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1. Key Accounts Manager Overview

Key understands the importance of providing you with clear, easy to follow steps to
set up your sub-accounts. The Key Account Manager (KAM) solution segregates
client escrow funds into separate sub-accounts, each clearly identified by a unique
account number, as well as your social security number or taxpayer ID number.
Each sub-account is also linked to a single master account for disbursements.

Incoming deposits

l Funds Transfer through
KeyNavigator

v

 —

YourMaster Account

Funds Transfer through
KeyNavigator or Automatic ACH
(Life-Care and Non-Profit)

N

v

Sub-Account
in the name of your
Customer or Public Entity

Incoming Direct Deposits
(Life-Care and Non-Profit)

To further simply the process, you will receive a monthly summary report via
KeyNavigator, our 24-hour internet based delivery channel. This report clearly
describes all sub-account transaction activity and delivers the detail you need to
reconcile efficiently and accurately.

You will also be mailed 1099s for sub-accounts with an accrued interest of $10 or
more per year. Key Accounts Manager is backed by a dedicated support team, so
you will have access to the answers you need, leaving any guesswork behind.

With Key Accounts Manager, you will also enjoy the convenience of spending less

time on bookkeeping and paperwork, while you enjoy the added value of earning a
competitive money market rate of interest on all of your sub-account balances.
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1.1 Industry and State Availability

Key Accounts Manager is available only for use in specific industries and for specific

purposes.

Rental Security

Property owners and
management companies, for
handling security deposits,
including:

e Apartments
e Storage units

Life-care

Facilities that offer life-care, including:

e Nursing homes
« Extended care facilities
e Assisted living facilities

Attorney Escrow

Legal firms as trustee, including:

e [Estates and trusts
e Court settlements

NOT IOLTA/IOTA

Real Estate Escrow

For managing escrowed funds for
real estate construction:

e Title companies
e Real estate developers

Pre-Need and Funeral Trust

Funeral Service Providers

Family Self Sufficiency

Public Housing Authorities

Non-Profit

Non-profit Organizations

Public

Government Entities
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Based on state laws and regulations, Key Accounts Manager can only be offered in
certain states. The following grid shows Key Accounts Manager Version availability
by state.

Rental |Life-care | Attorney Pre-Need Family Public
Security Escrow & Funeral Self-
Trust Sufficiency
Alaska X X X X X X
Arizona X X
Colorado X X X X X X X
Connecticut X X X X *
\daho X X X X X X X
Indiana X X X X X X *
Kentucky X X X X X X *
Maine X X X X X X *
Michigan X X X X X X *
New York X X X X X X X *
Ohio X X X X X *
Oregon X X X X X X X
Utah X X X X X X X
Vermont X X X X X X *
Washington X X X X X X %

* Contact your Payments Advisor for availability.
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1.2 Support

The Key Accounts Manager Support Team is available Monday through Friday,

8:00 a.m. —5:00 p.m. ET. The Key Accounts Manager Support Team is not available
on weekends or federal holidays. The Key Accounts Manager Support team can
provide communications to you through secure e-mail or by phone.

e Phone: 800-361-4031

e Secure Email: Key Accounts Manager@ keybank.com

e Mailing Address:
0 KeyBank Key Accounts Manager
OH 01-51-2005
PO Box 5598
Cleveland, OH 44101-5998

Issues related to the usability of the Key Accounts Manager module on
KeyNavigator will be handled through online alerts within the application.

2. Sub-Account Set-up
To submit a request for a new sub-account, you must complete a new set-up
template in Microsoft Excel. Be sure to complete all required fields, as indicated in

section 2.1, Set-up Fields.

e If any requests cannot be processed, you will be contacted by the Key Accounts
Manager Support Team

¢ Revisions to sub-accounts should be submitted on a new template

¢ New sub-accounts opened on the last business day of the month will appear on
the next month’'s Key Accounts Manager report.

