AMERICANA

COMMUNITY BANK

Member FDIC

eBlZ WIRE TRANSFER GUIDE

CREATING A DOMESTIC WIRE TRANSFER:

To create a domestic wire transfer, follow these steps:

1. Click Enter Wire Transfer from the Wire Transfers menu. The Enter Wire
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6. Enter the Name for the wire. This can be anything you choose.
7. Enter the Amount of the wire.

8. Enter the Date to send the wire.

9. Enter the PIN you have chosen. This was registered with ACB to add an extra layer of security
for you.

10. Review the Originator Information and modify if necessary.

Fiald step/ Action

10 Cade Select the 1D Code. The options includs:

= ABA Number

= DDA Account

BIC/Swift Code

= Passport Number

= Tax D Number

= Drivers License Number

= Alien Registration Number
= Corporation ldentification
= Other Identification

Identifier Enter the Identifier. The identifier must correspond to the
selected ID Code. For example, if the user selected ABA for the ID
Code, enter an ABA number in this field.

Note: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A selection
will populate the identifier, bank name and address information.

To use the feature of searching for a matching ABA number, you
must first clear the other fields of this section. For example, if the
Originator Name field already has some value, the application will
return the ABA number for the same bank and you will not be able
to find a different ABA number.

Originator Name | Enter the name of the Originator.

Note: A maximum of 35 characters is allowed.

Address Enter the Originator’s Address.

Note: A maximum of 35 characters is alfowed.

Additional address information can be added in the second line.

City, State, Postal | Enter the Originator’s City, State and Postal Code information.
Code

Note: A maximum of 35 characters is allowed.

11. Enter the Beneficiary Information.

9.2011 2



Field

Step/Action

Account Number

Enter the beneficiary’s Account Number.

Note: A maximum of 34 characters is allowed.

Account Name

Enter the beneficiary’s Account Name.

Note: A maximum of 35 characters is allowed.

Address

Enter the beneficiary’s Address Information.

Note: A maximum of 35 characters is allowed.

City, State, Postal
Code

Enter the beneficiary’s City, State, and Postal Code information.

Note: A maximum of 35 characters is allowed.

13. Enter the Receiving Bank Information.

Field

Step/Action

ABA

Enter the bank’s ABA Number.

MNote: A maximum of 9@ characters is allowed. To view a list of
available ABAs, enter the first two digits of the ABA number and
click the magnifying glass icon. A selection will populate the
identifier, bank name and address information. To use the feature
of searching for a matching ABA number, you must first clear the
other fields of this section. For example, if the Originator Name
field already has some value, the application will return the ABA
number for the same bank and you will not be able to find o
different ABA number.

Bank Name

Enter the name of the Receiving Bank.

Mote: A maximum of 18 characters is allowed.

Address

Enter the receiving Bank’s Address.

Mote: A maximum of 35 characters is allowed.

City, State, Postal
Code

Enter the receiving Bank’s City, State, and Postal Code
information.

Mote: A maximum of 35 characters is allowed.

14. Enter the Beneficiary Bank Information. (If applicable)
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Field

Step/Action

Bank ID Code

Select the ID Code. The option include:

=  ABA Number
=  BIC/Swift Code
- DDA Account

Identifier

Enter the Identifier.

The identifier must correspond to the selected ID Code. For
example, if the user selected ABA for the ID Code, enter an ABA
number in this field.

Mote: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A sefection
will populate the identifier, bank name and address information.

To use the feature of searching for a matching ABA number, you
must first clear the other fields of this section. For example, if the
Originator Name field already has some value, the application will




return the ABA number for the same bank and you will not be able
to find a different ABA number.

Bank Name Enter the Name of the beneficiary Bank.

Note: A maximum of 18 characters is allowed.

Address Enter the beneficiary Bank Address.

Note: A maximum of 35 charocters is allowed.

Additional address information can be added in the second line.

City, State, Postal | Enter the beneficiary Bank City, State, and Postal Code
Code information.

Note: A maximum of 35 characters is allowed.

15. Enter the Originator to Beneficiary Information (optional). T7hisis a note or
reference for the beneficiary of the wire.

