Post Office® Service –
Business Customers

Virgin Money Business Banking at Post Office® branches
To make banking with us even more convenient, we’ve teamed up with the Post Office to provide some useful basic services. This will allow you to do
the following with your Virgin Money current and savings accounts (in sterling only):






Cash deposit
Cheque deposit
Cash withdrawal
Account balance
Change giving

This leaflet explains how to use the Post Office Service for your basic banking. The full details are contained in the Post Office Service Terms and
Conditions on our website. If there is anything you’re not sure about, please get in touch.
How to use the Post Office Service
1. Cash deposit*
Using your debit card
The quickest and easiest way to pay cash into your account at a Post Office branch is with your debit card.
Give them the cash and insert your card into the reader (without entering your PIN). They’ll then ask you to confirm the amount by pressing enter on
the pin pad and give you a receipt for the deposit. Please check everything looks right on this receipt and keep it in case there is any dispute with
the transaction.
The cash will be credited to your account immediately and available to use straightaway (if paid in before 4pm on a working day). If you deposit cash
this way after 4pm - or all day on a Saturday or Sunday - the funds will show in your account immediately but won’t be processed until the next
working day.
For example:
 If you pay in £50 cash using your debit card before 4pm on Monday, it will be credited to your account and be available to use on Monday. If you
pay it in using you debit card after 4pm that day, it will be available to use on Monday but not processed until Tuesday.


If you pay in £200 in cash using your debit card before 4pm on Friday, it will be credited to your account and be available to use on Friday. If you
pay it in using your debit card after 4pm on Friday, it will be available to use on Friday but not processed until Monday.

Using a pre-printed bank giro credit slip
If you don’t have a debit card, you can deposit cash with a pre-printed slip.
Give them the cash and completed credit slip. Your cash will be counted straightaway and when the amount has been agreed with the cashier, the
credit slip will be returned to you. Your account will normally be credited one business day after it has been accepted by the Post Office, subject to cutoff times. You will be provided with a printed receipt for the deposit and this should be checked for accuracy and retained in case there is any dispute
with the transaction.
*Some Post Office branches cannot accept cash deposits over £2000, therefore if you anticipate paying in over this amount, you should ask at the Post
Office branch you wish to use if they can accept your transaction.
If you require to make cash deposits in excess of £10,000 per week or containing more than £50 in coin per deposit, it will be necessary for us to make
prior arrangements with the Post Office. Please give us a call on 0800 345 7365 in order to identify the appropriate Post Office branch for you. It may be
that an alternative service may be offered.
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2. Cheque deposit
To pay cheques and postal orders into your account at a Post Office branch, you’ll need a pre-printed bank giro credit slip and a Post Office Service
cheque deposit envelope. Envelopes are available from all Post Office branches.
Cheques and postal orders will need a pre-printed credit slip and a Virgin Money cheque deposit envelope. Envelopes are stocked at all Post Office
branches. Cheques paid to your account must be payable to account named on the credit slip. It is also imperative that all details on the envelope are
correctly completed.
Give the cashier the sealed envelope and you will in return be handed a receipt which should be retained in case of any dispute. It must be noted that
the Post Office do not process the cheques, they collect the envelopes for onward transmission to a bank processing centre.
It usually takes up to three business days after you lodge the cheque envelope with the Post Office, before it reaches a Bank processing centre, subject
to cut-off times. We will process the cheques in accordance with your account terms and conditions and will be subject to the normal clearing
timeframes.
We recommend you take a photocopy of cheques paid in or alternatively keep a record of the cheque details (amount, drawer, sorting code, account
number and cheque number). No cash, bill payments or non-sterling cheques can be included in the envelope.
3. Withdrawing cash
Withdrawals can only be made using your debit card and PIN at the Post Office. This type of withdrawal is similar to cash machine withdrawals as your
account balance is immediately updated with the amount you’ve taken out. Your daily cash withdrawal card limit will still apply subject to the funds being
available in your account and the transaction will be the same as utilising the ATM.
Tell the cashier that you’d like to make a cash withdrawal using your debit card and let them know how much you want to take out. They’ll ask you to
insert your card into the card reader, confirm the amount and enter your PIN. The transaction will go through or be declined in the same way as a cash
machine withdrawal. If it goes through, you’ll receive the cash and a printed receipt. Please keep this as proof of the transaction.
4. Balance enquiry
Tell the cashier that you’d like an account balance using your debit card – you’ll then be asked to insert it into the card reader. After that, you’ll need to
enter your PIN. The balance will be given to you on a printed receipt.
5. Post Office cut-off times and delays
Post Office branches can operate different cut-off times so it’s useful to ask your branch what theirs is. If a payment is made after cut-off it will be
registered as a transaction on the next business day.
6. Change Giving service
Complete the change order breakdown sheet and order your change on the phone or in person at least 24 hours before pick up. When collecting the
money, take your Change Giving card, order sheet and notes to pay for it. The cashier will review your sheet, count the cash you’re paying with and take
your Change Giving card from you. You will then be provided with the coin requested, your Change Giving card and a receipt which should be retained
should you have a dispute with the transaction at a later date.
This service has a charge which will be applied in arrears.
**Who can use the Change Giving service?
This is only available to Business customers who have completed a Change Giving application form and been approved for the service. This provision is
operated via a Change Giving card and is a pre-arranged service with only selected Post Office branches available to be utilised.
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Post Office® Service

