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Deposit Account Documentation
Signature Card Instructions 

 
 

To be used for all new account openings and to replace signature cards on existing accounts. 
 

 

1. Enter the date the signature card is being 
submitted to the Bank. 

2. Check a box to indicate whether this signature 
card will be used to open a new account, to 
update signers (add or delete signers) on an 
existing account(s), or to supersede (replace) an 
existing signature card.   
Superseding a signature card replaces any and 
all prior signature cards for the accounts, and 
replaces all existing signers on the account(s) 
with the new signers listed under the 
“Designated Account Signers” section of the new 
signature card.  

3. Provide an account number for which this 
signature card will be used.  If this is a new 
account(s), use the account number(s) provided 
by a Bank of America Associate or the Associate 
will complete.  If the signature card will be used 
to open, update or supersede additional 
accounts, complete and attach the “Add Account 
Form”.   

4. This is for “Bank Use Only”. 
5. Enter the full legal name of account 

holder/organization.  This name must match 
exactly to your Organization’s legal name found 
on its charter or formation documents, and must 
also match its Banking Resolution and 
Certificate of Incumbency. 

6. Enter any Trade or DBA name used by your 
Organization if it conducts business under a 
name other than its full legal name.  You must 
provide a copy of your Organization’s trade, 
assumed or fictitious name filing. 

7. Provide a descriptive account title if desired, to 
appear on the account (e.g. Operating Account, 
Rent Account, Tenant reserve).  The descriptive 
account title cannot be another legal entity name.  
An example of another legal name would be the 
legal name in item 5 reads ABC Corp., then item 
7 cannot read ABC LLC.   

 

8. Check only the one box that best describes your Organization’s type.   
9. List the state where your Organization is registered, or if not registered, your primary place of business. 
10. Enter the Employer Identification Number (EIN), to be used on the account(s). If an individual, use a Social Security Number.   
11. Enter the legal name of the owner of the EIN listed in item 10. 
12. This section comprises the agreement section between you and the Bank regarding your use of the account(s).  You will receive a 

copy of the deposit account agreement that further outlines the terms and conditions of the account(s).  This section also describes 
the authority given to designated account signers and contains the EIN certification required by the Internal Revenue Service.   

13. Type or print the name and title of the authorized individual who will sign the agreement for your Organization.  The title of the 
authorized individual must be listed and the signature certified on the Banking Resolution and Certificate of Incumbency or contract 
for the deposit of moneys (CA Public Funds only) that governs the Organization.  

14. Provide signature of the authorized individual listed in item 13.   
15. Mark this box if a Designated Account Signer’s authority is limited to check signing authority only. 
16. Indicate whether you are adding (A) or deleting (D) the signer.  If you are deleting a signer, no signature is needed from the deleted 

signer. 
17. Enter the full name of the Designated Account Signer that is being added or deleted. 
18. Enter the title of the Designated Account Signer. 
19. Have each added Designated Account Signer provide a specimen signature. 
20. This section is for “Bank Use Only”. 


