
65 AN D  OV ER PAY M EN T 

GU ID ELIN ES  

 



• Upo n issu an ce of pay m e n ts, all recip ie n ts sho u ld have a valid ID ; Soc ial Secu rity, 
Drive rs Lice n se or Passp o rt. 

 

• All pay m e n ts to be rece iv e d by oth e r ind ivid u a ls on beh a lf of ben efic iarie s, sho u ld 
be acco m p an ie d with a writte n ord e r fro m  the ben e fic iary ind icatin g “Ple ase pay to 
____ _ __ _ _ __ ” or “Ple a se de live r to _____ _ _ __ ”. Ensu re that all ord e rs hav e a $0.2 5 
stam p affixe d to the lette r. Quo te ID particu lars of che q u e rec ip ie nt on the ord e r. 

 

 

• A colle cto r ’s nam e sho u ld only be writte n on a che q u e with a writte n ord e r fro m  the 
ben e fic iary ind icatin g “Ple ase pay to ____ __ _ _ __ _ _”   

 
 

• W he n an ind iv id u al colle cts paym e n t on beh alf of a ben eficiary the narrative sho u ld 
read “(In sert Colle cto r ’s nam e) for (Insert Ben efic iar y ’s nam e )”. E.g. “Joh n Doe for 
M ark Bro w n ”. 

 
  

• All unco lle cte d mo n ie s for a give n mo n th sho u ld be retu rn e d to the Tre a su ry 
Dep a rtm e nt with in  15 day s of rece ip t . 

 

  

• All mo n ie s wh ich rem ain unco lle cte d at the en d of the finan cial yea r mu st be paid 
into the Tre a su ry by Jun e 30th .   

 

 

 
 

Ge n e ra l Gu id e lin e s 



Ad d itio n a l Ge n e ra l Gu id e lin e s  

• Na m e s of ben e fic iarie s with acco u n t nu m b e rs sho u ld be sub m itte d alo n g with a 
copy of the passb o o k page wh ich cle a rly state s the be n eficiary ’s nam e and 
acco u n t num b e r. 

 

• Life certif icate sho u ld be sub m itte d to the Tre a su ry dep artm e n t per io d ically 
(eve ry 3 mo n th s); Cop ie s will be pro v id e d to the Cou n c il.  

 

• All que r ie s regard in g “re fu n d s of paym e nts not colle cte d ” sho u ld go thro u g h the 
Cle rk and em a il notificatio n sent info rm in g the reaso n wh y the fun d s we re not 
colle cte d and reco m m e n d atio n for refu n d durin g the next pay perio d .  

 

• Ben e fic iarie s wh o are ou t of state sho u ld be disco n tin u e d imm e d iate ly and re -
insta te d upo n retu rn . No mo n ie s sho u ld be paid out to third partie s wh e n  
ben e fic iarie s are out of state irre sp e ctive of the rea so n s for trave l.  

 

• Info rm atio n  relatin g to refu n d s paid to the Tre a su ry sho u ld  be inp u t on the Villa ge 
Cou n c il Acco u n tin g Softw are (VC A S) and a cop y of the rece ip t uplo ad e d .   

 

 

 

 



Cle rk Gu id e lin e s  

• Ensu re that both the reg iste r and (VCA S ) has a sign atu re by the nam e of the 
perso n colle ctin g pay m e n ts. 

 

• W he n a ben efic iary inse rts an “X” in rece ip t of pay m e n t; the cle rk sho u ld inclu d e 
the narrative “th is is a tru e ma rk of bea re r.”  

 

• Ensu re that the che q u e details are ente re d on VC AS for eve ry disb u rse m e nt 
pro ce sse d . 

  

• Unco lle cte d che q u e s sho u ld be can ce lle d  with the sign ato ry ’s sign atu re affixe d on 
the che q u e s. 

 

• All cance lled  cheq ue s shou ld  have  two diagon al lines and the word  
“cance lled ” inserted  in the middle . All cance lled chequ es should have the 
signa tu re s of signa torie s. The reason for cance llat ion  shou ld be affixe d on the 
cheq ue counterfo il.  

 

• Rev ie w  pen d in g rec ip ie nts on VCA S perio d ically du rin g disb u rse m e n t. The cle rk 
sho u ld the n cre ate a tab le with the releva n t rec ip ie n ts info rm atio n and hav e this 
sen t to tre asu ry. In the abse n ce of an imm e d iate reso lu tio n to the sign atu re issu e 
on VC A S, the cle rk may  

• intro d u ce a che q u e boo k registe r. 

 

• Ap p licatio n (s) for the “Ove r 65 pen sio n ass ista n ce ” sho u ld only be sub m itte d by 
the cle rk of the cou n c il(s) to elim in ate dou b le paym e nts to the sam e ind ivid u a l.  

 

 

  
 

  



• Ensu re that the cle rk info rm s the Tre asu ry of ben efic iarie s wh o  hav e acco u n ts at 

fina n c ia l institu tio n s. This wo u ld  facilitate dep o sitin g the ir pen sio n s dire ctly to 

the ir ban k acco u n ts. 

  

• Ensu re that che q u e boo ks are secu re ly sto re d and locke d away. 

 

• Cle rk sho u ld  on ly utilize pre se n t mo n th ’s list in g wh e n writin g che q u e s for 

disb u rse m e nt. This will elim in a te can ce llatio n s due to cha n ge in pe n sio n pay m e n t 

mo n th ly listin g . 

 

• All can ce lle d che q u e s sho u ld have two diago n al line s and  the wo rd “can ce lle d ” 

inse rte d in the mid d le . All can ce lle d che q u e s sho u ld have the sign atu re s of 

sign ato rie s. The reaso n  for can ce llatio n sho u ld be affixe d on the che q u e 

cou nte rfo il.  

 

• Prin t out fro m  VC A S sho u ld be file d in chro n o lo g ica l ord e r by mo n th . All prin t ou ts 

sho u ld be secu re d in a file with Tre asu ry Tag s to prev e nt gettin g lost or misp la ce d .  

 

• A Justice of Pea ce sho u ld be allo w e d to sig n ord e rs and  auth o rize in ord e r to allo w  

disb u rse m e nt on beh a lf of bed r id d e n and /o r illite rate perso n s. 

 

 

 

 

 

 

Ad d itio n a l Cle rk Gu id e lin e s  



Ad d itio n a l Cle rk Gu id e lin e s  

• In kee p in g with the obje ctiv e of the Prim e Min iste r in his 2014 /2 0 1 5 the pen sio n 

gran t is awa rd e d  to perso n s with no kno w n sou rce of inco m e or wh o se inco m e is 

less than  $200 .0 0 mo n th . The re fo re perso n s in rece ip t of oth e r sou rce s of inco m e 

sho u ld be disco n tin u e d  with imm e d iate effe ct. 

 

• The bro a d ca stin g of availa b ility of pen sio n pay m e n ts via soc ia l me d ia ( wh atsa p p ) 

sho u ld be disco n tin u e d  with imm e d iate effe ct. The like lih o o d of a bu rg lary or 

theft cou ld arise as a resu lt of this pra ctice  

 

• Che q u e boo k num b e rs sho u ld be wr itte n on che q u e boo k cove r and use d in 

seq u e n ce . This will aid durin g rese a rch purp o se s by stake h o ld e rs. 

 

• The refu n d s bo o k sho u ld  be reco n cile d aga in st VC A S to ensu re that reco rd s are up 

to date . 



Tip s for fillin g ou t the 65 and over app licatio n 

form  



Tip s for fillin g ou t the 65 and over app licatio n 

form  



Life  Certificate Form  Exa m p le  


