BUSINESS &
COMMERCIAL

Supporting your day-to-day cash flow needs

One-off payments are extra payments you make to your card or company account
beyond your regular Direct Debit. You pay them from your current account in the
same way as paying any other bill.

These payments help clear your balance, free up credit, and support cash flow
management.

If you have trouble making payments, please get in touch.
When to use one-off payments

» To free up credit on your card or account so you can continue using your card.
» To pay off your existing spend.

> If you only want to use one-off payments for your Sterling card account.

Restrictions
Use Faster Payments: Only send your payment using Faster Payments.

Payment amount: Don't pay more than you owe. You should only pay off your
existing spend.

Direct Debit balance: Payments made within 5 working days of your Direct
Debit due date may not be considered when we calculate your Direct
Debit balance.

Excess payments: We may send extra payments back to you, which could take
up to 10 business days.

Repeated breaches: If you repeatedly pay more than you owe, we could end
our agreement.



How to make a one-off payment

Making one-off payments to an individual card or the company account

o Decide where to make your payment:

» Check your balances: Check your card balance and the balance of your company account.

Pay into your individual card: If you've reached your maximum card limit but there's still available
credit at company level.

Pay into the company account: If you've reached the maximum limit on your company account
but you've still got credit available on your card(s).

» Virtual card solutions: Only make company account payments. Your Programme Administrator (PA)
can ask our team to increase a cardholder’s limit if you've reached your maximum card limit. You
may need to do this to access the available funds on the company account.

Make a payment

e Decide how much you want to pay:

» Amount: Pay off all or part of your outstanding balances. e

» Reference:

Make a small test
payment to check the
account details and
reference are right.

Individual card: Use your 16-digit card number.

Company account: Use your 16-digit company account number
(you can find this on your statement).

Make sure there are no spaces when you enter the number.
Otherwise, payments will not be allocated and it could take up to
10 business days for us to send the money back.

e Send your payment to:
» Account Number: 10444663

» Sort Code: 80-20-00

If you have any questions

PAs call us on: 0345 602 9535
Cardholders call us on: 0800 096 4496
(from abroad +44 1908 544 059)

We're open between 8am and 8pm Mon to Fri
and 9am to 4:30pm Sat except for bank holidays.

0

Faster Payments
You must send your payment using Faster Payments.

The processing time during working hours is
2 hours or less (Mon-Fri, 9am to 5pm except
bank holidays).

We won't process payments sent outside of
working hours until around 9am on the next
working day.

Missing Payment

If you do not think your one-off payment has been
applied correctly, please get in touch.



Business help and support

We aim to provide you with a high level of service. If you have a query our Help & Support pages can help:
business.bankofscotland.co.uk/help

Get in touch

a bankofscotland.co.uk/business

Please contact us if you would like this information in an
alternative format such as braille, large print or audio.

If you have a hearing or speech impairment you can use Relay UK. More information on the Relay UK
Service can be found at: relayuk.bt.com
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