16. Enter the Bank to Bank Instructions (Optional).

17. Click Submit. The Enter Wire Confirmation screen appears:

Enter Wire Confirmation a

Your wire request has been receved You may wish to print this page for reference
purposes
The reference number is 5507

Portfolio: Traning GCM
Account: F8e234
Type: Domestic
Mame: First Title
Amount: $2 000 00
Date: o201
Status: Pending

Federal Reference Number:
Originator Code:

Originatar 1D:

Originator Mame:
Originator Address:

Beneficiary Account:
Beneficiary Name:
Beneficiary Address:

Receiving Bank ABA:
Receiving Bank NMame:
Receiving Bank Address:

Beneficiary Bank Code:
Beneficiary Bank |ID:
Beneficiary Bank MName:
Beneficiary Bank Address:

Originator to Beneficiary Information:

Bank To Bank Instructions:

Message:

DDA Account

7TEO0234

Training CCRM

1232 Old School Lane
St Petersburg FL 33618
123456789

First Title Company

32 Court Street

Boston, Ma
011002343

BOSTON PRIVATE BK

BOSTOMN, MA

This is an example of the Originato
rto Beneficiary Information

This is an example of the Bank tc B
ank Instructions

Transaction Created

CREATING AN INTERNATIONAL WIRE TRANSFER:

To create An International Wire Transfer, follow these steps:

1. Click Enter Wire Transfer from the Wire Transfers menu. The Enter Wire
Transfer screen appears:
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2. Click the International radial button.

3. Select the Portfolio from the list. This option will only be available if you have access to more
than one business.

4. Select an Offset Account. only the approved account numbers for Wire transactions will be
available in the dropdown list.

5. Select a Template from the list to pre-fill the fields. This is only available if you have
previously saved templates that you have made.

6. Enter the Name for the wire. This can be anything you choose.
7. Enter the Amount of the wire.
8. Enter the Date to send the wire.

9. Enter the PIN you have chosen. This was registered with ACB to add an extra layer of security
for you.

10. Review the Originator Information and modify as necessary.

9.2011 5



Field Step/Action
10 Code Select the |0 Code. The options include:
= ABA Number
= DDA Account
BIC/Swift Code
= Passport Number
=  Tax ID Number
Drivers License Number
Alien Registration Number
= Corporation ldentification
= Other Identification
Identifier Enter the Identifier. The identifier must correspond to the

selected ID Code. For example, if the user selected ABA for the ID
Code, enter an ABA number in this field.

Note: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A selection
will populate the identifier, bank name and address information.

To use the feature of searching for o matching ABA number, you
must first clear the other fields of this section. For example, if the
Originator Name field already has some value, the application will
return the ABA number for the same bank and you will not be able
to find a different ABA number.

Originator Name

Enter the name of the Originator.

Note: A maximum of 35 characters is allowed.

Address

Enter the Originator’s Address.

Note: A maximum of 35 characters is alfowed.

Additional address information can be added in the second line.

City, State, Postal
Code

Enter the Originator’s City, State and Postal Code information.

Note: A maximum of 35 characters is allowed.

11. Enter the Beneficiary Information.

Field

Step/Action

Account Number | Enter the beneficiary’s Account Number.

Note: A maximum of 34 characters is allowed.

Account Name

Enter the beneficiary’s Account Name.

Note: A maximum of 35 characters is allowed.

Address

Enter the beneficiary’s Address Information.

Note: A maximum of 35 characters is allowed.

Code

City, State, Postal | Enter the beneficiary’s City, State, and Postal Code information.

Note: A maximum of 35 characters is allowed.

12. Enter the Receiving/Domestic (U.S.) Bank Information.
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Field

Step/Action

ABA or Swift
Code

Enter the receiving or domestic bank’s ABA or SWIFT Code.

MNote: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying gloss icon. A selection
will populate the identifier, bank name and address information.

To use the feature of searching for @ matching ABA number, first
clear the other fields of this section. For example, if the Originator
Name field already has some value, the application will return the

ABA number for the same bank and you will not be able to find a
different ABA number.

Bank Name

Enter the name of the Receiving Bank.

