
Automatic Payments
After you have identified the Automatic Payments from your previous bank statements, 
use the Automatic Payment Request Form to notify the merchant of your new bank 
information.

Don’t forget, you can also manage your payments with BankFIRST’s Online Banking 
and Bill Payment service. 

Before Sending the Automatic Payment Request Form
1. Identify any existing automatic payments.
2. Use the enclosed form to request that your automatic payment be established 

at BankFIRST.
3. Maintain the account at your previous bank until you have confirmed that the 

automatic payment has been switched to your BankFIRST account.

Please remember, you should never send personal, confidential information via email. 



Automatic Payment Request

                                                                                    
Company Name

                                                                                                            
Address

                                                                                                            
City, State, Zip

Re: Changing My Automatic Payment
Attn.: Accounts Receivable/Accounting

I have recently changed banks and would like to have my automatic payment with your company 
changed to my new account. 

Please discontinue debiting my old bank account and begin making automatic withdrawals from my new 
BankFIRST account.

If you have any questions regarding this request, please contact me by mail or call me at the phone 
number listed below.  Thank you for your prompt assistance with this matter.

Sincerely,

                                                                                                                                                          
Authorized Signature #1 – Name and Title Date

                                                                                                                                                          
Authorized Signature #2 – Name and Title  (if applicable) Date

                                                                                                                                                          
Authorized Signature #3 – Name and Title  (if applicable) Date

Automatic Payment Information

Company Name _____________________________________________________ 

Address ____________________________________________________________

City ________________________________ State ___________ Zip ____________
  
Day Phone  ____________________   Evening Phone  _______________________

Amount Debited (Enter payment amount or “Amount Due”)

___________________________________________________________ 
 



Payment or Reason __________________________________________________

Date of Payment _____________________________________________________

Account Number with Biller _____________________________________________

Previous Bank Name __________________________________________________

Previous Bank Routing Number __________________________________________

Previous Bank Account Number __________________________________________

New Bank Name: BankFIRST

New Bank Routing Number:  063113808

New Bank Account Number ______________________________________________
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