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Steps to SWI

Open your new West Michigan Community Bank account.

You can do this by stopping into any West Michigan Community Bank office.

Destroy any unused checks and deposit slips.

Stop using your old account andl et all of your checks clear

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.

IMove your direct deposit(s) to your new account.

IMove 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.

800.664.1778 ¢ WWW. WMCB.COM




Checklist to SWI

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still need to be withdrawn.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 we have
provided on page 4.

*|f you receive federal benefit payments, we can sign you up for direct deposit though www.godirect.org.

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 we have provided on page 5.

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 we

have provided on page 5.

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