Bank Account Authorization Procedures

For Accounts below the kingdom level:

1)  The account must include the Kingdom Exchequer as a signer on the account.  All signatures and applicable data (group name, etc.) should be completed on the signature card before the card is sent to the Kingdom Exchequer.

2)  Send the card to the Kingdom Exchequer and indicate whether or not the card must have a corporate resolution completed.  Cards requiring the corporate resolution must go through the Kingdom Exchequer’s office – the Corporate office will return any bank card sent directly to them by anyone other than the Kingdom Exchequer.  

· To insure that the card is returned to the correct location, include a self-addressed stamped envelope with your name and address on it when the card is sent to the Kingdom Exchequer. Sometimes your bank will provide you with an envelope to return the card directly to the bank.  Paper clip this envelope to the card.

· It also helps to include an addressed envelope with the Corporate office address on it so that the Kingdom Exchequer can forward on the card immediately.

For Kingdom Accounts (including Universities, Heralds, etc.):

1) The account must include the Society Exchequer as a signer on the account.  Royalty may not be signers on any kingdom account.  All signatures and applicable data (group name, etc.) should be completed on the signature card before the card is sent to the Society Exchequer.

2) If the card requires the corporate resolution to be completed, indicate this is needed by including a letter or attaching a brief note to the card.  It helps to highlight the areas needing signature by the Corporate Secretary.

· To insure that the card is returned to the correct person, include a self-addressed stamped envelope with the name and address of the returnee, and clip this to the card.

· Likewise, it will speed up processing if you include an envelope addressed to the Corporate office in Milpitas so that forwarding is simplified.

DON’TS (OR WHAT TO DO TO INSURE YOUR CARD IS SENT BACK TO YOU WITHOUT THE CORPORATE RESOLUTION):

1)  DO NOT send cards directly to the Corporate Secretary.  They must go to the Corporate Office in Milpitas.

2)  DO NOT send in blank or incomplete cards.  We do not sign blank bank cards for obvious reasons.  You must have the account name, group name, ID number, account number, and the authorized signers on the cards sent to the Kingdom Exchequer or the Society Exchequer.  All local signers must sign the card before it mailed forward to either the Kingdom Exchequer or Society Exchequer.

3) DO NOT send cards without a note or letter explaining what you need done to them.  Don’t assume that the person you are sending them to knows what you want.

4) DO NOT send cards without a SASE included so that you get the cards back.  This is particularly vital when the card must be forwarded via the mail to other signers.  By the time it gets to the Corporate office the envelope you sent it in will be long gone, and they may not know who to send it back to.  Bank cards don’t typically include addresses on them.

5)  If you are sending multiple sets of cards, clip the pieces of each set together so they don’t get mixed up with other cards.  Most banks require at least 2 pieces of paper to get an account authorized, and it is easy to get them mixed up when large bunches are sent.

6)  Bank accounts do not need to have the signatures changed just because the Kingdom Exchequer (or Society Exchequer) changes.  DO NOT request new bank cards for all of your accounts when this happens.

7)  And lastly, the most vital piece: DO NOT PISS OFF THE MILPITAS OFFICE STAFF.  If you need to call Milpitas to find out where your card is, act like a human being and not a rabid monkey.  Politely inform them who you are and why you are calling, and ask for their assistance.  If they tell you they haven’t seen your bank card or it was never received, call the next person down the signature chain (such as the Kingdom Exchequer) and ask if they have the card or when they last saw it and where it went from there.  Work your way backwards until it is determined the card is hopelessly lost, at which point start again from Step 1 in the procedures above.  If you need to have the resolution expedited, indicate that to your Kingdom Exchequer when you forward the new card and ask them to send the card to the office Express or certified, and indicate in your letter to the office that this is a second attempt and you need the card returned promptly.

