS  FOR ACCOUNT
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Open Credit Agreement

Standard Authority form

Please note: This form will replace all current Open Credit signatories at the branch chosen in the boxes below. It is imperative that you include all new and current signatories on this form to prevent existing signatories from being deleted.
Please complete all sections in black ink using a ball point pen and block capitals.
Customer Details

Please state the full account details on which you require the Open Credit Arrangement established. If a further Open Credit Arrangement is required on a different account, a separate Open Credit Arrangement Authority Form must be completed.
	Full Name of Organisation
	BCC-

	Full Name of Account
	BCC-


	Sort code
	
	
	
	-
	
	
	
	-
	
	
	


	Account number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Bank details from where you wish to make withdrawals
	Bank Name
	BARCLAYS BANK

	Nominated Branch Outlet
	

	Address 
	

	Postcode (if known)
	

	Sort Code (if known)
	

	Outlet ID (if known)
	


Limit

	Limit
	£


	
	Per Cheque (NB schools limit is £200.00 per cheque)


Open Credit Arrangement Expiry Confirmation
	Open ended arrangement without an expiry date
	Until Further Notice


	X


Nominated Encashment Officials Specimen Signatures and Limits
Please provide a specimen signature for each official who has the authority to cash cheques on behalf of the organisation. Cheques must be signed in accordance with the Appointment of Bankers/signing mandate. Please list all the names on one form. Please note - This form replaces all previous Standard Open Credit Authority instructions. If any nominated officials require adding or removing a new Open Credit Arrangement Authority Form requires completing.
	Officials Name
	

	Specimen Signature
	


	Officials Name
	

	Specimen Signature
	


	Officials Name
	

	Specimen Signature
	


	Officials Name
	

	Specimen Signature
	


	Officials Name
	

	Specimen Signature
	


	Officials Name
	

	Specimen Signature
	


The nominated official will be required to sign the back of the cheque; the branch will then validate the official's signature against the above specimen signatures.
Note to bank staff: Please check cheque signatories to the mandate via SRS
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