HOW TO COMPLETE YOUR STANDING ORDER MANDATE
PART 1.
Your Bank Details.

In this section you will need to write the following in the spaces provided.

· Name of your bank

· The address of the branch you use

· Your bank account number

PART 2. 
London Borough of Hackney’s Details.

Our bank details are already completed (in bold).

However, you must put your Service Charge Account Number in the box provided.

If you fail to do this, your payments will go into a sink account and your Service Charge Account will appear to be in arrears.

PART 3.
Payment Details

Next to First Payment, write down the amount of your first payment.

The First Payment Date will be the date you want the first payment to leave your account. Make sure the date you specify allows your bank sufficient time to set up your mandate.

Following your first payment all future payments will be due on the first of each month. The amount you input after “Then £” will be your monthly instalment.

If you have made an agreement to clear arrears of Service Charge, the amount you input will be the agreed monthly payment. 
ONCE YOU HAVE COMPLETED YOUR MANDATE, PLEASE SEND IT DIRECTLY TO YOUR BANK.
For further information, please call us on 020 8356 2100 or e-mail us at service.charges@hackney.gov.uk