Post Office Service Terms and Conditions
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Definitions
In these Conditions:
“Account” means a current account or savings account, as the case may be, maintained by the Account Holder with us;
“Account holder”, “you”, “your”, “yours” means a person(s) in whose name(s) the Account is maintained and, if there is more than one
such person, includes any, each and all of you;
“Account Terms” means the terms and conditions governing the Account;
“Bank”, “we”, “us”, “our” means Virgin Money. Virgin Money is a trading name of Clydesdale Bank PLC.
“Business Tariff” means the Bank’s Business Banking Tariff Guide for business customers in force from time to time. Copies of the up to
date Tariff are available in all Stores and on our website;
“Post Office” means Post Office Limited, registered in England and Wales (Number 2154540) and having its registered office at Finsbury
Dials, 20 Finsbury Street, London EC27 9AQ.
“Post Office branch(es)” means a branch in the United Kingdom directly operated by Post Office Limited and/or the counter or counter
facilities operated from time to time by or on behalf of Post Office Limited;
“Post Office cut-off time” means the time defined by a Post Office branch as the latest time that a User can pay in cash or deposit cheques
on a particular day, after such time the deposit will be treated as if it was accepted the next working day;
“Post Office Service” means any or all of the services listed in Condition 2 and provided by Post Office Limited our behalf;
“User” means any person with the appropriate mandate on your Account to use the Post Office Service, including an Account Holder and
where applicable an Additional Cardholder. In terms of deposits to your Account, it may also include Your Agent (where applicable); and
“Your Agent” means a person(s) who you have authorised to manually deposit cash, cheques and/or postal orders to your Account on your
behalf.
Any capitalised term used in these Conditions but not defined has the meaning given to that term in the Account Terms.
Post Office Service
The service provided by the Post Office on our behalf to Account Holders is as follows:
2.1.1
an automated cash deposit service allowing Users to credit cash in sterling into your Account at a Post Office branch using a Card
2.1.2
an automated cash withdrawal service allowing Users to withdraw cash in sterling from your Account at a Post Office branch using a
Card and PIN;
2.1.3
an automated balance enquiry service allowing Users to request the balance on your Account via a Post Office branch using a Card
and PIN;
2.1.4
a manual cash deposit service allowing Users to credit cash in sterling to your Account via a Post Office branch using your preprinted Bank giro credit slip; and
2.1.5
a manual cheque deposit service allowing Users to credit cheques drawn on a United Kingdom bank in sterling or postal orders to
your Account via a Post Office branch using a sealed Post Office Service cheque deposit envelope containing your pre-printed Bank
giro credit slip.
Notwithstanding anything in these Conditions, no User should ever disclose their PIN to any other person. Please see the Account Terms for
conditions relating to the use and security of a Card.
Operation of the Post Office Service
These Conditions set out the terms on which Users make use of the Post Office Service. Users will be taken to have accepted these
Conditions by making use of the Post Office Service.
Users using the Post Office Service will be taken to be exercising an appropriate mandate on your Account (including where a Card is used
with the appropriate PIN). Users may be required to provide us or the Post Office or any Post Office branch with such documentation as we or
they on our behalf may require.
These Conditions govern the relationship between Users and the Bank in relation to the Post Office Service and detail the provisions that will
apply when Users use the Post Office Service.
These Conditions are in addition to your Account Terms and/or any other service provided by us.
If there is any inconsistency between these Conditions and the Account Terms or terms and conditions applying to a service provided by us,
these Conditions will prevail to the extent that such an inconsistency relates to the Post Office Service.
Availability of the Post Office Service
Subject to Condition 5.6, the Post Office Service will be available to Users when a Post Office branch is open.
We are not liable or responsible if a Post Office branch is not open, and/ or the Post Office Service is not available for use. We are not liable or
responsible if any Post Office branch closes.
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Credits to the Account
Subject to Condition 2.1, we will accept for credit to your Account, at or via a Post Office branch cash or cheques and other appropriate items
payable to you. We may refuse to accept any items which are not payable to you.
Cash paid into your Account in accordance with Condition 2.1.1 will be received by us on the same day it is received by the Post Office
branch.
Cash paid into your Account in accordance with Condition 2.1.4 will normally be received by us 1 Business Day after the Business Day you
pay it via a Post Office branch.
Cheques paid into your Account in accordance with Condition 2.1.5 will normally be received by us 2 Business Days after the Business Day it
is received by the Post Office branch. Please note that delays can sometimes occur.
We will process cash or cheques we receive pursuant to this Condition 5 in accordance with your Account Terms. Cash will be credited to
your account on the Business Day it is received by us from the Post Office.
Where a User seeks to make a payment into your Account at a Post Office branch after the branch Cut-off Time on any Business Day or at
any time on a day which is not a Business Day, it will be treated by the Post Office as if it was accepted the following Business Day.
Cash withdrawals
Cash withdrawals made by a User at any Post Office branch using a card will be included as part of the daily withdrawal limit that applies to
that card.
