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CHECKING ACCOUNT POLICY

Due to a three-year contract with Citizens Bank, effectively immediately, all checking accounts for the collection of revenues and expenditures of funds must be with Citizens Bank.  Those that have existing accounts with Citizens Bank must review their signature cards.  Maintaining an account will require two signatures.  Adhering to the following guidelines will facilitate this transaction.

1. All accounts that are not with Citizens must be closed and the funds transferred.

2. Indicate to the Citizens Bank employee that you are establishing a municipal checking with interest product code 012.

3. Two signatures will be required on the account.

4. When the account is established, please provide the City Treasurer with the following:

· Account number

· Branch location

· Name of account

· Signers

· Name of school

· Telephone number of signer

· Name and telephone number of check reconciler.

5. The duties of the signer and reconciler are mutually exclusive.

6. A monthly reconciliation must be done with availability for inspection.

7. A quarterly reconciliation must be forwarded to the City Treasurer with a copy to the Business Manager.

8. Please be advised a W-9 form (Request for Taxpayer Identification number and certification) mush be on file with the bank.

9. Random audits will be performed by the City Auditor’s office.
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