Note: A maximum of 18 characters is allowed.

Address

Enter the receiving bank’'s Address.

Note: A maximum of 35 characters is allowed.

City, State, Postal
Code

Enter the receiving bank’s City, State, and Postal Code
Information.

Note: A maximum of 35 characters is allowed.

13. Enter the Beneficiary/Foreign Bank Information (if applicable).
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Field Step/Action
Bank ID Code Select the 1D Code. The options include:
= ABA Number
= BIC/Swift Code
= DDA Account
Identifier Enter the Identifier.
The identifier must correspond to the selected ID Code. For
example, if the user selected ABA for the ID Code, enter an ABA
number in this field.
Note: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A selection
will populate the identifier, bank name and address information.
To use the feature of searching for o matching ABA number, you
must first clear the other fields of this section. For example, if the
Originator Name field already has some value, the application will
return the ABA number for the same bank and you will not be able
to find a different ABA number.
Bank Name Enter the name of the beneficiary Bank.
Note: A maximum of 18 characters is allowed.
Address Enter the beneficiary bank’s Address.

MNote: A maximum of 35 characters is allowed. Additional address
information can be added in the second line.

Code

City, State, Postal | Enter the beneficiary bank’s City, State, and Postal Code

Information.

Note: A maximum of 35 characters is allowed.




14,

15.

16.

CREATING A RECURRING WIRE TRANSFER:

A recurring wire can occur weekly, biweekly, monthly, bimonthly, quarterly,

Enter Originator to Beneficiary Information (Optional). This is a note or reference

for the beneficiary of the wire.

Enter the Bank to Bank Instructions. (Optional)

Click Submit. The Enter Wire Confirmation screen appears:

PLUrpOSES.

Partfalio:
Account:
Type:
Mame:
Amount:
Date:
Status:

Originator Code:
Qriginator |D:
Originator Mame:

Beneficiary Mame:

Message:

semiannually, or annually.

Enter Wire Confirmation @

The reference number 1z 5508

Federal Reference Number:

Originator Address:

Beneficiary Account:

Beneficiary Address:

Receiving Bank ABA:
Receiving Bank Mame:
Receiving Bank Address:

Beneficiary Bank Code:
Benaficiary Bank ID:
Beneficiary Bank Name:
Beneficiary Bank Address:

Originater to Beneficiary Information:

Bank To Bank Instructions:

Your wire request has been recenved. You may wish to print this page far reference

Tramng CCM

Fag234

[ntemational

Firat Title Infermational
&5 000 00

AS2011

Fending

DDA Account

Ta9234

Training GCM

123 Old School Lane
St Petersburg FL 33618
SETEL4321

First Title Company Intemational
4566 Galeria Dr

San Juan, PR
021000018

BE OF NYC

NEW YORK, NY

ABA Numbar

021502228

BANGC O COMM FR

5 Calle Manzana

SAN JUAM. PR

Example of Criginator o Beneficiar
y Informiation.

Example of Bank to Bank Instruction
s

Transacton Created

To create a Recurring Wire Transfer, follow these steps:
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1. Click Recurring Wire Transfer from the Wire Transfers menu. The Recurring
Wires screen appears:

Recurring Wires @

Fortalbe | Trainig C0M

Lragke Mew Recurmrmg YWies

| yp Fremm Accourt Beneficiary Account Beneficisry Mame Duwe Deic Stafus  Amouni Cresied By

No Recods Awalable

2. Click Create New Recurring Wire. The Create Recurring Wire Transfer
screen appears:

Create Recurring Wire Transfera ==

Typs

& Domestic

2 International
Portfolio *
Training SCWM

Aceount Template

- Please Sel=ci - - Pleass Select -
Mame* Freguency *

- Please Zelect -

Amount” # of Wires *

0.0
Date™ PIM =

=

Submit_|
* Reguired

Originator Information

ID Code™ DDA Account

Ide ntifier* [
Qriginater Hame™ KTS GARBAGE COMPANY
Address™ 1251 Millers: Rd

City, State, Postal Code™ Dunadin. FL 34695

Beneficiary Information

Account Number®
Account Mame™
Addrass”

Cirty, Stare, Postal Codea”

ABA™ =

Bank Name™
Address
City, State, Postal Code™

Bank ID Code - Please Select -

Ida ntifiar =
Bank Name

Address

City, Stare, Postal Cade

Originator to Beneficiary Information (Optional)

Bank to Bank Instructions (Optional)

3. Click the Domestic or International radial button (whichever you are trying to
create).

4, Select an Offset Account. only the approved account numbers for Wire transactions will be
available in the dropdown list.
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10.

