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New Account Conversion Checklist
You may check the appropriate spaces next to the items you have completed (if any).   Please be sure to have three previous statements for reference.

Please keep this checklist handy for reference.  As you continue completing items, check them off the list.

(

Make sure all checks have cleared your old account.

(
If all checks have not cleared the account are there enough funds to cover the outstanding checks remaining in the account.  (Use the Account Balance Worksheet)
(
Make a list of all the companies that debit payments from your account.  Refer to previous statements for assistance.

(
Send notification to Companies that Debit your payments from your account (Utilities, Mortgage, Insurance, etc.) that you are closing your prior account. Use the Payment Switch Form

(
Send notification to switch Direct Deposits (use the Direct Deposit Switch Form).  For Social Security you can call 1-800-772-1213

(
Send written notice to the financial institution that you are closing the account.  (Use Account Closing Form.)
If you have any questions please call us directly at 301-468-8848.
