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Make the Switch!

Switching to BankEast is simple.  

Moving your accounts from one bank to another can be
intimidating.  That’s why we‘ve created...

Simple Switch.

In this kit, you will ý nd forms and simple step-by-step 
instructions for moving your deposit relationships to BankEast.  

If youôd like for us to handle the process for you, just give us a 
call or stop by any BankEast location.  Weôll be happy to take 

care of it for you!
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5 Simple Steps

1    Open a BankEast Checking account
 Open an account online or by visiting any of our convenient locations thoughout Knox,   

 Blount, and Sevier counties.  You can begin using your BankEast checking account  
 after you have made your initial deposit.  (Remember to set up your Access24 telephone   
 banking and enroll for Online Banking and Bill Payment.  They’re all free and will   
 give you 24-hour access to your account information.)   

2   Stop using your previous checking account
 Leave enough funds in your previous account to cover any outstanding checks or automatic  

 payments.  (BankEast will pay you up to $50 for your unused checks and ATM or Debit   
 cards, so be sure to bring them to one of our branch locations when it’s convenient for you.)

3   Change your Direct Deposits 
 Tranfer direct deposits from your employer, retirement plan or other sources of income, such  

 as Social Security.  Weôve provided some forms to assist with moving your direct deposits  
 to BankEast.  

4 Change Automatic Payments
 You should change any automatic payments that are being drafted from your old    

 account by notifying the companies making those drafts.  Donôt forget about those that   
 use your old debit card number.  

5   Close your previous checking account
 After all your checks have cleared and you have veriý ed that your direct deposit and your  

 automatic withdrawals are being received by BankEast, notify your former bank that   
 you are closing your account by using the enclosed form.    
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Forms and Instructions

Here are three forms that will help make your switch to BankEast simple.  Please complete 
and send these to the appropriate contacts to have direct deposits and automatic payment drafts 
moved to your new BankEast account.  Instructions and checklists are also included to assist 
you.  And remember that weôll be happy to handle all of this for you.  Just call or stop by your 
nearest BankEast ofý ce.

1Direct Deposit Request
Transfer Direct Deposits from your employer, retirement plan, interest payments or   

 other sources of income, such as Social Security.  Weôve provided some forms to   
 assist with moving your direct deposits to BankEast.  

2Automatic Payment Request
Use the Automatic Payment Request to set up automatic payments from your BankEast  

 account. There may be several ways to notify your Payees that you have a new account:   
 telephone, online, or by using the form provide in our Simple Switch Kit.  

3Account Closing Request
Use the Account Closing Request to close accounts at other banks.  You can use one  

 form for all accounts at the same ý nancial institution.  Use separate forms for each   
 bank if you have accounts at different banks.  
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Direct Deposit Transfer

Check with your employer to be certain that no additional information is needed or any speciý c 
form is necessary to complete the account change for your payroll deposit.  If another form 
is needed, use the Change of Direct Deposit Form.  If you don’t currently have direct deposit 
through your employer, contact your company’s Human Resource Department to see if this 
beneý t is offered to employees.  

You can use Form SF1199A (www.socialsecurity.gov/deposit/1199a.pdf ), US Government 
Direct Deposit to redirect your Social Security, military pay, VA compensation/pension, railroad 
retirment, etc. to your new account.  For more information on Social Security Direct Deposit, 
visit www.ssa.gov/deposit/howtosign.htm or call 1-800-772-1213.  You can also use this form 
to set up any of these government agency payments for the ý rst time.  

Use the Change of Direct Deposit Form for any other direct deposits you receive including 
investments, pension/retirement plans, interest or dividend payments, etc.

After youôve sent in your Change of Direct Deposit Form, coný rm with your employer/source 
of income that the form was received, then monitor your account to verify that your direct 
deposit has begun.  

Maintain the account at your previous bank until your direct deposits have been switched over 
to your new BankEast account.  

1.

2.

3.

4.

5.

Direct 
Deposits Company Name/Address Last Deposit 
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Direct 
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1

2

3

4

5



Member FDIC www.bankeast.com

Complete, print and sign one form for each direct deposit currently being sent to your previous check-
ing or savings account.  For Social Security direct deposit, you may access the Direct Deposit Form 
SF1199A at www.socialsecurity.gov/deposit/1199a.pdf.  Mail the completed forms to the companies 
that currently make direct deposits into that account.  To ensure accuracy, attach a voided check from 
your new checking account and include your account number or employee identiý cation number.  Note:  
Be sure to check with your direct depositor to make certain no other information or speciý c form is 
necessary.  

I authorize you to redirect my direct deposit noted below to my BankEast checking account.

