Business Cheque Encashment Mandate Completion Guidelines
To enable a Business Cheque Encashment request to be processed as quickly as possible, please ensure
you have answered all of the questions on the form.
The form must be completed in block capitals and must be legible so the Post Office branch can
complete the transaction. Please do not submit forms with crossed-out or amended text as such
changes will cause confusion to Post Office branch staff.

Section 1

One of the options must be ticked by the requestor. A new request is when the service is being
requested for the customer for the first time. Where the Amendment option has been ticked this
must only be where there is a current mandate in a Post Office branch for this customer. This would
typically be required when there is a change in signatories or daily withdrawal limit. The reason for
amendment should be included in the relevant box, this enables Post Office to identify it as a change
and so the original indemnity can be withdrawn and replaced with the new request.

Section 2

Site Reference is important where a large company has multiple branches (bookmaker, Pub chain
etc.). The reason for this is that should some of these branches use the same Post Office branch it is
important they scan the correct mandate as this controls the maximum withdrawal limits,
signatories etc. Where a smaller company is using the Business Cheque Encashment service, then
this box may be not applicable.
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Section 3

It is vital the Post Office branch postcodes are completed correctly so the customer preferred
branch can be identified.
Please indicate the number of visits the customer will make in a week. Please do not tick more than
one box, a general indication is required to ensure we are able to fund the customer’s cash
requirements. Where the customer wants to visit at an unusual frequency (say once or twice per
month) please do not tick the days boxes but complete the ‘Other Please Specify’ box with the
details.
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Section 4

Both boxes must be ticked to confirm Payees name and that the correct ID will be available from the
customer when they visit the branch.
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Section 5

Only one option of how many people who are required to sign the cheque must be ticked. If both
are ticked this will cause confusion in branch and rejection. The forms must be signed and dated.
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