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Confidential

INSTRUCTIONS ON DDA CONVERSION

1. Please prepare the following documents (in company’s letterhead) for the conversion of DDA records:

a) A sample letter authorising OCBC Bank to do the DDA conversion and request the bank to liaise with the respective receiving bank on the DDA conversion exercise. (Appendix 1)

b) Prepare the list of DDA records to be converted with authorised signatories in duplicate. The list must be sorted according to Bank code i.e. Separate list for different bank and branches. (Appendix 2)
Please provide the listing in excel file for ease of conversion.
c) A sample letter to help you inform your customers of the change in originating party to OCBC Bank. (Appendix 3)  Note that it is an ABS guideline for such changes to be communicated to your customers via any appropriate means.
2. Forward all documents & CD-ROM/DVD-ROM (if any) to:

Oversea-Chinese Banking Corporation Limited
Global Transaction Banking

65 Chulia Street
#11-00 OCBC Centre

Singapore 049513










Appendix 1
COMPANY’S LETTERHEAD

Date:

Oversea-Chinese Banking Corporation Limited
Account Services – DDA
Bras Basah Post Office
Locked Bag Service No. 8
Singapore 911886
Dear Sir,
DIRECT DEBIT AUTHORISATION (DDA) FAVOURING (COMPANY’S NAME) CHANGE IN ORIGINATING PARTY’S BANK ACCOUNT NUMBER FROM  XXX-XXX-XXXXXXXXXX TO 7339-XXX-XXXXXX-XXX


We would like to authorise OCBC Bank to make the necessary arrangement and liaise with the respective receiving banks on the DDA conversion exercise. This conversion will only be in respect to the change of the Originating Party’s Bank Account Number. All other details of the DDA remain unchanged.


Our customers have been notified of the changes. We have verified and confirmed that the hardcopy listing/softcopy data files of DDA records enclosed, are correct and are to be used for conversion with the respective receiving banks.  A sample letter to our customers notifying them of this change is also enclosed for your necessary action. 
Kindly effect the change after DD/MM/YY and this change is to be completed by DD/MM/YY.


Please call XXX at Tel: XXXXXXXX should you require further clarification.

___________________________

AUTHORISED SIGNATORIES

Appendix 2
COMPANY’S LETTERHEAD

Name & Branch of Receiving Bank

(The Bank of your Customers)

LIST OF DIRECT DEBIT AUTHORISATION WITH CHANGE IN ORIGINATING PARTY’S BANK, BRANCH & ACCOUNT NUMBER

ORIGINATING PARTY’S NAME: 

OLD ORIGINATING PARTY’S BANK, BRANCH & ACCOUNT NUMBER: 

XXXX-XXX-XXXXXX-XXX

NEW ORIGINATING PARTY’S BANK, BRANCH & ACCOUNT NUMBER:

7339-XXX-XXXXXX-XXX

REC BK/BR NO
A/C NO.
A/C NAME

REF NO.
Example

7171- 081

123456789
TAN AI AI 

X456789
_____________________________

AUTHORISED SIGNATORIES 



Appendix 3
COMPANY’S LETTERHEAD

Date:

Customer’s Name

Address

Dear Sir/Madam

DIRECT DEBIT AUTHORISATION THROUGH INTERBANK GIRO (IBG) FAVOURING   FOR CHANGE IN ORIGINATING PARTY’S BANK   ACCOUNT NUMBER.

1. We would like to inform you that the “our Bank, Branch & Account number” stated in your Direct Debit Authorisation form favouring XXX XXXX XXXXX will be changed from xxxx-xxx-xxxxxxxxxx to 7339-xxx-xxxxxx-xxx. This change is necessary for (reason for the change).

2. We will be informing your bank regarding the change of “our Bank, Branch & Account number”. The rest of the DDA details remain unchanged. No action is required of you. This change will take effect as of DD/MM/YY.

3. This letter is for your information only. However if you require any clarification, please call XXXXXXX at XXXXXXXX 
Thank you very much for your support.

Yours faithfully

<Name>

<Designation>

(This is a computer generated letter, no signature is required)
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