Instructions:

Sample Letter to Bank Requesting the Opening of a New School Checking Account



(1) Copy the sample letter (below) onto school letterhead.

(2) Enter information specific to your school in the fields beginning/ending with brackets (for example, [NAME OF SCHOOL]).

(3) Be sure to indicate, in the designated field, the type of account you wish to open: Either a General School Fund Account or a School Lunch Account.
(4) If you do not know the City’s Taxpayer Identification Number (TIN), call the DOE’s Banking Unit – (718) 935-2654 – to obtain it in order to add it to the letter.
(5) Provide the names and signatures of three people at your school who will act as account signatories. One of the signatories must be the principal. All signatories must be full time employees.

(6) If your school letterhead does not include the school’s mailing address, include it after the principal’s signature (along with the other contact information).

(7) Mail the completed letter, plus  the completed Bank Account Request Form and bank signatory cards (obtained from the DOE’s Banking Unit), to:

New York City Department of Education

Division of Financial Operations, Banking Unit

65 Court Street, Rm 1802

Brooklyn, NY  11201
[DATE]
[BANK NAME]
[BANK BRANCH ADDRESS]

Re: Request to Open a New School Checking Account

Dear [NAME OF BANK] Representative,
I am the principal of [NAME OF SCHOOL]. Please open a checking account in the name of the New York City Department of Education (DOE) as follows:

Account Name: New York City Department of Education
In Trust for [NAME OF SCHOOL]

[GENERAL SCHOOL FUND ACCOUNT or SCHOOL LUNCH ACCOUNT]
Please ensure that all associated account documentation is imprinted with the account name as indicated above. Further, the account should reference New York City’s Federal Taxpayer Identification Number (TIN): [INCLUDE THE CITY’S TIN HERE].
Each check must be signed by a combination of any two of the following three people whose signatures appear below:

	Names of Account Signatories
	Signatures

	[SIGNATORY 1]
	[SIGNATORY 1 TO SIGN HERE]

	[SIGNATORY 2]
	[SIGNATORY 2 TO SIGN HERE]

	[SIGNATORY 3]
	[SIGNATORY 3 TO SIGN HERE]


Should you have questions, please do not hesitate to contact me.

Sincerely,

[PRINCIPAL’S NAME], Principal

Tel No: [(XXX) XXX-XXXX]
Fax No: [(XXX) XXX-XXXX]
E-Mail: [PRINCIPAL’S EMAIL ADDRESS]
Letter to Request Opening of New School Bank Account

Last Updated: 4/15/2015

