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Task Reference Moving and Depositing Assets 

 

Create or Take Action on an ACH Standing or Periodic 

Instruction Request 

You can create ACH standing and periodic instructions to transfer funds electronically between brokerage 

and bank accounts.  

ACH, or Automated Clearing House, is a mode of transferring funds electronically. Pershing initiates ACH 

transactions between your client's brokerage account and their bank account based on the standing and 

periodic instructions entered on the brokerage account. The instructions dictate the direction of the 

transfer of funds: 

• ACH credit - Transfer of funds from the brokerage account to the bank account 

• ACH debit - Transfer of funds from the bank account to the brokerage account  

Required Documentation 

• For ACH approval, an original Pershing ACH authorization form signed by all account holders 

(both brokerage and bank) is required. The form must be accompanied by an original voided 

check and any necessary supporting documentation. 

• If the bank account is a savings account or the client does not have an original voided check, one 

of the following supporting documentation is required to verify the bank data. 

Supporting Documentation 

• Pre-printed, MICR-encoded deposit slip. 

• Copy of the client's bank statement. 

• Letter from the bank, on bank letterhead, stating the client's name and bank information signed 

by a bank employee with his or her name and position at bank printed below. 

• Printed, not handwritten, direct deposit form containing the full account name and number. 

• Additional supporting documentation may be required for verifying signing authority on the bank 

side. Examples of this may be a trust agreement when the trustees are not clearly noted in the 

bank account title, a bank letter that specifies who has asset movement authority, a copy of the 

bank's signature card in conjunction with a check in an entity name (a Pershing resolution can 

only be used when the account on the Pershing side is like titled with the bank account), death 

certificates for joint account holders, etc. 

Unaccepted Documentation 

Starter checks (with check number under 100), counter checks and bill pay checks are not acceptable 

documentation. 
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Cutoff Times 

• ACH money initiation: 2:29 p.m. (ET) 

• ACH money approval: 2:49 p.m. (ET) 

• ACH money cancellation: 2:59 p.m. (ET) 

• Periodic ACH instruction: Before 4:00 p.m. (ET) if the request is reviewed and submitted for 

approval to Pershing 

• Standing ACH instruction: 48-hour turnaround time for approval 

In This Task Reference 

• ACH Transactions 

• Set Up Standing and Periodic Instructions 

• Processing Standing and Periodic Instructions 

• Activated Standing Instruction 

• Edit Periodic Instruction 

• Fees for Using ACH 

• Distribution Amount Payment Process 

• Unprocessed Requests 

• Advice Letter 

• View Standing or Periodic Instructions 

• Related Items for Attention (IFA) 

• Related Reports 

Initiator Tasks 

o Create a Standing Instruction 

o Create a Periodic Instruction 

o Cancel or Replace an Instruction 

ACH Transactions 

Four standard types of systematic ACH transactions are available, two each for ACH credit and ACH debit. 

• ACH credit 

• Pay principal - The systematic payment of a specified dollar amount at a determined 

frequency and date. Brokerage accounts may have unlimited pay principal instructions. 

• Pay income - The systematic payment of all interest/dividends posted to the brokerage 

account at a determined frequency and date. Brokerage accounts may only have one pay 

income instruction. 

• ACH debit 

1. ACH deposit - The process of electronically depositing funds directly into a bank account. 

2. Systematic Reinvestment (SRS) - The automatic retrieval of funds from the bank account, on 

the day before settlement, to pay for a mutual fund purchase made via the periodic order 
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system. There is no need to set up a periodic deposit to pay for these trades when SRS is 

marked as Yes for an ACH standing instruction. 

Note: If an account is set up for both periodic deposits and SRS, the system:  

2. Withdraws the amount of the periodic deposit on the set pay date 

3. Withdraws the amount of the systematic buy on the day before settlement 

Set Up Standing and Periodic Instructions 

Your firm enters the ACH instructions at the account level using standing instructions or periodic 

instructions. The instructions must be set up prior to sending any ACH paperwork to Pershing. 