2.1 Set-up Fields
e Date mm/dd/yy: Date you prepared the sub-account request
e Prepared by: Your name or the name of the person who completed the template

e Telephone Number: Your phone number or the phone number of the person
who completed the template
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e Master/Client Name: Name of the organization, which must be the same as the
name on the Master Account

e Master Account Number: Your master checking account number

e Group Number: The group number assigned to you by the Key Accounts
Manager Support Team and provided to you when your account was opened.

e Division: An optional field you may use for identification purposes

e Unit Number: An optional field you can define that can contain miscellaneous
information

e Sub-Account Name: Sub-account holder's name (individual or business)
e Title Line 2: Additional titling for a sub-account holder

e Sub-Account Deposit Amount: An optional field indicating the amount of the
first deposit. If you are performing prefunding, you will use this field.

e Rental Security Pet, Garage, or Other Deposit Flag: An optional field that
identifies the presence of additional fees. Enter P, G, O, or leave this field blank.

e New York Rental Security Year End Interest: for New York Rental Security
only, enter A (C is not available)

e Sub-Account SSN/EIN/TIN: The tax identification number of the sub-account
funds owner

e Sub-Account U.S. Citizen: Enter 'Y’ if the sub-account funds owner is an
individual, otherwise enter ‘N’.

e Tax ID Indicator: Enter O if the sub-account funds owner is an individual,
otherwise enter 1 to indicate a business

e Pre-Need Only Irrevocable Trust Flag: For Funeral Pre-Need only, enter 'Y’ if
the sub-account is an irrevocable trust, otherwise enter ‘N’

¢ Non-Profit and Life-Care Only Sub-Account Date of Birth mm/dd/yy: The
date of birth of the sub-account holder

e Additional Space for Foreign Address: An optional field to include additional
foreign address information

e City: The city of the street address
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e State, Possession, or Canadian Province Code: The state of the street
address

Key Accounts Manager User Guide

e Zip Code: The zip code of the street address

e KeyBank Use Only: Country Code, leave this field blank

3. Reporting

Key understands how important it is to provide you with clear, easy to follow reports
for your treasury functions. Key Accounts Manager enables you to have a sub-
accounting service that manages escrow deposits by linking multiple interest bearing
sub-accounts to a single master funding account.

Key Accounts Manager provides comprehensive sub-account information at your
fingertips. Reports can be viewed online, using KeyNavigator's Key Accounts
Manager module.

KeyNavigator™ ‘ KeyBank01 % Message Center

@ Support

£} Administration | (® Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Financial Institutions >

Specialized Services
I Key Accounts Manager )I

Every company, Board and organization has unigue needs
and stakeholders. Access tailor made specialized services Key2FX >
for a variety of financial situations.

wic >
KeyNavigator™ ‘ KeyBank o= 2% Message Center @ support | %F Administration | (® Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Key Accounts Manager

Reperting Funds Transfer

Monthly Summary Report Filter Funds Transfer between Master Accounts >
Master Account Monthly Statements View Funds Transfer between Master and Sub Accounis >
Sub Account Monthly Statements View Funds Transfer History Report between Master Accounts >
Lifecare/Non-Profit Standing Transfer Activity View Funds Transfer History Report between Master and Sub Accounts >
Monthly Lifecare/Non-Profit Activity View

*New Services
Daily Lifecare/Non-Profit Activity View

Discontinue Master Accounts Paper Statement >
Daily Sub Account Balance Report View
Discontinue Group Accounts Paper Statement >
Discontinue Sub Accounts Paper Statement >
Manage Email Preferences >
Helpful Resources My Key Contacts + Keep your browser secure
\E )
= Keeping your browser up-to-date protects your
\' Contact Us John Smith kF'? .l E-':C'! “‘"C"C .Se:r t'g.\f L\Séfgel(rﬂefé’gi)
123.456.7890 rfﬁ i
@ Online Help ! WJ‘!! Learn More »
@ Treasury Resources jsmith@key.com
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3.1 Available Reports

The following reports are available through Key Accounts Manager on KeyNavigator:

 meot | Dol | Ay

4" business
Monthly Summary Report All sub-account transaction activity || day of the
month
Master Account Monthly Statements Bank statements for master Monthly
accounts
Sub-account Monthly Statements Bank statements for sub-accounts | Monthly

Life-care/Non-Profit Standing
Transfer Activity Report

SSI/SSDI payments received by
Life-care Sub-accounts (these
payments are transferred into
the master account
automatically)

Daily (if activity
occurs the previous
business day)

Monthly Life-care/Non-Profit Activity Life-care Sub-Account activity Monthly
Daily Life-care/Non-Profit Activity Life-care Sub-Account activity Daily
Daily Sub-account Balance Daily balances of the sub-accounts || Daily

Funds Transfer History
(Between Master Accounts)

Transfers between master accounts

45 calendar days

Funds Transfer History
(Between Master and Sub-accounts)