To: _____________________________________     From:  ___________________________________ 
           Company Name                   Customer Name

 ________________________________________      ________________________________________
     Company Mailing Address            Customer Mailing Address

 ________________________________________       _______________________________________
             City, State, Zip        City, State, Zip

 Account number or Employee ID#:  _____________________________________

Description of deposit (social security, retirement, payroll, etc):   ______________________________ 

Please redirect my Direct Deposit to my new BankEast account:  Immediately

                        Beginning _____ / _____ / _____

My New Account Information:  

Account Type:   Checking  Savings

Routing Number:  064101576 Account Number:  _________________________ 

Signature:  _____________________________ Date:  ___________ Telephone Number:  ___________

Change of Direct Deposit
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Automatic Payment 
Transfer

You may have automatic payments set up for vendors to charge your debit card, checking or savings 
accounts.  Youôll need to notify them of your new BankEast account information to ensure there is no 
delay in the payment.  

Use the Automatic Payments Checklist below to make a quick list of the payments that you have 
authorized.  You can review your most recent bank statements to compile your list of automatic 
payments; take into consideration any annual payments that you may have set up as a deduction.  
Don’t forget to redirect your OnLine Bill Payments!

There are several ways to notify Payees that you have a new account:
A form included with the monthly statement for you to enter your new account information.
A customer service number that allows you to provide your account information by telephone.
Websites for you to enter your new bank account information.
The form we have provided that you can send to payees to notify them that you have changed 
your account to BankEast.

•
•
•
•

Payment Type Company Name/Address Payment 
Date

Date Letter 
Mailed

Payment 
Changed

Electric

Water

Telephone

Cell Phone

Auto Payment

Auto Insurance

House Payment
Homeowners 
Insurance
Cable TV

Credit Card
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Change of Automatic Payment

Complete, print and sign one form for each payment currently being drafted out of your old bank 
accounts.  Mail the completed forms to the vendors, merchants or companies who are currently taking 
automatic payments from that account.  To ensure accuracy, attach a voided check from your new 
BankEast account and include the account number the company uses for your account.

I authorize you to deduct my automatic payment noted below from my BankEast account as indicated.

To: _____________________________________     From:  ___________________________________ 
           Company Name                   Customer Name

 ________________________________________      ________________________________________
     Company Mailing Address            Customer Mailing Address

 ________________________________________       _______________________________________
             City, State, Zip        City, State, Zip

 Account number with your business:  ______________________________________

Description of payment: ________________________________________________

Frequency of Payment:    Monthly  Annually  Other ________________

Payment Amount:   Varies  Fixed Amount of $ _____________

Please deduct my Automatic Payment from my BankEast account:   Immediately

    Beginning ____ / ____ / ____

My New BankEast Account Information:  

Account Type:   Checking  Savings  Debit Card

Routing Number:  064101576 Account Number:  _________________________ 
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Close Your Old Account

Before you close your old account, make certain that all checks have paid and that all of your 
automatic direct deposits and payments are being received on your new BankEast account.

Reconcile your old account below to verify that all entries have cleared.

Checks Outstanding
(Written but not shown on statement)
Check # Amount

TOTAL

Reconciled as of ___________________, 20____

ENTER Statement Balance $_______________________

ADD Deposits made  + ______________________
after Statement Date  + ______________________
  + ______________________

TOTAL $_______________________

SUBTRACT -$ ______________________
Total of Checks Outstanding
from the list on the left

BANK BALANCE $_______________________
Should agree with your checkbook balance after deducting 
charges and adding credits listed on statement but not shown 
in checkbook.

Now that you have reconciled your old account, itôs time to:
Coný rm that all outstanding checks have cleared on your old account.
Verify that all direct deposits and automatic payments have been redirected to your new account.
Contact any payees who have not redirected your automatic payments or direct deposits.
Use the Account Closure Form to notify your former bank that you are closing your account.

•
•
•
•
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Account Closing Authorization

Date __________________________________________________________________
Bank Name ____________________________________________________________
Address _______________________________________________________________
City _______________________________ State __________ Zip _____________

To Whom It May Concern:

Please close my account(s) indicated below immediately, and send a check for the remaining balance 
to the address below.

Type of Account: _________________________  Account Number: ________________________
Type of Account: _________________________  Account Number: ________________________
Type of Account: _________________________  Account Number: ________________________

Address _______________________________________________________________
City _______________________________ State __________ Zip _____________
Phone Number: ______________________

Thank you for your prompt attention to this request.  Please contact me at the above phone number if 
you have any questions.

Printed Name: ___________________________________________________

Signature: ______________________________________________________

Co-Owner Printed Name: __________________________________________

Co-Owner Signature: _____________________________________________
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Switch Kit 
Transfer Checklist
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