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Our mission is you.

Open your new West Michigan Community Bank account.
You can do this by stopping into any West Michigan Community Bank office.

Stop using your old account and let all of your checks clear.
Destroy any unused checks and deposit slips.

Move your direct deposit(s) to your new account.
Once your account is opened, you will want to change any direct deposits to your 
new account.  You will need to inform companies who make direct deposits on your behalf
to use the new account.  You can use the Payroll/Direct Deposit Authorization Form that 
we have provided on page 4, to notify these companies of the change.  Complete one form 
for each direct deposit, and send it to the company making the deposit (have your WMCB 
rep. make as many copies of this form as needed).  If you receive federal benefit payments, 
we can sign you up for direct deposit through www.godirect.org.

Move your automatic withdrawals to your new account.
You will want to change any automatic payments that are being drafted from your old account.
You can use the Automatic Payment/Deposit Switch Form we have provided on page 5, to 
notify these companies of the change.  Complete one form for each payment and/or deposit, 
and send it to the company making the payment and/or deposit (have your WMCB rep. make as 
many copies of this form as needed).

Close your old account.
You can use the Account Closing Form we have provided on page 6.  In some cases, you may also 
need to return your debit cards to the issuing financial institution.  If after all your checks have 
cleared,  and you have a remaining balance, your previous financial institution will send you a 
check for the balance. 

Steps to switch.
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New Account Conversion Checklist
To ensure a smooth transition, please use this page for your reference.

Open your new West Michigan Community Bank account at the office you find most convenient.  
Order your checks, deposit slips (if necessary), and debit or ATM card.

Set up your account for telephone and online banking access.

Make sure all checks have cleared your old account.

Make sure enough funds are available in your old account to cover any automatic payments that may 
still need to be withdrawn.

Send written notice to your direct deposit vendors (payroll, social security*, CD interest payments, etc.)
of the changes in your relationship.  Use the Payroll/Direct Deposit Authorization Form we have 
provided on page 4.
*If you receive federal benefit payments, we can sign you up for direct deposit though www.godirect.org.

Send notification of new account information to vendors who you want to continue to generate 
automatic withdrawals instead of paying with Bill Pay, or use this notification to start a new 
automatic payment with a vendor.   Use Automatic Payment/Deposit Switch Form we 
have provided on page 5.

Send written notice to your vendors who automatically take your payments from your account 
(utilities, insurance companies, Internet service providers, banks, etc.) that you are closing the account.
Use the Automatic Payment/Deposit Switch Form we have provided on page 5.

Send written notice to the financial institution that you are closing the account.  
Use the Account Closing Form we have provided on page 6.

Please do not hesitate to contact us with any questions!

Checklist to switch.
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Payroll / Direct Deposit Authorization Form

Last Name First Name

Street Address

City State Zip

Work Phone Home Phone

Social Security Number

Employer’s Name Phone Number

Employee ID Number or Department

LIST ACCOUNT NUMBERS BELOW
New WMCB Account # Routing Transit #

Previous Account Number

Previous Financial Institution Name

Type of Account (Check One)

Checking Savings

CHECK ONE ONLY:
A new authorization for direct deposit. 
Not currently using direct deposit.

Please change my existing authorization. Transfer 
automatic payment from my previous financial 
institution to WMCB.

STAPLE VOIDED CHECK FROM YOUR NEW 
WMCB ACCOUNT BELOW:

Employee Signature: Date:

Employer Signature: Date:
You may want to maintain your previous account for two months in order to ensure that all direct deposit transfers are complete.

Forms to switch.
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TO:

Merchant / Company Name

Merchant / Company Address

City State 

Name

Address

ID Number or Department

PLEASE REDIRECT MY:
Automatic Payment Automatic Deposit

STAPLE VOIDED CHECK FROM YOUR NEW 
WMCB ACCOUNT BELOW:

Signature: Date:

You may want to maintain your previous account for two months in order to ensure that all direct deposit transfers are complete.

Zip

FROM:

City State Zip

To my new WMCB account effective

Immediately Beginning 

WMCB Account # Routing Transit #

Social Security / Tax ID Number

Daytime Phone Number

Automatic Payment / Deposit Switch Form

Forms to switch.
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To Whom It May Concern:

Please close my account described below:

Name(s) on Account

Social Security / Tax ID Number

Account Number Account Type

CHECK ONLY ONE

No disbursement of funds is necessary. The account balance is zero.

Disbursement of funds is necessary. Prepare a cashier’s check for the balance of my account payable to

Names on the account, and mail to:

Name:

State: Zip:

Address:

City:

West Michigan Community Bank

To be deposited in account number

Please include my name and Social Security number

Please mail the cashier’s check to:

West Michigan Community Bank
5367 School Avenue
Hudsonville, MI 49426

Thank you for your prompt attention to this matter.
Sincerely,

Customer Signature: Date:

Joint account holder: Date:

Account Closing Form

Forms to switch.
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Your WMCB representative will help you complete this form for each company with which you have a direct deposit. 
For your payroll direct  deposit,  please give this form to your HR department.  If you receive federal benefit 

payments, we can  sign you up for direct deposit though www.godirect.org.

This form will notify merchants to redirect automatic payments (debits) or automatic deposit (credit) transactions (i.e. CD interest 
payments) to West Michigan Community Bank.  We willl help you complete this form,  then attach a voided check from 

your new WMCB account.  Your Bank representative will print, and  have you sign one copy of this form for each automatic 
payment or automatic  depositor (other than payroll) and mail to the institution that deposits or debits  to your old account.

Your WMCB representative will help you complete this form and 
mail it to your previous financial institution.

072413104

072413104
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