Transfers between master and sub
accounts

45 calendar days

3.2 Understanding YourKey Accounts Manager Reports

Key Accounts Manager reports are organized in up to five sections. Your report may
not contain all five sections. These sections are:

e Section I: Divison Closed Sub-Account Detall

e Section Il: Division Year to Date Closed Sub-Account Summary

e Section llI: Division Open Sub-account Summary

e Section IV: Division Year to Date Open Sub-Account Summary

e Section V: Master Closed and Open Year to Date Summary
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Header

.IEJ!'_IBSA:-'!-I-ZD 03280 NER YORE " WEYEENY NATIONAL RS30CIRTION RUN DRTE 04/0L/XK
3UE ACCOUNT REPORT - MARCH 20X EFTE DAIE 43/3l/%R

UNIT WOMBER SEQUENCE LISTING

CLIENT

MARSTER DDA NIMBER 8 10000008 9 < &BC NOUSING

DIVISION  WOMBER 0 crosep ¥ \ WILLIAMSVILLE, WY 14221-3230

HIHBEER L2345678% DEVELOFMENT FUND COMPANY INC

123 MAIN 3TREET

The Division Number in the report header on each page identifies the section you
are viewing.

1.

2.

3.

Report Number: (For bank use)

Bank ID: (For bank use)

Report Title: Name of report, time period covered, client name and address
Run Date: Date the report was produced

Eff. Date: Date the report is “as of” (effective date)

Master DDA Number: Key Accounts Manager master account number

Client Number: Bank assigned number to identify the set of sub-accounts
associated (a.k.a “group number”). Multiple groups may be associated with the
same master account.

Division Number: Optional humber you assign of up to six (6) digits for the
purpose of segregating sub-accounts within a group to produce subtotals on the
report. For closed sub-accounts, the division number is “CLOSED.” If you have
not assigned values to open accounts, the division number will be “000000.”

In Sections | and lll, the first line displays monthly values and the second line
displays year to date values. The Division Number in the report header on each
page identifies the section you are viewing. Accounts in Sections |-IV are sorted by
the (optional) unit number field.

NOTE: If for some reason an account does not reconcile from beginning
balance to ending balance, it will be denoted by two asterisks (**). Contact
Key Accounts Manager Support if you need more information.
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Sections | and Il

MANLETMET

9. Unit Number: Optional value you assign to identify sub acounts of up to seven
(7) alphanumeric characters. If you do not assign a value, the unit number will be
“0000000.” Sub-accounts are sorted by unit number.

10. Name: Name of the sub-account funds owner
11. Sub-Account Number: The account number of the sub-account
12.SPC: (For bank use)

13.Cust Number: Last four (4) digits of the sub-account funds owners’ Social
Security Number or “0000” if certified by W-8BEN

14. Status: Sub-Account status “ACT” — open sub-account; “INA” — closed sub-

account. Closed sub-accounts are reported for one (1) year from the date of
closure.

15.Open/Clo Dt: Date the sub-account was opened or closed

16.Beginning Balance: Prior month ending balance or “0.00” for newly opened
accounts

17.0pen Balance: The amount of the first item (i.e. check) deposited to the sub-
account. If multiple items are deposited, only the first item will be displayed.

18. Interest Paid: Amount of interest credited to the sub-account
19. Management Fee: (not available)

20.Withholding: Bank will withhold some interest for tax purposes if sub-account
funds owner is subject to withholding as indicated on W-9 or W-8BEN.
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21.0ther Debits: All debit transactions except Management Fee and Withholding
22.0ther Credits: All credit transactions except Interest Paid

23.Ending Balance: Beginning Balance + Other Credits + Interest Paid —
Withholding — Management Fee — Other Debits

24.Month: Month
25.Active Accounts: Count of open sub-accounts

26.Inactive Accounts: Count of closed sub-accounts. Closed sub-accounts are
reported for one (1) year from the date of closure.

27.Division / Master Account Totals: Year to Date totals

3.3 UnderstandingLife-Care and Non-Profit Reports

The Daily and Monthly Life-Care Activity reports display all transactions in sub-
accounts, including incoming deposits and amounts automatically transferred to the
master account, residual funds (allowances), and the maximum amount that can
remain in the sub-accounts. Activity for each of your locations appears together, with
totals for all locations displayed at the end of the report.

The Life-Care/Non-Profit Standing Transfer Activity report is generated twice a
month when Social Security payments are received in the sub-accounts (generally
on the 4™ and 15" days of the month). Deposits are grouped together and totaled by
location.

