
 
   SWITCHING MADE EASY 

 
 

Switching your bank account to Circle is 
now as simple as 1-2-3. 

1. Open an account with Circle. 

2. Complete the ‘Switch of Regular 
Payments Arrangements’ form and 
return it to us.  We will then assist you 
to switch your regular payments to 
your new account and inform all 
relevant parties of your new account 
details. 

3. Once your regular payments are 
established, close your old bank 
account. 

It couldn’t get any simpler. 

What are Regular Payments? 

They are regular recurring payments that 
you have set up with other organisations 
to either Direct Debit or Direct Credit your 
bank account.   

Direct Debits may include monthly 
insurance payments, electricity, rates etc.  
Direct Credits could be your salary, rental 
income, dividends etc. 

Regular payments do not include Online 
Banking ‘Pay Anyone’ payments, regular 
BPay payments, Periodical Payments, 
Credit or Debit Card payments.  You will 
have to re-establish these payments 
yourself.  

Switching your Regular Payments 

Completing the ‘Switch of Regular 
Payments Arrangements’ form gives us 
the authority to contact your old financial 
institution, on your behalf, to request a list 
of your regular payments.  The list will 
include all Direct Debits, Direct Credits 
and Periodical Payments to or from your 
account for the last 13 months. 

Once we receive the list, we will work with 
you to identify those transactions that you 
would like to switch to your new account, 
or cancel, and complete the necessary 
‘Notice of Variation of Account Details’ or 
‘Direct Debit Cancellation Request’ forms 
for you to sign.  These forms will then be 
forwarded to the relevant organisations to 
update their records. 

Alternatively, if you would prefer to handle 
the switching yourself, you can request a 
Regular Payments List from your old 
financial institution and we can provide 
you with template letters that you can 
complete and send to the relevant 
organisations yourself. 

How long does switching take? 

The whole process can take up to 15 days 
as per the prescribed timeframes below: 

Step Business 
Days 
required 

1. We receive your completed 
Switch of Regular Payments 
Arrangements form. 

 

2. We send your request to your 
old financial institution. 

3 

3. Your old financial institution 
sends us the Regular Payments 
List. 

5 

4. We send the list to you to 
identify which arrangements to 
transfer or cancel. 

5 

5. We notify the Direct Entry Users 
ADI of the changed account 
details or cancellation 

2 

Switching notices might not take effect 
until the next billing cycle which might 
mean that the organistions do not start 
debiting or crediting your new bank 
account for a month or more. 

Confirmation of Changes 

The organisations that you have 
arrangements with should send you 
confirmation of your new payment details 
or confirmation of the cancellation. 

Online Banking Payments 

The switching facility does not include 
Internet Banking ‘Pay Anyone’ instructions 
or BPay payments.  These will need to be 
set up directly by you in NetLink, Circle’s 
Internet Banking system. 

You should be able to print a Payee list 
and a BPay Biller list from your old 
financial institution’s internet banking 
system to assist you in re-establishing 
these.  



 
 

Periodical Payments 

Periodical payments are recurring 
payments or transfers that you have 
requested your financial institution to 
make on your behalf. 

Your existing periodical payments will be 
included in the Regular Payments List 
received from your old financial institution.  
We will re-establish any of these that you 
request to be transferred to your Circle 
account.  Alternatively, you can set them 
up as scheduled transfers in NetLink. 

You will need to advise your old financial 
institution to cancel these periodical 
payments when they have been re-
established in your Circle account. 

Debit and Credit Card Payments 

If you have arrangements for regular 
payments from your Debit or Credit Cards, 
the switching facility does not handle 
these.  Closing your card account does 
not automatically cancel the regular 
payment. You will need to advise any 
organisation that you have such an 
arrangement with of your new Debit or 
Credit Card details or cancel the 
arrangement. 

We can assist you with this by supplying 
you with a template letter to complete and 
send to the organisation. 

Closing your old account 

Before closing your account, you should: 

 Leave enough money in your old 
account to cover payments until all of 
your regular payments are established 
in your Circle account; 

 Check your Circle account to make 
sure that your regular payments 
appear when you expect them to; 

 Contact the relevant organisation if 
there are any problems.  If any of your 
regular payments fail, the relevant 
organisations should contact you for 
new payment information. 

Once you are satisfied that all of your 
regular payments have been successfully 
re-established, you will need to contact 
your old financial institution to close the 
account. 

Important Warnings 

We are required by legislation to provide 
you with the following warnings: 

(a) While every effort is taken to ensure 
completeness, the list of regular 
payments may not be complete (e.g. it 
may not include all regular or one-off 
payments; 

(b) Some cancelled arrangements may 
appear on the list; 

(c) Direct entry users may take some time 
to process notifications; 

(d) Some direct entry users require notice 
of a change of bank details well in 
advance of the billing date – if so, a 
switching notice given under this 
arrangement may not take effect until 
the next billing cycle; 

(e) You should retain an adequate 
balance in your existing account until 
you are confident that all requested 
regular payments have been 
transferred to the new account; 

(f) The switching service applies only to 
direct debit arrangements and direct 
credit arrangements and not to 
periodical payments, BPay payments, 
‘Pay Anyone’ payments, scheme debit 
card arrangements and scheme credit 
card arrangements; 

(g) You are responsible for switching your 
own internet banking ‘Pay Anyone’ 
payments into your new online 
banking account; and 

(h) You are responsible for switching your 
own scheme debit card or credit card 
arrangements by advising your 
provider or merchant of your new debit 
card or credit card number. 

The process of switching payments is 
reliant on the financial institutions that 
process your regular payments on behalf 
of the organisations that you pay, or 
receive funds from, to switch your 
payments over. 

Therefore if, for some reason, the 
switching doesn’t work, you will need to 
contact the relevant organisation to 
update your account details.  


