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Opening Your Seeds Project Bank Account: Instructions
IMPORTANT NOTE: Email a copy of this form (with the information filled out) to Banking@SeedsProjectNonProfits.com and ProjectFacilitation@SeedsProjectNonProfits.com 
We will open a bank account for your project. In most cases it will be at the Bank of America. We need the following signatory information (that’s the person who you will have signing your project’s checks) along with your DBA and Registration forms before we can open your project’s bank account.
Name of Seed Project: ________________________________________________​​____

1.  Name and email address of signatory______________________________________

Day phone and address____________________________________________________

2.  Name and email address of signatory______________________________________

Day phone and address____________________________________________________

We open our accounts by phone and our banker will call you to get your social security number, address and any other information she needs. We will call you ahead of time to make sure you are available and to let you know to expect her call.
After she has the information, the bank will mail us the documents. After review we will send them to the signatory. If there is more than one signatory, you will need to forward the documents to the second one. After the last person has signed, you will send the documents back to us. We will sign them and get them back to the bank. You may deposit checks as soon as the account is opened and you can order checks as soon as the bank has received the documents.

You will need to sign up for online banking to retrieve your monthly statements. Sign up online by yourself, or if you need help you may call the online help center or go to your local branch. Please do not call us as we are not banking experts. If you prefer banking in person, you are still able to do so, just as you’ve always done. The only difference is that you will need to retrieve your statements online.

FOR EASE OF FILING YOUR FINANCIAL YEAR END STATEMENT IT IS STRONGLY RECOMMENDED THAT YOU DOWNLOAD YOUR MONTHLY STATEMENTS onto financial software such as Money, Quicken, QuickBooks, or even into an Excel or a Word Document. If you go the simplest way and us Microsoft Word, you will still need to clearly detail all your transactions in your check register. We strongly recommend you do this because it makes it easy for you to email bank statements to us at the end of the year. Remember, as a result of homeland security requirements, WE ARE REQUIRING MORE STRINGENT FINANCIAL REPORTING PROCEDURES FROM NOW ON. It’s best to get into the habit now.             
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