AUTHORIZATION AGREEMENT FOR DIRECT DEPOSIT
Use this form to add, change or cancel a direct deposit. Each account requires a separate form and must be received by the Business Office seven days prior to payday in order for the account to be set up on that payroll. The direct deposit will then become effective on the following payday.  All changes must be in writing. A direct deposit deduction must be canceled through the Business Office in order to be valid.

A partial direct deposit requires a flat dollar amount to be deducted. A full direct deposit requires net pay to be deposited into one account.

To set up direct deposit you must:

· Have the account currently set up at your financial institution.

· Find out if direct deposits are accepted. Verify institution’s transit number and your account number.

· Notify the financial institution that you are setting up direct deposit through payroll deduction and determine if there are any special requirements.



Please check the appropriate box:





               Change Partial






_______ New Deposit

_______Deposit Amount

_______Cancel Deduction

Name of Financial Institution

_______________________________________________________________________________________

Transit and ABA # __________________________________________________________   Sample
Employee’s Account # _______________________________________________________

Account Type (circle one)





Full Deposit


Partial Deposit__________









(specify amount per payroll)

Savings Account ________



Checking Account_______



Authorization Given By:

Employee Name (print or type)______________________________________________________

Employee Signature_____________________________________________ Date_____________________
