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We want your experience with changing banks to be as simple as possible. Take advantage of 
this switch kit to help keep the process organized.

SWITCHing is Easy!

SWITCHing to Commencement Bank is easy with this 4-step process:

1. OPEN YOUR NEW COMMENCEMENT BANK ACCOUNT: We will help you choose the
account that best fits your needs. Using the Deposit and Payment tracker provided, you will be
able to easily move through the remaining steps.

Documents Needed to Open Your New Account:
• Government issued photo ID (Driver’s License or Passport)
• 2nd piece of ID (if requested)
• Mother's Maiden Name
• Address
• Employment Information
• Social security number
• Previous month banking statement (optional – this will help us determine the best 

account for you and help identify any payments or deposits that will need to transition to 
your new account).

2. CHANGE/SET-UP DIRECT DEPOSIT: You can use our Direct Deposit Authorization Form to
send to any agencies or employers. It is normal for agencies to take a month or more to complete
your direct deposit change requests. We can also help you with how to SWITCH your Social
Security Deposit to your new account.

3. CHANGE ANY AUTOMATIC PAYMENTS: We can work with you to identify any
automatic withdrawals from your previous banking statement. Once you have established a list
of companies you will need to contact, the process is easier to keep track of. You can use our
Deposit and Payment Tracker to help organize the process. We have also created an Auto Payment
Authorization Form for you to send to any companies who want your request to be in writing.

4. CLOSE YOUR OLD ACCOUNT(S): Once all your deposits and auto-payments have been
successfully switched to your Commencement Bank account, you’re ready to close your old
account(s). The safest way to ensure you won’t be charged additional fees and that the account is
truly closed is to provide the Account Closing Request Form to your other financial institution.

Thank you for choosing Commencement Bank!

Make the SWITCH to 
Commencement Bank

Personal Banking
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Our deposit and payment tracker helps track your deposits and withdrawals that need switched to 
your new Commencement Bank account. Make sure to keep this account information secure. Consider 
shredding upon completion.

Your Bank Account Information 
• Bank Routing Number: __________________
• Your Bank Account Number: __________________

RECURRING DEPOSITS MADE TO YOUR PREVIOUS ACCOUNT 

\

RECURRING PAYMENTS MADE FROM YOUR PREVIOUS ACCOUNT

Deposit Company Next Scheduled 
Deposit

Contacted 
Company

Deposit has 
Come Through 
New Account

Payroll
Pension

Social Security

Other

Deposit Company Next Scheduled 
Deposit

Contacted 
Company

Deposit has 
Come Through 
New Account

Mortgage

Vehicle Payment

Insurance

Phone Bill

Electricity

Gas

Water

Other

Other
Other
Other

Other

Deposit & Payment Tracker
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(Previous Financial Institution)

Prior to completing this authorization, check with your employer or company you receive a 
direct deposit from to ensure they do not have their own required form.

COMPANY INFORMATION     Change            New
Company Name: _____________________________________________________________________ 
Company Address: ___________________________________________________________________ 
City: ___________________________ State: _________________ Zip: ______________ 
Telephone: ________________________

INDIVIDUAL INFORMATION
Name: _____________________________________________________________________________ 
Address: ___________________________________________________________________________ 
City: ___________________________ State: _________________ Zip: ______________ 
Telephone: ________________________

I am closing my:
Checking Account   Savings Account

Account Number: ________________________ at _________________________________________ 

Located at __________________________________________________________________________

I hereby authorize the transfer of my direct deposit to my new bank, Commencement Bank, 
and submit this letter as written authorization. 

Please begin sending the deposit(s) directly to:
Commencement Bank

1102 Commerce St, Tacoma, WA 98402 | Routing number: 125108887

Deposit Instructions
Please deposit entire amount into checking account # ____________________
Please deposit $____________ into savings account # ____________________

and the remainder to checking account # _________________

I authorize the company listed above to initiate deposit of funds to my Commencement Bank 
account(s). This notice to remain in effect until I send written notice of change or cancellation.

Signed: _______________________________________ Date: ___________________________ 
Print Name: ___________________________________

Direct Deposit Authorization

(Address)
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Prior to completing this form, check with the company you send an automatic payment to and ensure 
they do not require their own specific form.

AUTO-PAYMENT AUTHORIZATION     Change            New
Vendor/Payee Name: _________________________________________________________________
Vendor Address: _____________________________________________________________________
City: ___________________________ State: _____________ Zip: _________________________
Telephone: _____________________Account Number with Vendor: ______________________

CUSTOMER INFORMATION
Name: _____________________________________________________________________________
Address: ___________________________________________________________________________
City: ___________________________ State: _________________ Zip: ______________ 
Telephone: ________________________

Effective immediately, I/We authorize the above referenced vendor/payee to initiate entries to my 
new account number: ___________________  Checking Account   Savings Account

Commencement Bank
1102 Commerce St, Tacoma, WA 98402 | Routing number: 125108887

This authorization will remain in effect until I notify Vendor to cancel request.

Signed: _______________________________________ Date: ___________________________
Signed: ___________________________________

(If second signature is required)

Automatic Payment 
Authorization Form
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Prior to completing this form check with your former financial institution to ensure they do not 
require you fill out their own specific form.

