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SWITCHING SIMPLIFIED 

There’s no denying that moving to a new bank takes time and effort. However, having a trusted partner 
who’s there to help you every step of the way makes the work worth it.

Follow these steps when making the move to save time, money, and frustration. If you’re moving 
to Gateway Bank, ask our team for support! We offer hands-on guidance during the transition and 
continue providing white-glove service throughout our partnership with you.

Tackle the transition in phases.

TIPS:

1.	 Update payment information for direct deposits first to ensure funds are received. Fill out Form 1 on 
page 3, and send it to your employer and/or the Social Security Administration. You can also update 
Social Security direct deposit information online or by calling 800-772-1213.

2.	 Look through your old account transactions over the last year, and use the worksheet on page 5 to 
make a list of vendors whose records need to be updated. Common transactions include payroll, 
social security, mortgage/rent, utilities, insurance, investments, and subscriptions. Don’t forget 
quarterly or annual payments, such as taxes. 

3.	 Set aside chunks of time to make these updates over the course of several days or weeks. You could 
start with the vendors whose payments are coming up soonest, or batch updates by type (e.g., 
utilities, subscriptions, etc.). You can typically update payment information through each vendor’s 
online portal, or fill out Form 2 on page 4 and send it to them. 
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Open your new account.

TIPS:

1.	 To minimize stress, make the switch during a month when you have fewer financial obligations (e.g., 
not during the holidays or tax season).

2.	 Leave some money in the old account for the first billing cycle to cover any upcoming or forgotten 
charges. (Check with your bank to understand if there is an account minimum or other requirements 
to avoid fees.)

3.	 When you’re ready to open your account, come prepared with account opening forms and 
documentation. You can also ask if there are electronic forms available to save time. With Gateway 
Bank, you can fill out forms online, or download them to submit via email, fax, or in person. 
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https://www.ssa.gov/manage-benefits/update-direct-deposit
https://gcbaz.com/news-and-resources/deposit-account-opening-checklist/
https://gcbaz.com/news-and-resources/deposit-account-opening-checklist/
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For more information and support,  
contact Gateway Bank at 480-358-1000.

Reminder: If you’re moving to Gateway Bank, ask our team for support! 
We offer hands-on guidance during the transition and continue providing 
white-glove service throughout our partnership with you.

Close the old account.

TIPS:

1.	 Once you’re sure all transactions are coming through your new account, it’s time to close your 
old account. Contact your bank to see if you are required to come in person and/or make an 
appointment to do this. Send or bring in Form 3 on page 4 to notify them about your request. 

2.	 Request written confirmation once the old account is fully closed to avoid future fees.

3.	 Keep an eye on your email to catch any missed payments or deposits.
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Wait at least one full billing cycle.

TIPS:

1.	 Keep your old account open for at least one full billing cycle (30 days) to ensure you’ve transferred 
all debits and deposits successfully. 

2.	 Keep an eye on your email and old bank account to catch any missed payments or deposits.

3.	 Ensure all outstanding checks and pending payments have cleared.
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FORM 1 | DIRECT DEPOSIT CHANGE REQUEST PAGE 3

Date Company making direct deposit

Please change the account for my direct deposit.

Company address City, State, ZIP

To whom it may concern: 
Please update the details of where you are currently depositing my paycheck into the new banking 
account details provided below.

My old bank My old bank’s routing number

My old account number

Please begin making these automatic deposits into my new Gateway Bank account.

Gateway Bank routing number My new account number

If you have any questions about this request, please call or email me. Thank you.

Name (please print) Signature

Address City, State, ZIP

Phone number

Please provide your employer with a voided Gateway Bank check 
(not a deposit slip) with your request.

Email

122106316
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FORM 2 | AUTOMATIC PAYMENTS CHANGE REQUEST PAGE 4

Date Company making direct deposit

Please change accounts for my automatic payments.                                                                                                                                  

Company address City, State, ZIP

To whom it may concern: 
I have recently changed to Gateway Bank. You are currently withdrawing  $                          .                   
each month from the following account:

My old bank My Old Bank’s Routing Number

My old account number

Gateway Bank routing number My new account number

For (payment or reason) On (date of month)

If you have any questions about this request, please call or email me. Thank you.

Please stop making withdrawals from this account and start making them from my 
new Gateway Bank account:

Name (please print) Signature

Address City, State, ZIP

Phone number Email

Please provide each recipient with a voided Gateway Bank 
check (not a deposit slip) with your request.

122106316
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FORM 3 | ACCOUNT CLOSING LETTER PAGE 5

Account Closing Letter

Please consider this as official notification to close my account(s) at your financial 
institution. Below, I have listed all of the accounts I would like closed. Please send me a check for the 
closing balance(s) to my address indicated within this letter.

(   )

(   )

(   )

(   )

Checking

Checking

Checking

Checking

(   )

(   )

(   )

(   )

Savings

Savings

Savings

Savings

(   )

(   )

(   )

(   )

Other

Other

Other

Other

If you have any questions about this request, or if you require other authorization forms to be 
completed, please contact me at the number shown below. Thank you in advance for your anticipated 
cooperation. 

Sincerely,

Date Bank’s name

Bank address

Account number

Account number

Account number

Account number

City, State, ZIP

Name (please print) Signature

Address City, State, ZIP

Phone number Email
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WORKSHEET | TRANSFER CHECKLIST PAGE 5

Transfer Checklist

Company/ 
Financial 
Institution

Account 
Number

Type of 
Account

Date 
Mailed or 
Contacted 

Follow-Up 
Date

 Item 
Complete

Direct 
Deposit 

Direct 
Deposit 

Automatic 
Payment 

Automatic 
Payment 

Automatic 
Payment 

Automatic 
Payment 

Credit Card 
Balance 

Transfer 
Credit Card 

Automatic 
Closure

Automatic 
Closure


