Electronic Funds Transfer
Information Booklet

updated April 2023




What is EFT?

Electronic funds transfer
(EFT) is the electronic
exchange, transfer of money
from one account to another,
either within a single financial
institution or across multiple

institutions, through computer-

based systems.
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Why use EFT?

We encourage Treasurers to use Electronic Funds Transfer.
Benefits of using EFT:

Faster process m
No lost cheques ! m
No fee for cheque/s cancellation

Takes several minutes to finalise the transaction

NN XX

Club able to print a receipt immediately after transaction has

been completed



What does a Club need to do?

O steps to start using EFT in your Club

Contact National

Contact bank Discuss your Oféilf_lt_a _:_o requi_st
where your . an ransaction
Club hag your ;T;%rr‘,i ‘f:l;g <t)vL\:ro Form Sendlerpail EFT Record the
Club’s signatories for payments to The Transaction Form transactlon, in
account Smith Family* to VIEW National your Club’s
If bank recommends Office Cashbook

you to change the
bank account, please
contact VIEW National
Office for supporting
documents

EFT Transaction Form with
Club's unique Reference
Numbers will allow The

Smith Family to recognise
your Club’s payment and
allocate the funds
appropriately.

* This form is only required for EFT payments to The Smith Family.
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6 digit Code to Process Transaction

C%w@ nss’.ss ® i

A security token is a key ring
sized device that is used by
individuals approved to
authorise transactions made via
Internet Banking. Each time the
Club Committee members
transact via Internet Banking
signatories will be asked to
enter the security device code
that is displayed on club’s

security device at that time.

5

Banks may operate under different
systems, e.g. some banks send a
SMS message with 6 digit code to
authorised person to process the
transaction.

Please contact your bank to
discuss your options.

g' Note: All transactions must be
authorised by two registered
signatories.



Making Payments

We encourage Treasurers to use EFT to pay venue hire, meals, functions, any
payments to The Smith Family, and any other transactions related to your Club.

Club can use EFT to process the following payments to The Smith Family:

K

General Donation, including Annual Subscriptions

K

Winter Appeal

K

Christmas Appeal

K

Toy & Book Appeal

K

LfL Sponsorship

K

Digital Learning Essentials (DGLE) Program

K

Joyspreader Gifts

K

Payments for invoices (stock/merchandise and Joining Fee)
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Payments to The Smith Family
Process

Club is required to follow the correct process to ensure the Club’s
transaction/s are identified and funds appropriately allocated.

1l
L

1. Complete your Club's EFT Transaction Form. Upon request, National Office
provides a Club with an EFT Transaction Form with that Club's unique Reference
Number.

2. EFT via online banking. Use your Club's Reference Number as a descriptor of the
transaction when online banking. If this descriptor is missing we are unable to allocate
funds appropriately.

All EFT transactions must be authorised by two signatories. Check with your bank
to confirm this has been set up correctly.

3. Email completed EFT Transaction Form. Email to National Office
view@thesmithfamily.com.au your completed EFT Transaction Form after each transaction
to The Smith Family.

4. Record transaction in VIEW Club Cashbook. Each EFT transaction must be recorded in
your VIEW Club’s Cashbook and a copy of your receipts should be kept for audit purposes.
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Using EFT Transaction Form for
Payments to The Smith Family

EFT Transaction Form 2023 {E

The Smith Family Account detalls to transfer your club's fusids \'a'.lEIW
D58 £33003-Account Number: 433220

Each year National Office provides updated

Club Contact Position Contact Name

i = EFT Transaction Form with Club’s details

& Appuals Club’s Reference Number | Amount

General Donation 1123345VIEWGEN s .

e — and unique reference number for eac
Danation TSF Winter Appisal 1123345VIDWWIN | 5

TSF Christmas Appeal 1123345VIEWEME | 5 .

B SR % transaction
Learning for Life Sponsarship Chib's Reference | Amount .

Number

Cusrent ost: Renewed 1123345VIEWLFLR [ 5
» schach (kindergarten-¥rid) - $660 | A Mew student (Sease use this of Oubwould 3 %
® Senior Schoal {Year 11617} - 55935 | Hhe to spancor an additional shudent| iiadmnling: =
# Tertiary (Sharea®| - 51,320 [Payment in advance (lull amount oaby) L1233A5VIDWLFLA | 3
Relevant student IDs t' t I
il e : Evel y liIMme yOou process payment piease