Cash withdrawals made by a User at any Post Office branch using a card will be processed in accordance with the Account Terms.
Liability
You are not liable for any losses resulting from any User’s use of the Post Office Service if they are caused by the fraudulent or negligent
conduct of Post Office employees, sub-contractors or agents.
We are not liable or responsible:
7.2.1
for any interruption in the Post Office Service due to circumstances beyond our reasonable control, including, without limitation, for
routine maintenance to automated equipment and/or for the failure or faulty working of any machine, data processing system or
transmission link;
7.2.2
for any delays or errors in the processing and execution of any transaction or instruction in respect of your Account because of any
breakdown or interruption in the Post Office Service due to circumstances beyond our reasonable control;
7.2.3
for any inability, delays or errors by the Post Office and/or any Post Office branch, sub-contractors and agents including any delays
or errors which affect Conditions 5 and 6;
7.2.4
for any losses or interruption in the Post Office Service caused by industrial action (whether or not involving our employees or
employees of the Post Office, sub-contractors or agents);
7.2.5
for any losses incurred due to a failed or declined automated or manual transaction when using the Post Office Service.
Personal information
By using the Post Office Service you authorise the Post Office (including any Post Office branch) and its sub-contractors, employees and
agents to receive and process personal data which you provide in connection with the Post Office Service (including, without limitation, by
recording the personal data in any media and making electronic and other copies of the personal data) to the extent reasonably required in
order to process credits, balance enquiries or withdrawals made by you as a result of using such Post Office Service.
These Conditions shall not operate to limit or reduce the extent of any prior or future data processing notices and/or consents which you have
given or which you may give to us or which have been or may be given to you by us in respect of the use and disclosure of your information.
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Variations
We may vary these Conditions (including in respect of charges) in the same manner as we can vary your Account Terms. Please refer to your
Account Terms variation conditions.
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General
These Conditions are governed by the law of the country in which your Bank Store is situated and subject to the non-exclusive jurisdiction of
the courts of that country.
There may be other external taxes or costs which exist that are not paid through us or imposed by us. For example, you may have a liability to
higher rate tax dependent on your individual circumstances.
These Conditions are written and available only in English and we undertake to communicate to you in English when communicating with you
regarding the Account.
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Trademarks
Post Office and Post Office logo are registered trademarks of Post Office Limited.
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Charges
Charges for use of the Post Office Service by Users are payable by business Account Holders and are the same as those charges that apply
to your Account when carrying out such deposit and withdrawal services at your Store. Charges are published in the Business Banking Tariff
Guide.
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Good banking
We are fully committed to high standards of service, treating customers fairly, helping our customers understand how their accounts operate
and giving them a better understanding of banking services and maintaining confidence in the security and integrity of banks. For further
information please refer to our website or contact your Store.
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Resolving your complaint
Complaints or queries about the Post Office Service should be directed to us. The Post Office and/or any Post Office branch will not address
or receive any complaints from you or any other person or body in respect of or in connection with the Post Office Service. If you are not happy
with any aspect of the Post Office Service, we would like the chance to put it right. Our internal complaint handling procedures are in place to
deal with your concerns when things go wrong. You can contact any Store who will try to resolve your concerns in a timely manner. However,
if having followed our published complaint procedures, you disagree with the final decision we have made, you can refer the matter to the
Financial Ombudsman Service. Details are available on request from any Store or from www.financial-ombudsman.org.uk. Alternatively, if
your complaint is not eligible for Financial Ombudsman Service, you may be able to send your complaint to the Business Banking Resolution
Service (BBRS) for review. For further information, including details on their eligibility criteria, please visit thebbrs.org.
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Telephone calls and security
We draw to your attention that we may record or monitor telephone calls in order to ensure security for our customers and our staff and to help
maintain service quality. We and the Post Office may also use CCTV in or around our premises for the prevention and detection of crime.
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This information is also available in large print, Braille and audio.
Get in touch for more details.

Clydesdale Bank PLC (which also trades as Virgin Money, Yorkshire Bank and B) is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority
and the Prudential Regulation Authority. Financial Services Register No. 121873. Credit facilities other than regulated mortgages and regulated credit agreements are not regulated by the
Financial Conduct Authority. Clydesdale Bank PLC is registered in Scotland (No. SC001111). Registered Office: 30 St Vincent Place, Glasgow G1 2HL.
DGVM1845 (6/21)
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