11.

12.

Select a Template from the list to pre-fill the fields. T7his is only available if you have
previously saved templates that you have made.

Enter the Name for the wire. This can be anything you choose.

Select the Frequency from the list. How often would you like this transfer to be made.

Enter the Amount of the wire.

Enter the # of Wires. How many times would you like this transfer to be completed automatically?
The maximum number of wire transfers that can be entered is 999.

Review the Originator Information and modify as necessary.

step/ Action

Select the 1D Code. The options includs:

ABA Number

DDA Account

BIC/Swift Code

Passport Number

Tax 1D Number

Drivers License Number
Alien Registration Number
Corporation ldentification
Other Identification

L T T T T R R T ]

Enter the Date to send the wire.
for you.

Bield

10 Code

Identifier

Enter the Identifier. The identifier must correspond to the
selected ID Code. For example, if the user selected ABA for the ID
Code, enter an ABA number in this field.

Note: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A selection
will populate the identifier, bank name and address information.

To use the feature of searching for o matching ABA number, you
must first clear the other fields of this section. For example, if the
Originator Name field already has some value, the application will
return the ABA number for the same bank and you will not be able
to find a different ABA number.

Originator Name

Enter the name of the Originator.

Note: A maximum of 35 characters is allowed.

Address

Enter the Originator's Address.

Note: A maximum of 35 characters is alfowed.

Additional address information can be added in the second line.

City, State, Postal
Code

Enter the Originator’s City, State and Postal Code information.

Note: A maximum of 35 characters is allowed.

13. Enter the Beneficiary Information.

9.2011

Enter the PIN you have chosen. This was registered with ACB to add an extra layer of security
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Field

Step/Action

Account Number

Enter the beneficiary’s Account Number.

Note: A maximum of 34 characters is allowed.

Account Name

Enter the beneficiary’s Account Name.

Note: A maximum of 35 characters is allowed.

Address

Enter the beneficiary’s Address Information.

Note: A maximum of 35 characters is allowed.

City, State, Postal
Code

Enter the beneficiary’s City, State, and Postal Code information.

Note: A maximum of 35 characters is allowed.

14. Enter the Receiving/Domestic Bank Information.

Field Step/Action
ABA or Swift Enter the receiving or domestic bank’s ABA or SWIFT Code.
Code

MNote: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A selection
will populate the identifier, bank name and address information.

To use the feature of searching for a matching ABA number, first
clear the other fields of this section. For example, if the Originator
Name field already has some value, the application will return the

ABA number for the same bank and you will not be able to find a
different ABA number.

Bank Name Enter the name of the Receiving Bank.

Note: A maximum of 18 characters is allowed.

Address Enter the receiving bank’s Address.

Note: A maximum of 35 characters is allowed.

City, State, Postal | Enter the receiving bank’s City, State, and Postal Code
Code Information.

Note: A maximum of 35 characters is allowed.

15. Enter the Beneficiary/Foreign Bank Information.

Field

Step/Action

Bank ID Code

Select the 1D Code. The options include:

= ABA Number
= BIC/Swift Code
= DDA Account

Identifier

Enter the ldentifier.

The identifier must correspond to the selected ID Code. For
example, if the user selected ABA for the ID Code, enter an ABA
number in this field.

Note: To view a list of available ABAs, enter the first two digits of
the ABA number and click the magnifying glass icon. A selection
will populate the identifier, bank name and address information.

9.2011
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To use the feature of searching for o matching ABA number, you
must first clear the other fields of this section. For example, if the
Originator Name field already has some value, the application will
return the ABA number for the same bank and you will not be able
to find a different ABA number.

Bank Name Enter the name of the beneficiary Bank.

