
Finance training
Payment, financial processes and reports

FINANCE MODULE



Finance module: SK Chase gateway
In this module we’ll cover:

1. Voucher status

2. How vouchers are paid – payment process

3. SK Chase fees

4. What we will send you

5. Finance reports

6. Risk checks

7. Frequently asked questions



1. Voucher status

Purchased/Issued
Booked – notes on 

system
Redeemed

Expired

All vouchers showing as 
purchased or issued are 
valid vouchers counting 

towards voucher liability

Teams check validity 
before accepting 

voucher

Voucher is redeemed – 
move money from 

balance sheet to P&L

Expired voucher – move 
money from reserve to 

profit in P&L



2. Gift voucher payment process
SK Chase payment gateway / SK Chase merchant services. From purchase to redemption.

Purchase

Payment 
gateway

SK Chase sends 
payment

Hotel retains 
funds

Redemption

SK Chase client funds are 
settled into a separate client 
account. 

Commission and fulfillment 
fee deducted. Monthly bacs 
payments for all sales. 

Multiple hotels can be paid 
into central account if 
required.

Funds sit as liability on your 
balance sheet until voucher is 
redeemed or expires.

Finance team can download 
reports to ascertain breakage / 
current liability

on 28th

SK Chase 
payment 
gateway

Please note: Your bank may 
charge a fee for receiving 
International payments.  

This is normally a fixed fee; 
please check with your bank 
for more information.



We’ll pay you

We will pay you (by BACS) on the 28th of the month (or the nearest working day prior to this date) for the 
previous month's gift voucher sales less our fees.  

So for example we will be paying you for April’s gift voucher sales, less our fees, at the end of May.

International payments may incur bank charges for the receipt of gift voucher funds; these are shared between 
SK Chase and the client.



3. Fees

-   

- Online commission %
For all online payments through 
SK Chase gateway
(commission includes all credit card fees, transaction fees and risk check)

Offline commission %
For all inhouse sales via cash, 
hotel PDQ machine

Ad hoc invoices
i.e.. stationery / couriers, as requested by the hotel

Storage fee - £25 + vat 
(vat for UK clients)

Unit fulfilment fee – 
passed on to gift buyer



4. We’ll send you

At the beginning of every month (on the second working day):

1.Full statement

On the 28th of the month you will receive:

2. Commission, fulfilment & delivery fees invoice

3. Remittance advice 

4. Storage fee invoice

Please note, you do not need to pay the invoices as we automatically deduct the fees every month from your gift 
voucher sales before we make payment to you.



Example of a ‘commission, 
fulfilment & delivery fees’ 
invoice sent via email to 
you on the 28th of the 
month.

(DO NOT PAY)



Full statement report



Full statement explained



5. Finance reports
Instant reports that show your liability and breakage

Various reports can be 
downloaded instantly from 
the Gift App using your 
choice of date range.



Useful finance reports

Report Type Description

Full statement • Sent out to finance teams on 2nd working day
• Shows all sales and any refunds processed for the month 

period
• Shows breakdown of all charges and expected payment 

for voucher sales

Redeemed report Breakdown of all vouchers redeemed within a period

Expired report Breakdown of all vouchers that have expired within a period

Reserve report Show closing balance for period and all status changes

Purchased/Issued & Cancelled reports Lists all valid vouchers – cannot be backdated as is a live 
status report



Reserve report

Reports needed to match reserve:
• Full Statement
• Redeemed
• Expired
• Purchased/Issued
• Cancelled

Video guides

• How to match a reserve report

https://skchase.com/training-video-guides-p4/finance/#foogallery-6992/i:9


Clarify internal procedures
You’ll need procedures for:

• Payment & reconciliation for in house payments - banking process, 
posting process and redemption process

• Reconciliation process – using reserve report to check in on voucher 
liability



6. Risk checks
We’re helping counter cyber crime

CYBER DETECTIVES
Skilled members of our team working to proactively prevent 
cyber crime – risk checks throughout the day

What we do:

• All voucher purchases are checked twice daily (Mon-
Fri)

• Any unusual purchases are cancelled immediately

• Finance & FOH teams notified not to accept voucher

• If confirmed fraud, voucher is refunded to original 
cardholder



7. Frequently asked questions

1. Where is my full statement?
2. When will we receive payment for gift vouchers?
3. Why does the full statement not match what we were paid?
4. Why have we been charged bank fees?
5. How to find voucher information from statements
6. VAT / Tax receipts
7. Where to find my invoices/remittance advice
8. Why does my reserve not match?

Video guides

• Finance Guide

https://skchase.com/training-video-guides-p4/finance/


Video training guides
Short, easy to follow videos helping your team find what they need with ease: 
https://skchase.com/training-video-guides/

40+
online training videos

for front of house, marketing 
and finance teams

Watch
training videos

here

https://skchase.com/training-video-guides/


Our friendly team are here to help, 
please do get in touch

E: enquiries@skchase.com or
finance queries to accounts@skchase.com

T: + 44 (0)344 371 0071

mailto:enquiries@skchase.com
mailto:accounts@skchase.com
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