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Direct Deposit Application

[bookmark: Text1][bookmark: Text2]Employee Name:      			Phone Number:      

[bookmark: Text3][bookmark: Text4]Department:      			Employee ID:      

New accounts require a waiting period of approximately 4 weeks. A maximum of TWO (2) accounts
are permitted.   (Example: You can have two checking accounts, OR one checking account plus one 
savings account, OR two savings accounts.)
NEW DEPOSIT(S):
PLEASE, ATTACH A VOIDED CHECK W/ YOUR NAME PRE-PRINTED ON IT OR A PRINT OUT FROM THE BANK/WEB W/ YOUR ACCOUNT NO., BANK’S ROUTING NO.  AND YOU’RE NAME.




[bookmark: Text5][bookmark: Check2][bookmark: Check1]1) BANK NAME:      		Check one: Checking |_|	Savings |_|

[bookmark: Text6]	Routing Transit / ABA #:      
		(The Routing Transit / ABA number is a 9 digit number. The first two numbers MUST be 01 thru 12 OR 21 thru 32.)

[bookmark: Text7]Account Number:      
	(Please confirm account number with your last bank statement or with your new account application.)

[bookmark: Text8]Amount of Deposit $      this may be a SPECIFIC DOLLAR AMOUNT or the entire NET PAY.
	(The NET PAY is what remains from the gross pay after all taxes, other deductions, and partial deposits have been made.)

2) BANK NAME:      		Check one: Checking |_|	Savings |_|

	Routing Transit / ABA #:      
		(The Routing Transit / ABA number is a 9 digit number. The first two numbers MUST be 01 thru 12 OR 21 thru 32.)

Account Number:      
	(Please confirm account number with your last bank statement or with your new account application.)

Amount of Deposit $      this may be a SPECIFIC DOLLAR AMOUNT or the entire NET PAY.
	(The NET PAY is what remains from the gross pay after all taxes, other deductions, and partial deposits have been made.)

CHANGE AMOUNT OF EXISTING DEPOSIT:


[bookmark: Text9][bookmark: Check3][bookmark: Check4]	Bank Name:      	Check One: Checking |_|	Savings |_|

[bookmark: Text10]	Account Number:      

[bookmark: Text11]	New amount to be deposited: $     

CANCEL EXISTING DIRECT DEPOSIT:
→ WARNING!!! ←
Do NOT close your account until AFTER you have notified payroll IN WRITING!! Failure to do so could delay payment of your wages for up to 3 weeks. Cancellations will take effect immediately upon receipt of this form.





	Bank Name:      	Check One: Checking |_|	Savings |_|

	Account Number:      

DIRECT DEPOSIT AGREEMENT
My signature below authorizes Associated Students, Inc. to initiate deposits and/or corrections to my financial institution stated on this form. I agree to return to the company any amount that is erroneously deposited. I understand that is it my responsibility to inform the payroll office in writing immediately if I close my account(s), and that failure to do so may delay my paycheck while it is being reprocessed. Additionally, as a participant in this program, I will verify that my funds have been deposited before making withdrawals on payday. I am aware that the Federal Reserve does not allow weekends and/or holidays as posting dates.

I also understand that Associated Students inc. reserves the right to cancel my deposit at any time.
This authorization is to remain in full force and in effect until I revoke it, or upon termination of my employment with Associated Students, Inc.


__________________________________			_______________________
Employee Signature					Date


Welcome to direct deposit! We’re sure you’ll enjoy the convenience of having your pay automatically deposited into your account on payday. Whether you are in the office or away on vacation, your pay will automatically be deposited into your account.




GENERAL INFORMATION

Depending when your direct deposit request form is received, it may take up to four weeks before your paycheck is deposited for the first time. For this reason, you should always check your pay envelope carefully.

Acceptable back-up documents are:  A VOIDED CHECK WITH YOUR NAME PRE-PRINTED ON IT/OR A PRINT OUT FROM THE BANK/WEB WITH YOUR ACCOUNT NUMBER, BANK’S ROUTING NUMBER AND YOUR NAME. 

Once your application has been processed, you will receive a voucher that takes place of your regular check. The voucher will show the amount(s) deposited to your bank account and a pay stub showing the computations for your wages deposited.

You may have up to two direct deposit accounts to a checking and/or savings account at any financial institution that accepts electronic transfers. You can select one net deposit (gross pay, less deductions), two partial deposits, or one net and one partial deposit.

Depending on your financial institution, the actual day your deposit will be available may vary. If a holiday falls on a pay week, your deposit may be delayed until the day after the holiday. (the Federal Reserve does not allow posting on holidays or weekends.)


CLOSING OR CANCELLING DIRECT DEPOSIT(S)

If you would like to cancel your existing direct deposit(s), you must notify the payroll office at least two weeks in advance, by completing another Direct Deposit Authorization form. When closing a bank account, it is recommended that you leave at least $1.00 in the account in case a direct deposit is in progress. If you close your account before notifying the payroll office, the direct deposit will reject and there may be some delay in issuing a replacement paycheck. (Associated Students Inc. must receive the rejected funds before a replacement paycheck is processed or issued.
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