Note: A maximum of 18 characters is allowed.

Address Enter the beneficiary bank’s Address.

MNote: A maximum of 35 characters is allowed. Additional address
information can be added in the second line.

City, State, Postal | Enter the beneficiary bank’s City, State, and Postal Code
Code Information.

Note: A maximum of 35 characters is allowed.

16. Enter Originator to Beneficiary Information (optional). T7hisis a note or reference
for the beneficiary of the wire.

17. Enter the Bank to Bank Instructions (optional).

18. Click Submit. The Enter Wire Confirmation screen appears:
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Enter Wire Confirmationa

(Rt
Yeuwr wire request has been received You may wish to pant this page for eference
pUIROSES
The refesence number & 5507
Portfolio: Traring COM
Account THI24
Tiips: Daimneshic
hame: Fst Titke:
Ampune S2. 00000
Durte: 202011
Status: Pending
Federal Referance Number
Originatar Code: CHOUA B vl
Originatar IC: TEE2 4
Driginamar Mams: Trarmng CCK

Originatar Address:

Beneficiany Account
Beneficiary Name:

123 OHd Scheal Lane

2 Pelersburg FL 33818
123456739

Fust Tile Comparry

Beradiciary Address: Coonurt SSopef
Baston Ma
Receiving Bank ABA: 01100343

Recsiving Bank Nase
Receiving Bank Address:

Baneficiary Bank Code:
Baneficiary Bank 10
Baneficiary Bank Name:
Baneficiary Bank Address:

Originaar to Beneficiary Informaticn;

Bank To Bank Insiructions:

Mastage:

BOSTON FRIVATE BK

BOSTON, Ma

Thig 12 an examgds of The Origraeg
r o Beneficary information

Thi= iz an examale of the Bark to B
ank Insirucions

Transachon Cremeg
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VIEWING/APPROVING A WIRE TRANSFER:

The Wire Transfer Activity screen displays a summary list of all wire transfer activity,
including scheduled future transactions. From this screen you can: view wire
transfer details and/or Approve, Release, Modify, Retry or Cancel a transfer.

To view the Wire Transfer Activity screen, follow these steps:

1. Click Wire Transfer Activity from the Wire Transfers menu. The Wire
Activity screen appears:

Wiire Activity & =

Porifolis 2

from Accomnd CemmSciors Account Desefc oy Bermss D Claiw Slesus Ammcard Crosies s

Tl T DENENR SRR TR Fomd TR Camgy VRN Pavsdag BN 0TS (e Mol CRry!
Pl Tl i il i Tl )-S50 SETRAAT Pl THe Soifoany Disrnsldis 102511 Feislio 2500000 (ofhuasi Wy ML) Cilie
Firl Tikis Tarmrie Chacing-S0 17000 Firnd Tl e Corrgaany 18511 Caccsked T00 60 cormumer

v D Domank  Chcng SRl TELEETER e Dl FHRLTT Approee  BV0ED pamoTneEg Ve Bigledge Woal Caeoy

2. Review the Wire Activity screen.

Field: Description:

Name Displays the Name of the wire transfer.

Type Displays the wire type. (i.e. Domestic or International)

From Displays the account from which the wire transfer was initiated. The transfer
Account amount is debited from this account.

Beneficiary Displays the account to which the amount is transferred. The transfer amount is
Account credited to this account.

Beneficlary Displays the name of the beneficiary account holder.

Name

Due Date Displays the effective date for the transaction.

Status Displays the status of the transaction.

Amount Displays the total amount for the wire transfer.

Created By Displays the creator of the transaction.
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Action

Action:

Description:

Approve

Click this link to approve a wire transfer.

NOTE: If the wire transfer meets security and daily dollar limit, the
status will change to Approved. This link will only display when the
status is Entered and additional approval is required.

Cancel

Click this link to cancel the wire transfer. The system cancels the
batch and changes the status to cancelled.

Modify

Click this link to access the Modify Wire Transfer screen that
enables the user to update the transactions in the batch.

NOTE: The modify link does not display when the status is Processed,
Failed or Cancelled. The wire transfer cannot be modified after 3
p.m.