Account Holder Names 

Account Holder names are important when setting up standing or periodic instructions. The name you 

enter must match the bank account title exactly. The instructions go through OFAC (The Office of Foreign 

Assets Control) review.  

The system assumes a true first party link and automatically populates the Account Holder's Name(s) field 

with the Pershing account information. Adjustments are required to this field when accounts are not 

identically titled.  

Sometimes client names are represented differently between the two accounts, i.e., John Doe on the 

Pershing records and John Doe Jr. on the bank account or Elizabeth Smith and Beth Smith. To address this 

situation, ensure the Account Holder's Name(s) field matches the bank account title and provide a 

comment confirming the same in the audit trail or comments section. 

Bank Information 

When you enter the bank information in a periodic instruction setup, the system generates active 

standing instructions using that information. There is no need to enter periodic instructions with the bank 

information and standing instructions with the same bank information. The Start Date drives the 

automatic payments, so this can be set up to avoid double entries and the creation of duplicate standing 

instructions. The Description fields above each section are free-form so you can enter separate 

descriptions for each part of the instruction. The system automatically populates the description of the 

bank details section to match the transaction description, but you can edit this information, if required. 

Back to Top 

Processing Standing and Periodic Instructions 

After you submit ACH supporting documentation, it is indexed, added to the instruction, and then moved 

to Work Corner for review. The instructions are processed on a first in-first out basis. 

Activated Standing Instruction 

You do not need to enter the bank information for subsequent periodic instructions. Select Use Existing to 

add this information to the required field. This avoids creating duplicate standing ACH instructions, and 

bypasses the ACH paperwork requirement in the Rules Engine. 
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Edit Periodic Instruction 

You can edit sections of periodic instructions without creating a new work item. These edits do not 

require Pershing approval and the instructions remain active. 

For retail accounts, Frequency of Payment is also an editable field. For retirement accounts where Pershing 

is the custodian, an updated distribution form is required if any change is made to the instruction. 

Fees for Using ACH 

Pershing does not charge for using ACH, except in the instance of a returned item for insufficient funds or 

for a second return of uncollected funds transaction that was systematically processed. Pershing is not 

responsible for any charges or fees charged by the bank. 

Distribution Amount Payment Process 

The system undertakes the following process to determine available funds for distribution: 

• Free cash balance 

• Funds in the active money fund sweep choice. 

Note: If there are multiple money market funds (MMFs) for the account, the system only looks to 

the MMF that the account is set to sweep into and will not recognize any funds held in other 

funds. 

• Availability of free funds, not SMA, in margin account (if the account is of type, Margin). 

Note: If the entire amount of a systematic ACH periodic distribution is unavailable, the system will 

only pay out what is available. The system will not automatically pay out the difference once the 

funds become available. 

Unprocessed Requests 

Unprocessed ACH requests are available in Quality Rejected node in Work Corner. If a request has 

incorrect information, it will be Quality Rejected back to Work Corner with the explanation of why the 

request was not processed. You can send the request for approval after the making the necessary 

corrections. 

Advice Letter 

Pershing sends advice letters to the client when the following transactions takes place: wires, third-party 

checks, client-authorized transfer journals between accounts, partial deliveries, non-U.S. dollar currency 

wires, checks, journals, or periodic instruction by check, journal accounts or Automated Clearing House 

(ACH) instructions are approved (but not for each subsequent transaction using those instructions). 

View Standing or Periodic Instructions 

• Click Service & Operations > Standing Instructions or Periodic Instructions to view all approved 

standing or periodic instructions on file. Use additional filters to narrow your search. 

Back to Top 
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Create a Standing Instruction 

1. Click Service & Operations > Standing Instructions. 

Global search keyword: standing. 