31,320, FI pansarship

Dightal Learning |DELE] Program - NEW Amount

. g n .
g T rm— complete this Form and email it to National
IyiRsEAyr Gift Donation Cost Cluly's Reference Number | Amaunt
Literary Suppart Pack 5 a0 112345VIEWZIGEDNDE | & H H H H
Canesr Mentoring Frogram 5 3500 T123345VIEW Z3GGDNGS 5 I Ce VI eW eS | I I I al I I I v. COI I l - a u -
Numeracy Suppart Pack 5 40.00 1123345VIEWZAGGDNGT -] =4
Student Reading Program 5 50.00 1123345VIEW 230G0N01 3
Clasing the Gap E] 55.00 1123345WMEWZAGGDNLE s
Ruading Lssentials Pack H 70.00 1123345VIEWZIGGDNTL H
SmArts Program PR 12335V TIGE0RIE |5
Suppart a Learning Clob T T 12335 VICAZIGE0RET |5
Primary School Pack 5 95.00 1123345VIEWAGGONL S 5
Work Inspiratians Pragram BT 1123345 VICWIIGE0R1S |5
High Schoal Pack 5 1m 1133345 VICAZIGEORIE |5 WALz
Indigenou: Mantership § 1000 1123345VIEWZIGEONGE g 5 7 N t . Th A F d t b I t d |
Nurbuting hepiratians 5 10m 12305 VIDAFIGEDREE |5 O e o IS Orm nee S O e Com p e e On y
Indigenous Learning Fack 5 22000 1123345VILWEIGGEN20 5 -_
nternet Access Twe Terms 5 36000 123345 VIDAZIGEONIE |5 . .
L for EFT payments to The Smith Fam||y_
A

1|

Stock and Joining Fes (upon Involkes Club's Reference Number mount
Payment for Inwaice/s B 1123345WIEW 23V 1

TOTAL EFT transaction amount: | § |

Please email thiz Form to Mational Office at view@thesmithfamily. com.au whan you complate the
Electronic Fund;Tmns!‘er.l
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Club’s Unique Reference Number

Each EFT transaction requires your Club's Reference Number for processing and will
consist of your Club's Supporter ID and a code. This allows The Smith Family to recognise
your Club’s payment and allocate the funds appropriately.

For example: if Club pays for LfL student renewal the Reference Number will be

“836910VIEWLFLR”
536910 VIEW LFLR
Club's Supporter ID Recognised as VIEW LfL sponsorship renewal
Club
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Recording Transactions In

VIEW Club Cashbook

Every time you process electronic transaction, please remember to record it in your VIEW
Club’s Cashbook on the Expenditure page and keep a copy of the receipt for Audit

purposes.

Please record the following transactions in the following columns:

“Donations”

» (General donations

* Annual subscriptions
*  Winter Appeal

« Toy&Book Appeal

» Christmas Appeal

» Digital Learning Essentials (DGLE) Program
« Joyspreader Gift Donation
“Joining Fee”
* Invoice amount for Joining Fee
“Learning for Life”
» All transactions for LfL students
“Other”
» Invoice amount for any stock purchased

10

EXPENDITURE FOR MONTH: JUNE
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Using EFT for stock/merchandise
and Joining Fee

Clubs can use EFT to pay for stock and Joining Fee/s. On receipt of an invoice
from National Office please complete your Club's EFT Transaction Form.

Please note: in the section “Stock and Joining Fee” the invoice/s number must
be listed.

National Office
process the order VIEW Club VIEW Club completes

and/or application and receives the and emails the EFT
issues a tax invoice invoice and sends Form to National

Club sends/emails
Membership forms
and Stock Order
forms to National
Office for prompt
processing

along with the | payment via EFT. Office within 2

membership badges business days of EFT
and/or stock items payment.

For more information please read “FAQ: EFT payments to The Smith Family’.
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Frequently Asked Questions
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FAQ EFT payments to The Smith Family V[eW

2.

Did you know that Clubs are able to use EFT to pay for any Club related transactions eg. venue hire,
meals, functions, and any payments to The Smith Family.

‘What's new? Clubs can now pay for stock/merchandise and new member joining fees throwgh their
Club's EFT.

‘Some Clubs have been using EFT for many years and will know the process well. Other Clubs may
like to consider this payment method in the future.

0.1. What is EFT?

Electronic funds transfer {EFT) is the electronic exchange, or transfer of money from one account to
another, efther within a single financial institution or across multiple institutions, through
computer-based systems.

0.2. What can Club’s use EFT for?

1. Clubs can use EFT to pay for any Club refated transactions eg. venue hire, meals, functions,
etc.

2. Clubs can make donations, sponsor Leorning for Life students, pay member subscriptions
and purchase Joyspreader Gifts throwgh The Smith Family.

3. Clubs can now pay for stock and new member joining feafs.

Before you start - Check with your current bank and confirm that your Club’s account has been set
up to uze EFT correctly. Some banks have different requirements. At the same time you may like to
check your Club’s transaction limit which can affect muitiple EFT payments, see 0.11. below for
more details.

All EFT ions must be authorised by two si ies. Once you have establizhed that EFT
has been set up correctly on your VIEW Club Account you need to follow the VIEW Ciub standard

process.

0.3. What is the EFT process?
1. Complete your Club's unigue EFT Transaction Form (see Q4)
. Send payments viz EFT {online banking) including your Club’s Urique Reference Numbear
[s2e O.5.} for the relevant items.
3. Email completed EFT Transaction Form to view@thesmithfamily.com.au

FAQ: EFT payments to The
Smith Family is available at

view.org.au/resources/organi
sational-information/
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NOTES
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