
Easy guide to complete a  
Business Express Deposit bag

Step 1: Sort and count cash and cheques
Count your cash and cheques and make sure you organise by denomination as shown below.

Step 2: Complete deposit details
Complete the deposit slip. All sections must be populated. The deposit slip must be included in your BED bag and 
inserted in the section of the bag marked for non-cash items.

Complete all sections on the BED bag.

BUSINESS EXPRESS DEPOSIT CONDITIONS OF USE.
Business Express Deposit banking is subject to the Conditions of Use set out on the Westpac website at the following link: 
westpac.com.au/business-banking/services/banking-services/business-express-deposit 

Any use of our Business Express Deposit service will be taken as your agreement to comply with the Conditions of Use shown on our website. 

We encourage you to read the Conditions of Use on our website before using the Business Express Deposit service.

Process:
1. Remove cash and non cash items from plastic bags and remove; paper clips, cellotape, rubber bands and staples.
2. Count cash and cheques.
3. Complete deposit details:
 a. On a pre-encoded deposit slip (if none available, use a regular deposit slip and arrange for a pre-encoded deposit book with tellers).
 b. By filling in the below section.

4. Prepare cash deposit by:
 a. Bagging coin in denominations and seal. Do not use rubber bands or sticky tape.
 b. Lay notes flat in denominations and secure notes with one rubber band.
5. Place cash only items in the Cash Only Section ensuring the deposit does not exceed 6 kilograms.
 NB. Maximum weight equates to approximately $100 in silver coin or $500 in gold coin.

6. Prepare Non Cash items in the following order, ensuring deposit slip is on top:
  a. Deposit Listing Sheets
  b. Merchant Slips
  c. Cheques
  d. Deposit Slip
7. Place non cash items in the Non Cash Section, ensuring items are clear of the seal.
8. Seal the Cash Only Section and Non Cash Section by peeling o� the release liner,
 removing trapped air and sealing.
9. Lodge the BED envelope at your local Westpac branch in an approved method:
  a. Express Deposit Box
  b. Over-the-counter
  c. Night Safe and Electronic Night Safe
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• Ensure account details are recorded on the front of the bag. These details 
should be the same as what you have provided on the deposit slip.

Notes/coin breakup

Total Cash: Total of notes and coin. 
This should match the “Cash” figure 
on your deposit slip/listing.

Total Amount Deposited: This is total cash 
plus non cash and will match the “Total” 
amount on your deposit slip.
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For CREDIT of
(account name)

Should we need to contact you about this deposit, these 
details will assist us in processing the transaction.

Daytime
phone no. (         )

Paid in by  
(print name)

Signature

Branch/Bank where  
account is held

Bank Use Only – Verify account details to CIS. 
Credit Card payments process via front office.
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For CREDIT of (account name)

Pay the funds to: 
Credit Card acct. ➤
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Cash: Total notes and coins being deposited.
Cheque(s): Total value of cheque(s) and 
Cheque details to be completed overleaf. 
If more than 5 cheques, include a cheque 
listing.
Total: Total amount of the deposit = 
cash plus cheque(s).

When completing the deposit slip, use 
black or blue ink only and write clearly. 

BSB & Account number:  
Record account details.

No. of cheques: Record 
total number of cheques.

Your details: Record your name and contact number (in case we need to reach you)

Serial: Add number 
if required.
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Step 3: Place deposit in the BED bag and seal
Cash Items.
• Place your cash (notes and coins) in the Cash Only section of the bag. Please ensure the coins are separately 

bagged in denominations.

Non Cash Items (Cheques).
• Place the Cheque listing (if required), Cheques and the deposit slip on the top (in 

this order) in the Non Cash section of the bag. 
• Seal the Cash Only and Non Cash sections by peeling off the release liner.

Step 4: Lodge your BED bag
You can lodge a BED bag by visiting your local branch. For full details, please refer to the Business Express Deposit 
service Terms and Conditions available at westpac.com.au/beds.
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