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Payment Process 

 

 

 

 

 

 

Donation Process 

 
Online 

Donations 

Transfer 

directly to the 

bank 

Record in the 

donation 

database 

Cheque 

Donations 

Deposit to 

accounts 

Record in the 

donation 

database 

Receipt 

produce as 

required 

Receipt 

produce as 

required 

Cash 

Donations 

Collect from 

Vihara by a 

Trustee 

Deposit to 

accounts 

Receipt 

produce as 

required 

Record in the 

donation 

database 

Donation 

box 

Open Donation Box  

Bi monthly and count by 

at least two Trustees 

Deposit to 

accounts 

Record in the 

donation 

database 

Emergency 

Payments up 

to £500 

Work 

complete and 

invoice issued 

Invoice and 

Paid receipt 

saved 

Payment set up 

and approved 

by 2 Trustees 

Record in the 

Payment 

Database 

Scheduled 

Payments 

Invoice 

and Paid 

receipt 

saved 

Payment set 

up and 

approve by 2 

Trustees 

Record in 

the 

Payment 

Database 

Approve by 

Trustees.  

Record in the 

Payment 

Approval log.  

Work 

complete and 

invoice issued 


