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BUSINESS

SWITCH KIT
CHECKLIST UnionBank

Print and follow this checklist to help keep track of your direct deposit and automatic payments. Print
and fill out the Direct Deposit, Automatic Payment, and Account Closure forms on the following pages
to submit a written notification of your account change to Union Bank. Then, place a check mark next
to each account where you have completed the switch to your new Union Bank account.

DIRECT DEPOSIT

Deposit Type Company Account # Address / Phone # Amount Complete
Credit Card Sales

Grants

Insurance
“Reimbursement”

Other
Other
Other
Other

NNy

AUTOMATIC PAYMENTS

Payment Type Company Account # Address / Phone # Amount Auto Pay BillPay Debit
Mortgage / Rent

Auto Loan

Equipment Loan

Auto Insurance

Business Insurance

Water

Gas

Electricity
Cable / Satellite

Internet

Telephone

Cell Phone

Trash Pickup
Credit Card

Taxes
Other
Other
Other

N T
N T
N T

* Don’t forget to check for infrequent payments you may have set up (taxes, annual insurance, etc.)
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BUSINESS

SWITCH KIT
CHECKLIST UnionBank

DIRECT DEPOSIT CHANGE REQUEST FORM

Send this notice to each company that provides you with a direct deposit. This may include employer
deposits, government deposits, pensions, transfers from other financial institutions, investments
dividends, child support or court-issued deposits, etc.. Notify them that you would like to switch your
direct deposits to your new Union Bank account.

Union Bank’s nine-digit routing and transit number is 011601100.

Print as many copies of this form as needed, in order to notify each company where you would like to make a Direct Deposit change to Union Bank.

§(. ..................................................................................................................... .

Write Company Name here:

This request is to notify you of a change to my direct deposit account information.

Name: Federal Tax ID #:
Address: Employee #, if applicable:
City, St, Zip: Phone #:

Please update my direct deposit information upon receipt of this request.
Below is my new bank account information.

New Financial Institution: Union Bank
Routing Number: 011601100

Account Number:

Account Type: | | Checking/Money Market | | Savings

For reference purposes (account to be removed):

My previous financial institution name:

Previous Routing Number:

Previous Account Number:

| understand that this authorization will replace any previous authorization and will remain in full
force until | provide written notification to you of its termination, in such time and manner to afford
the company and financial institution reasonable opportunity to act upon the request.

Signature Date
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BUSINESS

SWITCH KIT
CHECKLIST

UnionBank

OTHER BUSINESS SERVICES OFFERED BY UNION BANK

Please place a check mark next to each box that corresponds to a service you are interested in.

[ ] Remote Deposit Capture

[_| Business Credit Card

[ ] Business Debit Card

[ ] Positive Pay

[_] Merchant Services

| Direct Deposit of Payroll

[_] Online Banking

[ ] Mobile Banking App (UB2Go)
[ ACH Direct Debits / Credits

[ ] Night Drop Access
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BUSINESS

SWITCH KIT
CHECKLIST UnionBank

AUTOMATIC PAYMENTS FORM

Send this notice to each company that automatically takes payments from your checking or savings
accounts. This may include utilities, mortgage, insurance, brokerage, credit cards, internet service
providers, child support or court issued payments, etc.. Notify them that you have changed your
banking relationship to Union Bank.

Print as many copies of this form as needed, in order to notify each company where you would like to make an Automatic Payment change to Union Bank.

§(. ..................................................................................................................... .

Write Company Name here:

This notice is to inform your company that | am changing the account that should be debited for
future automatic payments, effective immediately.

New Financial Institution: Union Bank
Routing Number: 011601100

Account Number:

Account Type: |:| Checking/Money Market |:| Savings

For reference purposes (account to be removed):

My previous financial institution name:

Previous Routing Number:

Previous Account Number:

Signature Date
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ACCOUNT CLOSURE REQUEST FORM

Before sending an Account Closure Request, first verify that your direct deposit and automatic
payments have begun posting to your account with Union Bank. Once that is confirmed, send this
notice to your previous financial institution, instructing them to close your account.

Print as many copies of this form as needed, in order to notify each company where you would like to close an account.

§(. ..................................................................................................................... .

Write Financial Institution Name here:

| request that my account number be closed and any remaining

funds be sent by check to:

I:I Me directly at the address listed below

Name:

Mailing Address:

City, State, Zip:

Or

I:I Directly to UNION BANK, for benefit of (my name)

Please reference my new account number in the Memo Line of the check.
New: Union Bank

Routing Number: 011601100

P.O. Box 667,

Morrisville, VT 05661

New Account #

Signature Date
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