HOW TO APPLY FOR FINANCIAL INSTITUTION LICEN

For Technical and Non-Technical Issues
Contact ATL311.com or 404-546-0311to create a case.




HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE
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HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

3. Options to search for the license type you are applying for:
1. Type the name of the application into the Application Assistant Search Bar and click the
Search Icon or press Enter on your keyboard.
2. Select your desired application from the list of available applications.
3. Click Apply to begin the application process.

I AEEIication Assistant I

ﬁ Financial Institution| B
_ 2 Trending a0 My History B LICENSES B PERMITS
» Show Categories Show My Templates
Financial Institution
Category Name: Description:
Business License This application is required to obtain a license to operate a bank, credit union or any other financial
institution.
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HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

4.Select the Company Apply for License - Financial Institution
Type from the dropdown
menu, then click the “+”

plus icon to Create New

Business During

Select or create the business for this application

App'icatiOn Wthh Limited Liability Compa
serves as the business Nl << Company Type

- : I Business During - Itdskeat i
profile for this application. Application e —

Limited Liability Partnership

Mon-Profit
+ Sole Proprietorship

‘REQUIRED



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

5. On the Locations section, under

Locations, your business location and
mailing addresses are required for this
application to be submitted. Click the +

Apply for License - Financial Institution *REQUIRED

Locations

Add location to enter addresses. A new

window will open for you to enter your
address details.

For addresses within the City of Atlanta,
enter the address in the search bar,
select add, select the address type.

For addresses located outside of the

Atlanta area, manually enter the address,

select save, and select the address type.

After saving your address details, click
Next.

&“"%
$ ) NTLCORE

Your business location and mailing addresses are required for this application to be submitted. Click the + Add location to enter addresses. For addresses within
the City of Atlanta, enter the address in the search bar, select add, select the address type. For addresses located outside of the Atlanta area, manually enter the

address, select save, and select the address type.

4Back to Application

Bu=iness LoCaton

Additional Locatiol
Location Biert BnEation
o (Principal) Parcel

Add Address As  Business Location  w
REQUIRED
Enter Manually
Create Template Save Draft Next

Address Information

Search [| ] ﬂ




HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

6. There are two different methods for adding an address to your business account:
You can search our GIS records for an address, or you can enter the address manually.

Searching for an Address

1. Make sure Address is selected
and shown in blue, as the image PR T T A
to the right.

L3

2. Enter the address in the search
bar and click the search icon or
press Enter on your keyboard.

SEARCH | | ENTER MANUALLY

3. Returned results will be
displayed below the search bar.

hri

L
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s .:ll:‘-.

Ak

Manually Adding an Address

(X

1. Make sure Address is selected and shown in
blue, as shown on the image.

2. Click Enter Manually and complete the
address fields. Save your address to
proceed.

Note: Enter Address field is another field used to
search for an address. Skip this field when
adding an address manually.



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

Apply for License - Financial Institution "REQUIRED
7. On the Type section, under
Business Details, please (] =
complete your application in its Locations Type
entirety. | BUsINESS DETALLS |

Please complete vour application in its entirety.

N Ote . The Com pa ny N ame IS Note: The Company Name is the name filed with the state/legal name of your business. The DBA is the Operating/Trade Name of business. To prevent a delay in
. H processing, enter vour business description and TIN/Tax I.D. number.
the name filed with the

state/legal name of your

bUS|neSS The DBA |S the * Company Type Limited Liability Company
Operating/Trade Name of * Company Name
business. B

Description

To prevent a delay in

processing, enter your s
business description and DBA
TIN/Tax I.D. number. tocation

TIN

Tax ID

LT
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HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

LICENSE DETAILS

I * License Type I

I * Description I

Back Create Template

8. License Type — Verify for accuracy. If incorrect,
cancel application and restart with correct
professional type.

9. Description — Include the description of the license
that corresponds with the license type.

Click Next, to proceed.

Save Draft



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

10. On the Contacts section, under Contacts, to add the required Licensee, 11. Add a contact by entering a Name, Email, or Company in
click + Add Contact on the Licensee card. To add all owners of the business, the Search Bar or click Enter Manually to enter the contact
select Business Owner from the drop-down list on the additional card. details manually. After adding the Contact Type and Contact,
Apply for License - Financial Institution requirep  Click Next, to proceed.