Release

Click this link to release a wire transfer.

NOTE: If the transfer is within your daily dollar limit, the status will
change to Released. If the wire transfer cannot be released, the
screen will display a message explaining the disapproval. This link
will only display when the status is Approved.

View

Click this link to access the View Wire screen which displays the
details of the wire transfer.

3. From the options above, you may select the link next to the Wire Activity that
you would like to Approve, Release, Modify, or Cancel.

4. All Wire Transfers should have a status of Released before 3 p.m. to be
processed on the same business day.

CREATING A WIRE TRANSFER TEMPLATE:

A wire template pre-fills wire transfer information, but still allows the user to make
changes as necessary. When using a template, it is necessary to check the Effective
Date, Offset Account, and transfer information for accuracy before submitting the
transaction.

To create a Wire Transfer Template, follow these steps:

1. Click Wire Transfer Templates from the Wire Transfers menu. The Wire
Templates screen appears:

9.2011

Wire Templates @

Portfolic | Al

Create a New Wire Template

Type From Account Beneficiary Account Beneficiary Name Date Created Status Amouni Created By

Mo Hecords Available

14



2. Click Create a New Wire Template. The Create Wire Transfer Template
screen appears:

Create Wire Transfer Template 8
Type

& Dormestic

2 International

Portfolio *

Training CCM

Account ™

- Pleass Select -

Name*

Amount™
0.oon

Submit

* Required

Originatoer Information

1D Code* DDA Accournt

Identifier” =
Originator Name™ Training CCM

Address” 123 Old Schoal Lane

City. State. Postal Code™ St Petersburg FL 33618

Beneficiary Information

Account Number®
Account Mame™
Address®

City, State, Postal Code”

Receiving Bank Information

ABA” =
Bank Mame™

Address

City, State, Postal Code™

Beneficiary Bank Information

Bank ID Code - Please Select - B

5
g
A

City, State, Postal Code

Originater to Beneficiary Information (Opticnal)

Bank to Bank Instructions (Optional)

3. Click the Domestic or International radial button, whichever you are trying to
create.

4. Select an Account.
5. Enter the Name for the wire. This can be whatever you choose.
6. Enter the Amount of the wire.

7. Review the Originator Information and modify as necessary (see screenshots in
above section).

8. Enter the Beneficiary Information (see screenshots in above section).

9. Enter the Receiving/Domestic Bank Information.
9.2011 15



10. Enter the Beneficiary/Foreign Bank Information.
11. Enter the Originator to Beneficiary Information (optional).
12. Enter the Bank to Bank Instructions (optional).

13. Click Submit. The Create Wire Template Confirmation screen appears:

Create Wire Template Confirmationa

Your wine termmplate request has been received. You may wish to print this page
Tar refersence purpases

The relference number is E500

Paortfalio:

Accowmnt:

Type:

Mame:

Amount

SEETLIS!

Driginator Code:
Originater ID:
Qriginator Mamea:
Criginator Address:

Beneficiary Account:
Baneficiary Hams:
Beneficiary Address:

Receihving Bank ABA:
Recaiving Bank Hama:

Training CAGM
TEOZ34

DarmesTic

Fus=a Title

S500 ]

Pending

DDA, A count
TEaZ34

Tramimg CCM

123 COHd Schoal Lans
St Petersburg FL 335148
13456788

First Title Compamny
32 Court Straest
Bostan, Ma

011002343
BOSTON PRVATE BK

Receiving Bank Address: BOST O, kLA
Beneficiary Bank Cosde:

Beneficiary Bank 1ID:

Beaneficiary Bank Mame:

Beneficiary Bank Address:
Originator to Beneficlary Information:
Bank To Bank Instructions:
Message:

Erter &nother Wire Template

WIRE TRANSFER CONFIRMATION:

Americana Community Bank will process wire submissions throughout the day. You
will receive a secure message through eBiz stating whether or not your wire transfer
was successful.

If the wire processes correctly, you will receive a message that contains the
confirmation number of your wire transfer.

If your wire transfer fails, you will receive a message with the reason for the failure.

If this happens, you will be able to send a secure message in reply, requesting more
information about the failure.
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