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Purpose of Today’s Session
• Understand agency responsibilities related 

to bank accounts

• Know when to contact Banking Services vs. 
the Bank

• Review required procedures for account 
setup, closure and new/updating services

• Clarify how banking services are paid for

• Overview of Banking RFPs and when to 
involve Banking Services
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Who We Are – Banking Services

Bureau of State Accounting Operations

Cash Management Unit (CMU)

Daily Operations Banking Services
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Why Banking Services Matters
• Protects State funds and ensures 

compliance

• Prevents unauthorized banking access

• Improves communication between 
agencies and OSC

• Clarifies responsibilities and reduces 
delays

• Supports an accurate and complete 
inventory
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Banking Services Responsibilities
Include but are not limited to…

• Central oversight of account 
setup, closure and maintenance

• Signature Card Management

• Annual User Access Review

• Review and approval of banking 
services

• Participation in both statewide 
and agency banking RFPs
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GFO Guidance
Quick Overview

Sections of 
Importance

XI.11.C – Banking 
Services Contracts

XIV.4.A – Agency 
Bank Accounts 
Overview

XIV.4.B – Opening 
& Closing Accounts
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XI.11.C – Banking Services Contracts
Key Takeaways

• All banking services must be with OSC-approved 
institutions

• Agencies may not add or modify their own banking 
services

• Exceptions require approval from OSC Legal and 
Banking Services
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XIV.4.A – Agency Bank Accounts 
Overview

• Agencies may need various types 
of bank accounts dependent on 
their purpose

• All accounts must be authorized by 
OSC

• Each account must serve a specific 
function and be reviewed regularly
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XIV.4.B – Opening & Closing Accounts
Key Points

Opening:
• Requested by agency       Approved and opened by Banking Services

• All correspondence should be sent to bankingservices@osc.ny.gov

Closing:
• Can be closed by Banking Services team or initiated by agency

• If closed by agency, Banking Services team must be notified within 
10 days
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Opening a Bank Account
Process Overview

• Submit request to Banking Services with required information:
– Name and purpose of Account
– Justification for establishing the new Account*
– Estimated Average Balance
– Address of the agency office making deposits and withdrawals
– Name and location of bank where the account is requesting to be opened
– Bank services the account will need (ex. Statements, Positive Pay)

• Banking Services team will review request and make a determination. If 
approved, Banking Services will proceed with opening the account with the 
bank

• Bank Setup – Once account is opened, agency can work with Banking 
Services and Cash Management for various bank setup needs (ex. Cash 
Management sweep setup, SFS setup, online banking users, etc.)

*Note: Justification is important due to ongoing efforts to 
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Closing a Bank Account
Process Overview

Account Closed by Agency Account Closed by Banking 
Services

Notify Banking Services within 10 Days of 
Closure
- Include email from banking representative 

confirming the account is closed
- Return or destroy unused checks/scanners 

according to the bank’s instructions

- It is extremely important to notify 
Banking Services when accounts are 
closed for financial reporting purposes, 
SFS purposes, and accurate inventory 
reporting

- Notify Banking Services that you’d like to 
close the account

- Provide statement showing that the 
account balance is zero or if you require 
our assistance to disburse the balance

- Banking Services Team will work with Bank 
to close the account

- Banking Services will notify agency 
requestor when the account has been 
closed
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Signature Cards & Account Ownership
• Signature Cards list Authorized Signers
• Should consider agency internal controls
• Banking Services maintains copies and coordinates updates
• Please be prompt with updating signature cards with staff changes!

Typical Signature Card Update Process

Agency contacts Bank 
Representative requesting 

Signature Card update

Bank prepares pre-filled 
form and sends back to 

agency requestor 
through Secure network

Once agency signs (wet 
signature), bank forwards form 
to OSC (Banking Services) for 

signature. 

OSC signs form and returns to 
bank for processing

Bank processes signature card 
update and replies to all parties 

when completed!
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Online Banking User Access

• Agencies request access through Banking Services
• Banking Services assigns user roles and permissions
• Adding Services to Bank Accounts? Contact us to   

evaluate and initiate
• Notify Banking Services when access needs removal
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Annual Bank User Review

• Conducted by Banking Services

• Sent to each agency for review

• Agencies confirm or update user access

• A crucial compliance control step

*Online Banking Users: Please login periodically! We flag any users that 
have been inactive for longer than six months!
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Payment for Banking Services
Two ways

Direct pay via Appropriation

Compensating Balances
or
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When to Contact Banking Services 
vs. the Bank

Scenario Contact
Need a new Bank Account Banking Services

Need a new Check Scanner Banking Services

Scanner not working Bank

Signature Card Update Bank

Need Online Banking Login 
Reset/Unlocked

Banking Services

This chart only represents a few examples; there are 
many others! If you are unsure, our mailbox is always 

open.
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Resources

GFO:
XI.11.C – Banking Services Contracts

XIV.4.A – Agency Bank Accounts Overview

XIV.4.B – Opening & Closing Accounts

Email us:
BankingServices@osc.ny.gov

CashManagement@osc.ny.gov
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Q&A and Final Reminders
• Review GFO Guidance regularly

• Don’t guess – email Banking Services if unsure

• Keep user access and signature cards updated

Questions?



Thank you.
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