CUSTOMER INFORMATION
Name: _____________________________________________________________________________
Address: ___________________________________________________________________________
City: ___________________________ State: _________________ Zip: ______________ 
Telephone: ________________________
Accounts (List account numbers and types you would like to close)
Account #: _________________________ Checking Savings Other
Account #: _________________________ Checking Savings Other
Account #: _________________________ Checking Savings Other
Account #: _________________________ Checking Savings Other

I/we hereby authorize the closure of the above listed account(s). Please mail any funds remaining in 
these accounts to:

Me, at the above address
Commencement Bank ___________________________________________________________

(List your local branch address)

Account number to be referenced on check:
If applicable, please discontinue my Bill Pay and Online Banking Services
If applicable, please cancel my debit card

Signed: _______________________________________ Date: ___________________________
Signed: ___________________________________

(Signature of Primary Account Holder)

Prior to sending this form, please review your deposits and auto-payments to ensure they have 
been changed to your new Commencement Bank account.

Account Closing Request
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How to Set Up or Change Direct Deposit of Benefit Payment Online….

1. Log in to your account.
2. Sign in and Select the blue Benefits & Payment Details link on the right side of the screen.
3. Scroll down and select the Update Direct Deposit button, and choose if you are the owner or co-

owner of the bank account.
4. Enter your bank account information and select Next.
5. Review and verify your banking information and select Submit then select Done.
6. You can also decide when your change will take effect, by simply using the My Profile tab within

my Social Security.

Still have questions?
If you have questions or need help understanding how to set up or change direct deposit online, call 
our toll-free number at 1-800-772-1213 or visit your Social Security office. If you are deaf or hard of 
hearing, call our toll-free TTY number, 1-800-325-0778, between 8:00 a.m. and 5:30 p.m. Monday 
through Friday.

If you receive Supplemental Security Income (SSI) payments, please call their toll-free number at 
1-800-772-1213 for assistance.

In Person or by phone:

Tacoma Office 
Address: 2608 S 47th St Ste. A, Tacoma, WA 98409 

Phone: (888) 487-9229

Kent Office
Located in: Kent Station® 

Address: 321 Ramsay Way #401, Kent, WA 98032 
Phone: (866) 931-7671

INFORMATION NEEDED TO MAKE CHANGES:
Current Bank Name ______________________________
Current Bank Routing # ___________________________
Current Account # _______________________________
NEW Bank Name _______Commencement Bank_______
NEW Bank Routing # _______125108887_____________
NEW Account # _________________________________

SWITCHing your Social Security 
Deposit to your new account

Puyallup Office 
Address: 811 S Hill Park Dr, Puyallup, WA 98373 

Phone: (855) 886-9627

Thurston Office
Address: 402 Yauger Way SW, Olympia, WA 98502 

Phone: (866) 755-6199

https://www.google.com/search?rlz=1C1CHBD_enUS963US963&output=search&q=Kent+Station®&ludocid=11371983263310072599&gsas=1&lsig=AB86z5WVZdBvu7UJCnLJ0QaaRXTq&sa=X&ved=2ahUKEwjniYv3laDzAhVKbs0KHdtfDjEQ8G0oAHoECBMQAQ
https://www.google.com/search?rlz=1C1CHBD_enUS963US963&q=us+social+security+administration+kent+wa.+address&ludocid=2712953133228055258&sa=X&ved=2ahUKEwjniYv3laDzAhVKbs0KHdtfDjEQ6BN6BAgAEAI
https://www.google.com/search?q=social%20security%20office%20near%20me&rlz=1C1CHBD_enUS963US963&oq=&aqs=chrome.1.69i59i450l2.253084279j0j15&sourceid=chrome&ie=UTF-8&tbs=lf:1,lf_ui:4&tbm=lcl&rflfq=1&num=10&rldimm=19220056647450160&lqi=Ch5zb2NpYWwgc2VjdXJpdHkgb2ZmaWNlIG5lYXIgbWUiBogBAZABAUis4JDR5YCAgAhaNhAAEAEQAhgAGAEYAiIec29jaWFsIHNlY3VyaXR5IG9mZmljZSBuZWFyIG1lKggIAxAAEAEQApIBFnNvY2lhbF9zZWN1cml0eV9vZmZpY2WqAR4QASoaIhZzb2NpYWwgc2VjdXJpdHkgb2ZmaWNlKAA&ved=2ahUKEwi8p8jhm6DzAhWK_J4KHUi5CcsQvS56BAglEBw&rlst=f
https://www.google.com/search?q=811+S+Hill+Park+Dr%2C+Puyallup%2C+WA+98373+Phone%3A+(855)+886-9627&rlz=1C1CHZN_enUS941US941&oq=811+S+Hill+Park+Dr%2C+Puyallup%2C+WA+98373+Phone%3A+(855)+886-9627&aqs=chrome..69i57.605j0j7&sourceid=chrome&ie=UTF-8
https://www.google.com/search?rlz=1C1CHZN_enUS941US941&sxsrf=AOaemvKDrHk8frsfL9m3YWfbPEoqACTx2g:1635281031478&q=US+Social+Security+Administration+Olympia,+WA+98502&ludocid=17234368809502297247&lsig=AB86z5WfeyjOAWGiAcqg-FAikmts&sa=X&ved=2ahUKEwi7q_TH-OjzAhUrJTQIHZehAnkQoAJ6BAgLEAc&biw=1689&bih=902&dpr=1
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