41Back to Application

° Q ° Add Contact
Locations Type Contacts

Add Contact As = Representative of the Business w

To add the required Licensee, click + Add Contact on the Licensee card. To add all owners of the busi , select Busi Owner from the drop-down list on the

additional card.
! ‘@I Enter Manually | My Favorites
Agent

Applicant

Applicant Authorized Officer

Add

Contact —
_> Search|Name, E-mail, or Company n
Contractor
+ Corporate _
ey Mot Ety *One or more contacts are REQUIRED. You can use a contact
;;‘;?gj;‘“; more than one time. Contact record must include address.
Manager's Spouse
New Owner
Owner
Partner
Payroll Holding Company
Previous Agent Save Draft Next
Principal Officer
Representative of the Business

Add
Contact Contact

+ +

REQUIRED REQUIRED

Add

Create Template
gl':.érg- NTLCORE 9



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

Apply for License - Financial Institution *REQUIRED

12. On the More Info
section, under More ) [/ [/ [+ )

Info, fields denoted with Locations Type Contacts More Info

an Asterisk (*) must be
completed.

Fields denoted with an Asterisk (*) must be completed.

Mext Secti0n| Top | Main Menu

Click Next, to proceed. General Information

Branch Info (All the Locations info within the City of Atlanta; Downtown and Buckhead)

*Is this a new Branch Location?
“Are you Exempt from Everify?

*Everify Number (If answer above is
yes, enter 0)

Previous Section |Next Section |T0p | Main Menu

Schedule 1 - More than 5 Full Service Offices

Schedule 1 Information - Please reference your PT-440 Form. (More than 5 full service offices)

5 10

Lo,



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

Apply for License - Financial Institution *REQUIRED

13. On the Attachments section, under

Attachments, to add a document, select the @ & ] [/

attachment type, click + Add i e More nfo zchments

AttaCh me nt a n d u pload th e dOCU m ent fro This business type requires the following required documents. Click the form type below or click "' FORMS" here to download current forms. To add a document,

yo ur com p ute r. select the attachment type. click + Add Attachment and upload the document from vour computer.

This business type requires the following Supporting Documents:

GA-900 Form

You will not be able to proceed without .. . .
providing the required documents. : List of Branches with Addresses within City Limits.

S.AV.E Affidavit - THE FORM MUST BE NOTARIZED.
E-Verify Affidavit - THE FORM MUST BE NOTARIZED.

Government Issued ID - It must be valid and match the signature on the application.

Click Next, to proceed.

E-Verify Affidavit GA-900 Gov't Issued Photo List of Branches
ID with Addresses...
Add Attachment Add Attachment Add Attachment Add Attachment
NOTE: You can click Save as Draft to save your 4= -+ -+ -+
a ppl icatio n u ntil you h ave th e req u i red d OCU me ntS . TO Supported: pdf, jpg, png, ipeg, Supported: pdf, jpg, png, jpeg, Supported: pdf, jpg, png, jpeg, Supported: pdf, ipg, png, jpeg,

qif, Aiff, doc, .docx, XIS, Xlsx, qif, ff, doc, .docx, s, xisx, qif, 1iff, doc, docx, ., Xisx, i, 1iff, doc, .docx, xis, Xsx,
tex, .dwg, zip, .csv, stf, dxf,.. text, dwg, zip, .csv,.rif, .dxf,.. text, dwg, zip, csv .rif, dxf,.. Aext, dwg, zip, csv, sif, dxf,..

return to application, locate draft or template. Click on
username in top right corner. Select Saved Work. Select

My Templates or My Drafts tab. PT440 SAVE Afidavit

Add Attachment Add Attachment

REQUIRED REQUIRED REQUIRED REQUIRED

Select Type v

Add Attachment

-+

Supported: .pdf, jpg, png, jpeg,
qif, 1iff, doc, .doex, .xis, Xisx,
text, dwg, zip, csv .rif, dxf,..

