O ABRI

AUSTRALIAN BATTERY RECYCLING INITIATIVE

BANKING APPROVALS PROCEDURE

Purpose
To describe procedures that must be followed in the approving ABRI banking fransactions.

Signatories

Signatories fo ABRI accounts include:
= President

= Vice President

= Treasurer,

= CEO

Accounts
ABRI has three primary Bank Australia accounts:

=  ABRI Card Access with a maximum limit of $1,000,

=  ABRI Transaction Account to be used for typical operations financial fransactions, and
= ABRI Saver Account to be used for ABRI savings.

Procedures
Approach to adding / changing Who
signatories or signatory limits
When a change in signatories occurs, the motion and decision CEO
must be noted in the minutes at an Executive or General Meeting.
L 4
New signatories are then required to register as
a customer with Bank Australia. This requires verifying ID on the N . ;
Bank Australia website (this should not require the new signatory ewsignhatory
create a new account).
L 4
A “Signatory application form™ must then be completed President, second existing signatory
indicating that it applies fo all ABRI accounts. and new signatory
L 4
A "Request to vary internet banking limits” must be completed to President, second existing signatory
enable Bpay limit to be set at $50,000 for the new signatory. and new signatory
L 4
Both forms plus the minutes of the meeting must then be provided
) CEO
fo Bank Australia.
L 4
Important to follow up with Bank Australia as they may not follow
CEO
through.
L 4
Once the accounts have been assigned fo the new signatory, the
new signatory will be required to register with VIP access (a phone New signatory
app) and link their access to the ABRI accounts.
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1. Transactions related to the ABRI Card Access will cover for incidental expenses with sole approval

by the CEO.

2. Transactions related to the ABRI Saver Account and the ABRI Transaction Account will be created

on the ABRI drop box and Bank Australia using the following process:

Process steps Image Who
Do more with your files today. Sign, fax, edit, and more. [EURCILL
£+
Eilos Drc”pb:xc; ABRI > ABRI Invoices a hQ
Invoices will be posted on i
the ABRI drop box — ABRI e & CEO
Transactions Folder cunkisn e
BAS Statements ¥
Z ABRI Invoice Archive ¥r
A 2
|nVOiceS for SUbCOnTrOCted s ASHINY MOBE03 Asx .1 berzhip 210000001 terday 71 embers
activities, for example
BatteryBack, are placed in
o CEO
the Waiting for Payment
folder until funds are o . S
received. ; ok s [
A 2
Initiate a payment - click ! BorkAstole 3 | e 0 ©@ & o
On TrOnS fer / P(]y On d Accounts Transfer/Poy Services Apply Settings Help CE O
select Business banking e G o Eem R R
A 2
—
. Bank Australia @ — 0
| Accounts Transfer/Pay Services
Select create a ‘batch’ Business banking
CEO
I Batch history
All Pending Scheduled
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‘ Process steps ‘ ‘ Image ‘ ’ Who
—
. Bank Australia G — O
| FesoneLE ANl Accounts Transfer/Pay Services

Select the appropriate
bank account (Double Create batch
check this as it is easy to

case below it is the ABRI

. CEO
Transactions account.
Name the batch and click e
a . ABRI transactions $62,067.47
the plﬂk create batch Q Acc. 12123813 Avail. $62,067.47
button. Your security level allows you full access to the selected account.
Type batch name here
L 4
—_
. Bank Australia G — 0
| R e Accounts Transfer/Pay Services
Create batch
Name ’rbe batch and click F Upload batch
the pink create batch
CEO
button.
From account:
ABRI transactions $62,067.47
Q Acc. 12123813 Avail. $62,067.47
Your security level allows you full access to the selected account.
Type batch name here
L 4
—
. Bank Australia @ — O
Jp. PestodeRLERANGHG Accounts Transfer/Pay Services
Business banking
< Back
Click on + Add Payment . Type batch name.... CEO

Q ABRI transactions $62,067.47

Acc. 12123813 Avail. $62,067.47

© Add Payment $0.00
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‘ Process steps \ ‘ Image ‘ ‘ Who
2
—
. Bank Australia ﬁ — O
P PERHERERAN Accounts Transfer/Pay Services

Business banking

< Back

Type batch name....

Select Anyone

CEO
ABRI transactions $62,067.47
Q Acc. 12123813 Avail. $62,067.47
© Add Payment $0.00
O O 1 B
Transfer Customer Anyone BPay
L 4
Send an email notification
to potential approvers
CEO

indicating there is a need
to approve a transaction

3. Approval of these transactions require 2 approvals using the Bank Australia Batch invoicing
process, as follows:

Process steps | \ Image | \ Who

Logon to the Bank
Australia website and Signatories
sign in
$

Click on Transfer / Pay and ! Bork Australa. B3 = ) %) & ®

select Business banking Signatories

Transfer between Pay Someone. BPAY Scheduled Business banking International
your accounts tronsfers transfers

9
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. Bank Australia G — O

Accounts Transfer/Pay Services

Business banking

Create batch I Batch history

Select a batch by clicking " e e

on the three dots Signatories
Unscheduled batches
Associations Forum $2,100.00
Macintypg IN 19731
4
—
. Bank Australia @ — 0
| el Accounts Transfer/Pay Services
Business banking
I Batch history
“ Pending Scheduled
Choose the approve
Opﬁon Unscheduled batches Signcﬁories

Associations Forum $2,100.00

Macintype IN 19731 $231.00

9

P 4

9

Once the first approval is
made, the signatory will
add theirinitials to the AS-INV-060 ABRI Q4 Expenses 6,950.92 AM Signatories
invoice in the ABRI
Invoices Drop Box Folder
1 4
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Once the second
approval is made, the
signatory will add their

initials fo the invoice in the

ABRI Invoices Drop Box

Folder and email the CEO
confirming the fransaction
is complete

9

The CEO will periodically
check the drop box folder
and move completed
invoices to the paid folder.
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