
 
 

Hassle Free Switch Kit 

Weôve developed a simple system to help you make a 
smooth and easy transition to our services.  This kit includes 
everything youôll need for a quick hassle free switch .   

 

Weôve made some convenient forms to close your accounts 
and change your Automatic Transactions* to make your 

switch  easier! 
 

Feel free to stop by one of our branches or give us a call if 
you need help.  Our friendly staff  will walk you  through the 

simple  steps of changing  your  accounts to   
Commercial Bank. 

 

Turn to the next page and letôs get started!  

Weõre making it hassle free! 



Be sure to leave your old accounts active long 
enough to allow  outstanding checks and       
automatic withdrawals to clear.  Leave enough 
money in place  to cover these transactions.  This  
process  could  take  several weeks.  Once youôre 
sure that the old accounts are inactive, you can 
ask your previous financial institution to send you 
the balance from that account.  To make it easier 
you can  complete the enclosed form and weôll do 
the sending for you!   
 
Donôt forget to destroy your old checks, ATM/debit 
cards and deposit slips. 

Switch Automatic Transactions 

Open Your New Accounts 

Your first step is to open your new Commercial 
Bank account.  Once this account is in place 
youôll have access to all of our great benefits.   

Close Your Old Accounts 

*If you receive deposits other than payroll  
direct  deposit, such as retirement or Social 
Security payments, contact  the  depositor 
for instructions on changing these deposits 
to your new Commercial  Bank  account. 

Authorization to Close Account 

Please complete and sign to let Commercial Bank 
close your account. 
 
__________________________________________ 
Financial Institution 
 
__________________________________________ 
Address 
 
__________________________________________
City                                            State                Zip 
 
To Whom It May Concern: 
Please close my account # ___________________, 
and send a check for the remaining balance to me at 
the address listed below.   
 
If you have any questions about this request, please    
contact me at : 
 
(         )                           ________                             .                                                          
Thank you.                              
 
 
__________________________________________ 
Signature                                                         Date 
 
 
__________________________________________ 
Name (please print) 
 
 
__________________________________________ 
Joint Signature                                                 Date 
 
 
__________________________________________ 
Joint Name (please print) 
 
 
__________________________________________ 
Address 
 
 
__________________________________________ 
City                                            State               Zip 
 

Consult the Automatic Payment Checklist to 
determine which companies you need to notify 
that you have switched your checking account 
to Commercial Bank .  After notification, these 

companies should establish automatic           
payments from your new checking account.  If 

you have any questions, please contact       
Commercial Bank.   

Automatic Payment Checklist  
ÃMortgage  ÃCharities 
ÃInvestments  ÃCredit Cards 
ÃInsurance (type) ÃHealth Clubs 
ÃLoans (type)  ÃInternet 
ÃElectricity  ÃCell Phone 
ÃTelephone  ÃOther 
ÃCable   ____________________ 

 
________________________________________
Date 
 

________________________________________ 
Employer/Depositorôs Name 
 

________________________________________ 
Address 
 

________________________________________ 
City                                        State            Zip 
 
To Whom It May Concern: 
 

You are currently depositing:  
Ã My entire paycheck  
Ã    Part of my paycheck to the following        
account: 
  
Old Bank________________________________ 
  
Bank Routing Number______________________ 
 
Account Number__________________________ 
 

Please stop making deposits into that account and 
instead deposit into: 
 
Commercial Bank  
 

Bank Routing Number 072403554 
 

Account Number___________________________ 
 
If you have any questions about this request, 
please contact me at (           )                                . 
 
Thank you. 
 
________________________________________ 
Signature 
 
________________________________________ 
Name (please print) 
 
________________________________________ 
Address 
 
________________________________________ 
City                                            State      Zip 
 

Authorization to Switch Direct Deposit  

Then...  

First..  