Header

1ACHOO1E-1 e LIFECARE STRNDING TRAWSFIR ACTIVITY

A 1
€ ruy DATE: 2/08/208K

o BLME WMRME: KEYBANK
SROUE FUMBIR: 00 035
G NEME: LIFE CENTER o ECCOUNT: 02000000010055553

5

1. Report Number: (For bank use)

2. Report Title: Name of the report

3. Run Date: Date the report was produced
4. Bank Name: (For bank use)

5. Group Number: Bank assigned number ot identify the set of sub-accounts
associated
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6. Name: Client or Facility Name

7. Account: Master account number

RECIFIENT RAME IFDIVIDUAL ID # ACCOUNT KOMBZR CATE FAYMENT RMT TRANSEER AMT RECIF EMT TARG ALW
NORES JIM L 53 2 5000055555 G_s.f: @ 25.8 w ] @ 585_53
SMITH BOB 8ER S3a 325llllzzzaz 200.00 L50.0 S0 i o
JOHNZQH JANE S3n 3zsz2z23:3333 200.00 LS. o S0.00 H 0

SROUE TOTAL AMOUHT3: @ 1.525.80 1,175 .8 ] a 45 .59

HUMSER OF TRAN3FER3:- B
RECIPIENT MIAME INDIVIDURL ID # ACCOONI HUMEER DATE DAYMENT IAMT TRAMSEFER EMT RECIP AMT TARC ALW
HURBTHG HOME TOTAL AMOUNT3:- @ 1,775.80 1,875 60 400.00 1,395_%9

HUMEER OF TRALWSFERS: @ ]

8. Recipient Name: Sub-Account funds holder (beneficiary)
9. Individual ID #: SSA/SSI claim number

10. Account Number: Sub-Account number

11. Date:Effective date of the transfer

12.Payment Amt.: Amount of payment received

13.Transfer Amt.: Amount that was automatically transferred by the Bank to the
masster account

14.Recip Amt.: Amount of funds remaining in the sub-account to be used as a
personal allowance by the funds owner. This amount is dermined by the facility
and Social Security Administration.

15.Targ Alw: Maximum balance that may remain in the sub-account
16.Group Total Amounts: Summary amounts for the group.
17.Number of Transfers: Summary count for the group / facility

18.Nursing Home Total Amounts: Summary amounts for the facility (all groups)
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Standard Transfer Activity

@ JOWES JIM

AMITH 308
JOHNICH JAKE

10 ACCOUNT TRENJFER AWQUET

@ 25.ED

19. Participant Name: Sub-Account funds owner

20. Effective Date: Effectve date of received patment and automatic transfer to the

master account.

21.From Account: Sub-Account number

22.To Account: Master account number or alternate account number (if requested)

23.Group Total: Summaries for the group

24.Nursing Home Total: Summaries for the facility (all groups)

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273755
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4. Funds Transfers

Funds can be transferred online via the Key Accounts Manager section between two
master accounts and between master and sub-accounts. Transfers between sub-
accounts are not allowed. Transfers between Key Accounts Manager accounts are
book transfers and are available immediately in the receiving account.

Funds can be transferred online in the Key Navigator Specialized Services section,
between the Key Accounts Manager master and non-Key Accounts Manager
accounts.

Same-day transfers must be completed by 7:00 p.m. local time.

@ Local time is defined according to where the account is held.

Transfers completed after 7:00 p.m. will be effective the following business day.

KeyBank O'H ! Message Center

KeyNavigator' @ Support ‘ ¢ Administration (™ Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Key Accounts Manager

Reporting Funds Transfer
Monihly Summary Report Funds Transfer between Master Accounts >
Master Account Monthly Statements Funds Transfer between Master and Sub Accounts >
Sub Account Monthly Statements Funds Transfer History Report between Master Accounis >
Lifecare/Non-Profit Standing Transfer Activity View Funds Transfer History Report between Master and Sub Accounts >
Monthly Lifecare/Non-Profit Activity .
*New Services
Daily Litecare/Non-Profit Activity
Discontinue Master Accounts Paper Statement >
Daily Sub Account Balance Report
Discontinue Group Accounts Paper Statement >
Discontinue Sub Accounts Paper Statement >
Manage Email Preferences >
Helpful Resources My Key Contacts = Keep your browser secure
¥ ()
AE Keey your browser up-to-date
k‘ Contact Us John Smith L'-.? ,l : 3:2'4"1» T;"\ZL“:I"G fESrEEIJ[ lISE[EEI(ZISF
123.456.7830 rrﬁ il
@ Online Help ) . M\‘E Learn More ¥
€) Treasury Resources jsmith@key.com
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