
Instructions For Payroll Processing

Now, it is time to let your payroll processor know that you have opened a new Checking 
account at BankFIRST.

Using the Payroll Processing Request Form, you can notify your processor of the 
change, when to stop using your old account number for your payroll deductions, and 
when to begin using your new BankFIRST Checking account.

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



Payroll Processing Request

                                                                                    
Company Name

                                                                                                            
Address

                                                                                                            
City, State, Zip

Re: Change accounts for my payroll processing
Attn: Account Maintenance

This letter is to inform you that I have recently changed banks.  Effective                   , please stop 
processing my payroll from my old bank account and begin processing my payroll from my new 
BankFIRST account.

If you have any questions regarding this request, please contact me in writing or 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

Account Information

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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