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Domestic Bank Changes

Summary

Process to validate domestic vendor banking changes consistent with requirements needed to change Asian bank information. This process will be required for all domestic banking changes without exception. 
Process for setting up New or Updated ACH information: 
1. All vendor changes involving banking setups must go through the Dartboard.
2. The Domestic Bank Request will be the only form accepted to add new or change banking. All fields must be completed with proper approvals for the form to be accepted. 
3. Vendor Master will notify AP of the new banking request. The bank verification will need to go through the following 2 step verification process after receipt of the completed change notice:
a. AP calls vendor’s finance department to confirm banking information and request a copy of a cancelled or voided check from the account listed on the form. A bank statement listing the full account detail is acceptable as well. The vendor’s name must match exactly. *Example: Check lists company name as Gardner Bender while the beneficiary’s name on the form is GB. This would not be acceptable.
--------------------and--------------------
b. A member of the ECM Ops Team must call the vendor for a second verification of the banking information. The second verification cannot come from the same person who completed the original form. Once confirmed the ECM employee must complete the Authorized ECM Representative section of the form and return to AP.
4. AP will review and then send the confirmed information to Vendor Master to complete the change in Oracle. 
5. AP will also track all banking requests on a spreadsheet consistent with what is done with the Asian templates. The spreadsheet is located: P:\Finance\AP and Basware\AP Shared Services\Domestic Vendor Changes
6. A copy of the cancelled check and/or Change Notice will be saved in the same location where the spreadsheet lives. 
7. ECM will also limit bank changes to no more than 2 per 12-month period. 
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