
  

 
 
 

PAYMENT REQUEST FORM 

 

 

Update Details:  Please fill out the following to ensure we have the most up to date details in our system. 

Mobile: ______________________________       Email:  ________________________________________________ 

 

 

Payments to be made electronically via:  

EFT 

Bank Account Name 

  

BSB Number Account Number 

  

Reference  
 

 

OR 

BPAY 

Biller Code BPAY Reference Number 

  

BPAY Name   (eg. Bank/Credit Union Name) 

 
 

Please note:      

 The minimum Payment Request is $50.00. 

 Your Payment Request Form and attached proof of debt must be forwarded to CBB at least 5 working days 
prior to payment date required/requested. 

 If you currently have a CBB Salary Packaging Card, all payments will be made on the same day as your card. 

 

 

CBB the not4profit people       Email:  ncb@cbb.com.au   Fax: 08 8332 2490 

Employee Name:  

Employer Name: 
 NCB No. 

(office use) 

 

Payment Request Type  
(Salary Packaging New or Change to Existing / Electronic Device) :  ___________________________________________________ 

Payment Amount: $                                        

                Once Off  

                Regular Payment 

Purpose of Payment: 
(eg. Mortgage / Personal Loan)  

Frequency of Payment:   _________________ 

Start Date:   ___ / ___ / _____ 

 
 

Employee Signature:  ________________________________________  Date:   ____  /  ____  /  ______ 



  

 
 
 

PROOF OF DEBT – WHAT IS REQUIRED? 
 

IMPORTANT – Payments will not commence to your debt(s) until all proof of debt(s) are supplied in full. 

 

MORTGAGE 

 

DIRECT METHOD 
One of the following must be supplied when paying DIRECT into a Residential Mortgage account: 

a. At least one month’s mortgage statement from Financial Institution (all pages) 

- Needs to show name and account holder’s details 
- Must be most recent statement 
- Confirmation of Account details (BSB & Mortgage Account number) 
- Amount owing 

 
b. Mortgage Contract 

- Needs to show name and account holder’s details 
- Confirmation of Account details (BSB & Mortgage Account number) 
- Amount borrowed 

REIMBURSEMENT METHOD 

If your Financial Institution does not allow payments to be paid directly into your Residential Mortgage account, then the 

following must be supplied so past payments can be REIMBURSED: 

Copies of the last 12 months of your Mortgage Statements (all pages)  

- Must show mortgage payments already made to be reimbursed 
- Needs to show name and account holder’s details 
- Confirmation of Account details (BSB & Mortgage Account number) 
- Amount owing 

 

* Please note:  More statements will be requested (via email) once we have reimbursed 75% of the total 

reimbursement.  This will ensure regular payments continue once fully reimbursed.  

MORTGAGE PACKAGING – IMPORTANT INFORMATION 

 You can package to your home mortgage account in which you currently reside (Provided you are not claiming any 

deductions/interest for your mortgage in your tax return). 

 The payment can be principal and interest and voluntary amounts. 

 Payments can be setup as a regular direct payment to the mortgage loan account. If your bank does not allow 

direct payments to your loan account, you will need to refer to Reimbursement method above, where the 

reimbursed funds will be paid into your nominated bank account each payrun. 

 Offset accounts linked to mortgage accounts are not considered to be loans therefore cannot be salary packaged.  

However, payments you have already made to your mortgage can be reimbursed to you via your Offset account. 

 Line of Credit loans are not considered to be loans therefore cannot be salary packaged, as funds can be 

withdrawn at any time as cash, for any purpose.  However, payments you have already made to your mortgage 

can be reimbursed to you via your line of credit. 

 We do not allow investment loans to be packaged. 

 Mortgages with a redraw facility can be packaged, as any future redraws are considered ‘new borrowings’. 
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PROOF OF DEBT – WHAT IS REQUIRED? 
 

IMPORTANT – Payments will not commence to your debt(s) until all proof of debt(s) are supplied in full. 

 

RENT  

 

One of the following must be supplied when paying DIRECT into a Real Estate or Landlord’s Account: 

a. Tenancy Agreement 
- First page and last page only (must indicate Residency details and signatures) 
- Must be current agreement 
- Shows amount of rent and term of rental agreement 
- Confirmation of Account details (BSB & Account number) 

 

b. Letter from Residence Owner (if it is a private agreement only) 
- Must include client’s name, address, amount of rent and frequency 
- Term of rental agreement (eg. 6 month agreement, and dates) 
- Signed by Residence Owner and show their bank details where rent it to be paid 

 

If unable to pay direct to rent account.  Bank statements / Real Estate payment history (tenancy ledger) will need to be 

provided showing payments made for the last 12 months and then setup for REIMBURSEMENT. 

* Please note:  More statements will be requested (via email) once we have reimbursed 75% of the total 
reimbursement.  This will ensure regular payments continue once fully reimbursed.  
 

  
 

CREDIT CARD 

 

To be supplied when paying DIRECT into the Credit Card: 

 

Most Recent Credit Card Statement 
- Needs to show name and account holder’s details 
- Needs to show card account number 
- Must be most recent statement 
- Must show credit Limit and current balance 

 
 

PERSONAL LOAN 

 

One of the following must be supplied when paying DIRECT into the Personal Loan: 

 

a. Most Recent Personal Loan Statement 
- Needs to show name and account holder’s details 
- Confirmation of Account details (BSB & Account number) 
- Must be most recent statement 

 

b. Personal Loan Contract 
- Needs to show name and account holder’s details 
- Confirmation of Account details (BSB & Account number) 
- Amount borrowed 

 

If unable to pay direct to personal loan account.  Personal Loan statements will need to be provided showing payments 
made for the last 12 months and then setup for REIMBURSEMENT. 

* Please note:  More statements will be requested (via email) once we have reimbursed 75% of the total 
reimbursement.  This will ensure regular payments continue once fully reimbursed.  
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