2. Click Create New Standing Instruction. The Standing Instructions - Create New page displays. 

3. Enter the account number. 

4. From the Transaction Type list, select ACH Standing Instruction and click Continue.  

5. Provide information for the standing instruction as required and applicable. Refer to the standing 

instructions fields in the table below for field information. 

6. Click Review Before Sending. The Review Request page displays. 

7. Click Send Standing Instruction Request. 

o If the request does not violate any approval rules, the system displays the following message: 

The standing instruction request "nnnn" has been sent for approval. 

o If the request violates any approval rules, a list of violations displays. To override violations 

that are not severe, enter a comment and click Acknowledge & Send Request. A confirmation 

message displays. Severe rule violations cannot be overridden. 

o The system displays the following message: The standing instruction Request "nnnn" has 

been sent for approval. Please fax the necessary paperwork for review. The transaction 

number is represented by "nnnn." 

Back to Top 

Create a Periodic Instruction 

1. Click Service & Operations > Periodic Instructions. 

Global search keyword: periodic. 

2. Click Create New Periodic Asset Movement Instruction. 

3. Enter the account number and click Continue. 

4. Populate the following fields and click Continue. 

o Periodic Instruction Type - select the required option. 

o Periodic Instruction Method - select ACH. 

o Standing Instruction - select one of the following: 

 Use Existing - Use an existing standing instruction. 

 Create New - create a new standing instruction. Complete standing instruction fields after 

providing information for the periodic instructions. 

5. Provide information for the periodic instruction as required and applicable. Refer to the periodic 

instructions fields in the table below for field information. 

6. Click Review Before Sending. The Review Request page displays. 

7. Click Send Periodic Instruction Request. 

• If the request does not violate any approval rules, the system displays the following message: 

The periodic instruction request "nnnn" has been sent for approval. 
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• If the request violates any approval rules, a list of violations displays. To override violations 

that are not severe, enter a comment and click Acknowledge & Send Request. A confirmation 

message displays. Severe rule violations cannot be overridden. 

• The system displays the following message: The periodic instruction request "nnnn" has been 

sent for approval. Please fax the necessary paperwork for review. The transaction number is 

represented by "nnnn." 

Back to Top 

Cancel or Replace a Standing or Periodic Instruction 

You can cancel or replace a standing or periodic instruction request. The request status must be in 

Pending Review or Hold status. 

1. Click Service & Operations > Work Items > Work Status. 

Global search keyword: work. 

2. Select the filters listed below, plus any other desired filters, and click Display. 

o Request Type: Standing Instruction - ACH or Periodic Instruction - ACH 

o Initiated By: Me 

o Request Status: Pending Review or Hold 

3. Double click on the request and the Work Status details page displays the Cancel and Replace and 

Cancel Transaction buttons. 

4. To cancel and replace the request, click Cancel & Replace. A confirmation message displays. Click 

Cancel & Continue. 

Or 

To cancel the request without replacing it, click Cancel Transaction. A confirmation message 

displays. Click Cancel Request. 

Back to Top 

Standing Instruction and Periodic Instruction Fields 

Required fields are marked with an asterisk (*). 

 

FIELD ENTER OR SELECT 

Standing instruction fields 

Description* Enter a description for the instruction. 

Account Holder's Name(s) Populated automatically with the Pershing account information. Modify 

the displayed information, if required. See Set Up Standing and 

Periodic Instructions for more information. 

ABA Number* Enter the aba number and click Display Information.  

Note: If the aba number is on file, the Bank Name, City and State 

information displays. If the aba number is NOT on file, enter the 

required information. 
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FIELD ENTER OR SELECT 

Bank Name  

Note: This field appears only if 

ABA Number is not on file. 

Enter the bank name.  

City and State  

Note: This field appears only if 

ABA Number is not on file. 

Enter the city and select the state from the list. 

Bank Account Number (DDA)* Enter your client's bank account number. 

Bank Account Type* Select Checking or Savings. 

Use This Instruction For SRS*  Select Yes or No.  

