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This Guidance provides the information you will need for paying in your monies and other related paying in activities. Please read and ensure you can access the ‘related documents’ in particular the ‘paying in book and paying in stationery order form’.  
You should already know if you are paying in by one or both of the following methods:  

1. G4S or other cash collection service  and/or

2. Direct at a Barclays branch 


Whichever method you use you will need to ensure you follow the correct procedures, in particular if you use a cash collection service, as there are strict processes to be followed – as detailed in the ‘Step by Step Guide to Bagging Up’. Any monies/cheques not correctly bagged up for your cash collection service will be delayed or could potentially get lost..

Related documents on the website
You can access the following documents by clicking on the link below
https://www.birmingham.gov.uk/downloads/download/1741/barclays_banking_arrangements_for_schools
· Paying in Book and Paying in Stationery Order Form 

· Step by Step Guide to Bagging Up
· Quick Guide to Bagging Up
· Drop & go facilities

G4S collection service 

Ensure you have read through the ‘Step by Step Guide to Bagging Up’ and are familiar with the  G4S – Security Procedures. You will need to follow the G4S guidelines to avoid any unnecessary delays. These are available on request from G4S.
G4S - arranging a new or stopping an existing G4S collection
You will need to contact Birmingham City Council, Corporate Procurement Services. Call: 0121 464 8000 or email CPS@birmingham.gov.uk for further information. 
G4S – arranging a temporary change to your collection 

You will need to contact G4S  Customer Services email g4scustomerservices@uk.g4s.com  or telephone 0844 800 4205 to make a temporary change to your collection date or frequency.

Ordering G4S bags/containers 
All G4S stationery must be ordered direct from G4S by emailing:  g4scustomerservices@uk.g4s.com. Please note you will need your contract number (this can be found on the G4S receipts).
G4S contact numbers 
· G4S Customer Services: for questions regarding your G4S collection service such as a missed collection, please contact the G4S Customer Services (ask for the BCC Co-ordinator) Call: 0844 800 4205 

Barclays branch – paying in

You can pay in at a Barclays branch at any time and rather than standing in a queue save yourself some time and use the ‘drop and go facilities’ but you must always use your Barclays paying in (giro) slip making sure you complete the required boxes. 

When paying cheques in please ensure the total number of cheques is written on the front of the paying in slip along with the total amount (£) of the cheques. On the back of the paying in (giros) slip please list each cheque number and cheque amount.   

Barclays contact numbers
· Barclays Cash & Cheque support team: for queries on credits paid in by a cash collection service Call: 0345 835 9538
· Barclays Bank - Sara Reed, Client Service Executive: for all other queries email: client.service4@barclays.com or if it is urgent Call: 0800 206 1707.

Posting income on the portal

Please post your income on the Voyager income portal as soon as the paying in slips have been completed. Failure to do so causes a number of problems and there is a possibility that your budget could lose income due to it.
Ordering a new paying in book 
(This can only be done via the ‘Paying in Book and Paying in Stationery Order Form’) 
Step by step instructions are provided below and any attempts to place an order through the City’s Cashiers team, directly with Barclays or by any other method will be refused and only lead to delays: 


Barclays paying in books can be ordered by completing the ‘Paying In Book and Paying in Stationery Order Form’ which can be accessed via:  
https://www.birmingham.gov.uk/downloads/download/1741/barclays_banking_arrangements_for_schools
1. Once you have opened the form and with the ‘Selection’ worksheet tab in view, please left click on the appropriate macro button

2. Then left click on the drop down menu (yellow cell) and choose the relevant Site. If your site is not listed please see the ‘registering a new site for paying in’ section below

3. You will notice this has a 3 digit site number prefix– please check this corresponds with the one in the bottom left hand corner of your current paying in book (the 1st three digits)
4. Left click on the relevant button to access the appropriate order form

5. Now complete all of the red cells; Quantity of Books, Sequential Number, For the Attention Of and Name

6. Please enter the next sequential number that follows your last paying in slip (e.g. if the final slip number is 150, then enter 151 in the red boxes below)
7. Please check the delivery address is correct? If not please see the ‘changing your site address/name’ section below
8. Once all of the red cells have turned white, save the document and email to:  clientcreditbooks.barclays@communisis.com 

9. When sending the email ask for a READ receipt 
10. You will receive this automated response; ‘Thank you for your paying in book order. This will be processed by Communisis on behalf of Barclays. If you have any questions or a query around your order, please refer to your usual Relationship Team.’


Barclays have informed us that the typical turnaround time for processing an order is 
7 to 10 working days.

Ordering your Barclays paying in stationery 

(This can only be done via ‘Paying in Book and Paying in Stationery Order Form’) 

Step by step instructions are provided below and any attempts to place an order through the City’s Cashiers Department, directly with Barclays or by any other method will be refused and will only lead to delays: 


Barclays stationery can be ordered by completing the ‘Paying In Book and Paying in Stationery Order Form’ which can be accessed via: 
https://www.birmingham.gov.uk/downloads/download/1741/barclays_banking_arrangements_for_schools
1. Once you have opened the form and with the ‘Selection’ worksheet tab in view, please left click on the appropriate macro button
2. Then left click on the drop down menu (yellow cell) and choose the relevant Site. If your site is not listed please refer to the ‘Registering a new site for paying in’ section below
3. You will notice this has a 3 digit site number prefix – please check this corresponds with the one in the bottom left hand corner of your current paying in book (the 1st three digits)
4. Left click on the relevant button to access the appropriate order form
5. Now complete ‘column F’ the quantity required 
6. Please check the delivery address is correct? If not please see the ‘changing your site address/name’ section below
7. Enter your name and telephone number in the red cells
8. Save the document and email this to Barclays at: barclaysgroup@bbanner.co.uk
9. When sending the email ask for a READ receipt. 

Barclays have informed us that the typical turnaround time for processing an order is 
7 to 10 working days.

Changing your site address and/or name
Please email the following information to cashiers.income.control@birmingham.gov.uk: 


· Site ref number (first 3 digits in the bottom left hand corner of the paying in book)

· Site name (current)

· Site address (current)

· Change required for example new address

Please allow 5 working days for the changes to be processed and updated to the ‘paying in book and paying in stationery order form’. After this time you should be able to see the changes on the order form online and order the paying in books and any required Barclays paying in stationery if not please email: cashiers.income.control@birmingham.gov.uk 
Registering a new site for paying in

Please email the following information to cashiers.income.control@birmingham.gov.uk: 


· Site name 

· Site address 

· Contact name
· Contact email address/ number
Please allow 5 working days for the changes to be processed and updated to the ‘paying in book and paying in stationery order form’. After this time you should be able to see the changes on the order form online and order the paying in books and any required Barclays paying in stationery if not please email: cashiers.income.control@birmingham.gov.uk 
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