
C.  Institution name, city, state E.  Amount

Payroll Direct Deposit Authorization

Instructions: Complete this form and give it to your human resource representative to begin direct
deposit or to change your existing direct deposit. You may deposit portions of your net pay into as
many as five accounts. Note: You may receive regular paychecks until the direct deposit takes effect.

I authorize Payroll Services to deposit my paycheck in the financial
institution accounts listed above and to adjust my accounts to 
correct any errors made in the deposits.

I understand it is my responsibility to check with my financial 
institutions to see if the requested changes have taken place
before writing checks on my accounts.

Instructions:
• Column A—Mark the appropriate box to begin, end, or change the

amount of your direct deposit to each institution.
• Column B—Mark the account type.
• Column C—Print the institution’s name, city, and state.
• Column D—Get the nine-digit routing number from the institution, 

and then enter it for each savings or checking account. Also enter the
account number for each account. For checking accounts, attach a
voided check below.

• Column E—Enter the dollar amount or percent you want to deposit to each
account. One account must be assigned the “Remaining balance.”

Employee Information (Please print.)

Authorization

Financial Institution Information

Name Social Security number

Department

Employee identification number (see paycheck stub)

Work telephone number (include area code)

Signature
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Date

Tape voided check(s) here. 
Deposit slips are not accepted.
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