Instructions for Changing Signature Authorities on a Bank Account
Changing signature authorities on a bank account is an important administrative task that ensures authorized individuals have access to manage the organization’s funds. Follow these steps to complete the process efficiently and securely.
Contact the Bank to Understand Requirements - Each bank has specific procedures for updating signature authorities. Before beginning the process, contact your bank and request the following:
· A list of documents required
· Any specific forms to complete
· Whether signers must appear in person
· The number and types of identification required
· Any other specific requirements required by the banking location
Approve Changes in a Board or Committee Meeting - Most financial institutions require formal Minutes authorizing the change. Ensure the change is approved by the appropriate governing body (e.g., board of directors, executive committee) and recorded in the meeting minutes. The minutes should include:
· Date of the meeting
· Motion made and approved to change signers
· Full names and roles of those being removed
· Full names and roles of those being added
· Name of the account(s) affected and the last 4-digits of the account number
Tip: Use language like:
"Motion to remove Jane Doe and John Smith as authorized signers on the “Name of the account, and the last 4-digits of the account number”and to add Mary Johnson (Treasurer) and Tom Brown (President) as the new authorized signers."
Prepare Required Documentation - Gather the following documents for the bank:
· Meeting minutes showing approval of changes
· Social Security number of each signers on the account. It is best to call the bank and specifically talk to the individual preparing the paperwork to give the Social Security number. Do not send it in an email or text.
· Identification usually government-issued photo ID for each new signer 
· Second form of identification such as a credit or debit card for each new signer
The following additional information is needed if you’re opening a new bank account:
· Employer Identification Number (EIN) or tax ID for the organization
· Articles of Incorporation 
Schedule a Bank Appointment - Coordinate with your bank to have as much of the required paperwork completed before you arrive at the bank to prevent any additional delays.
· Schedule an appointment to complete the signature in person 
· Ensure everyone brings the proper identification
· Order checks
· Order debit cards
· Establish Online banking access
· Change any mailing addresses
· Verify all signers have full authority over the account
· Request any other items you may need
· Safely store any new signature cards or authorization documents