Periodic instruction fields 

Periodic Instruction Description* Enter a description for the periodic instruction (up to 35 characters). 

Request Reason  

Note: This field appears only if 

Periodic Instruction Type is 

Required Minimum Distribution. 

Displays Normal or Death. The field remains unavailable for edits. 

RMD Amount for Current Year  

Note: This field appears only if 

Periodic Instruction Type is 

Required Minimum Distribution. 

Displays the required RMD amount of the account for the current year. 

The field remains unavailable for edits. 

RMD Amount Remaining for 

Periodic Payments  

Note: This field appears only if 

Periodic Instruction Type is 

Required Minimum Distribution. 

Displays the remaining amount required for distribution (based on 

monies already paid out for the current year). The field remains 

unavailable for edits. 

Amount* Enter the amount. 

Frequency of Payment* Select the appropriate option from the list. 

Periodic Payment Start Date* Enter or select the start date by clicking the calendar icon. The date 

must be later than the current date. 

Periodic Payment End Date Enter or select the end date by clicking the calendar icon. The date 

must be later than the current date and the start date. If left blank, 

payments continue until canceled. 

Exclusion Date Enter or select the start and end dates by clicking the calendar icon. 

This is the time period for which you want to suspend the instruction.  

Amount & Tax Withholding Information Section 

Note: This section appears only if the instruction is created from a retirement account. 

Provide Tax withholding information only if the request reason is one of the following:  

• Death 

• Disability 



© 2020 PERSHING LLC. PERSHING LLC, MEMBER FINRA, NYSE, SIPC, IS A WHOLLY OWNED SUBSIDIARY OF THE BANK OF NEW YORK 

MELLON CORPORATION (BNY MELLON). TRADEMARK(S) BELONG TO THEIR RESPECTIVE OWNERS.  

8 

FIELD ENTER OR SELECT 

• Normal 

• Premature 

• Roth Early Withdrawal 

• Simple Early Withdrawal 

• Substantially Equal Series 72 (T) 

Federal Tax Select Yes and enter the percentage of federal taxes to be withheld in 

the % field, or enter a specific amount in the $ field. The default is 10% 

and is also the minimum a client can withhold. 

Or 

Select No if the client does not wish to withhold federal tax. 

State of Withholding Select the state of withholding from the list.  

Note: This field defaults to the account's legal state of residence. Some 

states require withholding if federal tax is withheld. 

State Tax Select Yes and enter the percentage of state taxes to be withheld in the 

% field, or enter a specific amount in the $ field. 

Or 

Select No if the client does not wish to withhold state tax. 

Calculate Tax Click to calculate the taxes. This button is unavailable if using the 

default tax percentage. For accounts that are required to take NRA tax 

withholding, refer to the Bulletin 2009-5: Upgrade to Retirement 

Account Foreign Distribution Processing. 

Related Items for Attention (IFA) 

IFA DESCRIPTION 

ACH Rejected by 

Bank 

ACH Rejected by Bank IFAs notify you of Automated Clearing House (ACH) 

transactions that have been rejected by the client's bank. 

Insufficient Funds 

for Periodic 

Distributions 

Insufficient Funds for Periodic Distribution IFAs notify you about future systematic 

and periodic distributions (pay principal) for retail and retirement accounts, as well 

as required minimum distributions for retirement accounts, that will not have 

sufficient funds to meet pre-set distribution amounts. 

Related Reports 

REPORT ID REPORT NAME DESCRIPTION 

AMP481D2 Asset Movement Activity - ACH Processing - 

Daily Deposits Activity Report for IBD 

Generates the ACH deposit activity report 

for every IBD. 

AMP481DA Daily ACH Activity Report for IBD - Retail and 

Retirement 

Generates retirement and retail ACH 

activity report for every IBD. 

AMP100DI ACH Standing Instruction Retirement Activity 

Report 

Daily report of active ACH standing 

instructions on retirement accounts. 

 