REQUIRED REQUIRED

m Create Template Save Draft 1 1



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

Apply for License - Financial Institution *REQUIRED

14. On the Signature section,
under Signature, type your o o o o @ ®

name tO provide Consent. Locations Type Contacts More Info Attachments Signature

SIGNATURE
1 5 . S I I d € th e b | ue ta b to €ena b I e The City is hereby in receipt of your submission of the requisite documents in accordance with Sec. 30-57 of the Municipal Code and the accuracy and completeness of the
Type Signature. Type applicant’s k. Fadre v sy rspeet o penking nyFln nrmationmay Ptk npooed Pl e, o asperdion ot Corteat
name. * Please type your name as consent to electronically sign this application. I Joe Bravo I

Enable Type SignatureE Joe Bravo

Click Next, to proceed.

Joe Bravo
December, 17 2023

oe Srave

Create Template Save Draft Next



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

16. On the Review and Submit section, review all application 17. After clicking the submit button, a confirmation
details prior to clicking Submit to submit your application. message will appear with a link to your pending
license. Click Continue to License, to proceed.

Apply for License - Financial Institution *REQUIRED o )
@ Your application was successfully submitted!

Thank you! You have successfully submitted your application for review. Please note that required fees must be paid before the
o processing and/or issuance of a license. All application fees are non-refundable. Please allow 6-8 weeks for initial review of your
Review and Submit

application. No further changes can be made upon submission. If you have any questions or concerns, please contact ATL311 (#311

Locations Type Contacts More Info Attachments Signature .
or 404-546-0311) for assistance.
I Submit I | Continue to license |
Locations

Business Location

Basic Info

T
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HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

I License Number: FIN-0623-21334 |

18. Your License Number
Wl” appear |n the top |eft I * License cannot be printed at this time. License has not been issued. I
corner.

License Details |Taa Elements | Main Menu

License Details

Note message on pink

License Type: Financial Institution District: Applied Date: 06/08/2023
banne I'(messages may vary from the
messages ShOWﬂ) Account Number: Issued By: Administrator, System Period Start Date:
Status: Submitted - Online Expiration Date:
The Status Of you r Description: Financial Institution

application is in the blue
shaded section.

w Locations Attachments Contacts Classifications More Info

Business |l\ext Tab | License Details | Main Menu

Business
Company Name: Financial Institution - DBA: Open Date:
TESTS%
Company Type: Limited Liability Submitted Closed Date:
Company
District: Last Audit Date:
Location: Commercial

el

e )
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HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE (cont'd)

Dashboard Home  Before You GetStarted  Apply (NEWBusiness) Renew [UNANGHE Paylnvoices Map SearchQ  Calendar (0

zﬁ“""&_ ¥

MY INVOICES

Search...

Display
Invoice Number
INV-00125606

INV-00125490

MY LICENSES
Unpaid + for All Invoices v
Amount Due Y Due
$582.50 04/21/2023
$125.00 05/19/2023
Back
Shopping Cart

Invoice: INV-00128490
Due Date: 05/19/2023

T Status Y  Case Number

Invoiced, Past Due

Invoiced, Past Due

Description: GBL-0523-21048

[¥ Export to Excel

T  Address
1234 Stop

1234 5top

Total  $125.00

$125.00
Case Number Project Case Address Amount Due
GBL-0523-21048 1234 Stop $125.00
Top | Main Menu
Total $125.00

Q

T

19. When the Billing team has
completed processing your
application, your invoice can be found
on the My Work tab, under My
Invoices. Select the invoice, click Add
to Cart to pay applicable invoice,
select Check Out.

20. From the shopping cart, you can
Remove the invoice or select Check
Out to proceed to the payment screen.

15



HOW TO APPLY FOR FINANCIAL INSTITUTION LICENSE

MquvPa

EMPOWERED BY
f‘ TYLER TECHNOLOGIES

Atlanta, GA 21. Enter your payment infor

Order Number: 92023

Thursday, May 25, 2023 complete your transaction. S
Now to process your payme

INV-001284%0 1 $125.00 3125.00
Item Total: $125.00
Order Total: s0  NOTE: Once your paym

your license applicatio
3l fields are required processed .

Payment Details

Cardholder Name Billing Street Billing Zip Code
Card Type Card Number Expiration Date

Select one... v Month... hd Year... v
CVV Code

I Pay Now - $125.00 I

Cancel

For Technical and Non-Technical Issues
Contact ATL311.com or 404-546-0311to create a case.
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