Direct Deposit Authorization Form

For your added convenience, Southern Illinois University Edwardsville encourages all employees, graduate assistants, and student workers to take advantage of the automatic direct deposit of your pay into your checking or savings account.  You have the option to select up to three different bank accounts.
Direct Deposit Enrollment. To enroll in direct deposit, submit to the Payroll Office a:

· Completed Direct Deposit Authorization Form; and,

· A Voided check or other document from the financial institution which specifies the depository institution’s routing number, and the Employee’s account number. (see diagram on form)

· Direct Deposits may be made to multiple accounts. When the direct deposit is to be made to multiple accounts: 

· Each account must be designated with a separate priority (i.e. priority #1, #2, #3).  The priority #1 will be deposited first; Deposits will be done in priority order.

· Separate account information (voided check or document from financial institution) must be submitted for each account; and,

· The dollar amount to be deposited must be specified for all except the last priority.   

· The deposited amount for the account listed last will be the remaining balance.
Advantages

· Peace of Mind: No worries about mail delays or having checks lost or stolen. 

· Prompt Payment: Deposits are credited on payday. 

· Convenience: No special trips to pick up and deposit checks. 

· Savings: No check cashing fees. Many banks offer free checking and other incentives for using direct deposit. 

· Timeliness: Earnings information is available on ‘Employee Self-Service’ before payday. 
Examples:


$1000 will be deposited electronically

If there are 2 Accounts:
− Priority one will specify the dollar amount.



1. Amount 
− Account two will be used to deposit the remaining net. 


2. Remaining balance.
 
If there are 3 Accounts:
− Priority one will specify the dollar amount.



1. Amount 
− Priority two will specify the dollar amount.



2. Amount 
− Priority three will be used as the remainder account.


3. Remaining balance.
Account Cancellation- Please notify payroll before you close or change your existing accounts.  If you close or change your accounts without providing a new authorization, the deposit may be rejected by the bank and delay your funds. For all changes this form must be completed and filed with the Payroll Department at the time of the notification.  
Important Notice- If you have more than one account, in order to 
make a change to your priority, financial institution, account number or amount, you must come to HR and submit a new form to a Payroll Representative.  Office of Human Resources, Rendleman Hall, Rm 3210. 
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