DUPLIN COUNTY SCHOOLS 
AUTHORIZATION FOR AUTOMATIC DEPOSIT OF PAY

Instructions: Complete all items and return to the payroll department. The deposit information will be confirmed through the banking system before the first automatic deposit is made. Payroll checks should be expected until you have received the initial notice of deposit. 
[bookmark: _GoBack]☐ NEW      ☐ CHANGE  
Employee InformationREQUIRED DOCUMENTATION (choose one option)
Option 1: Using transparent tape, attach your original voided check in this space.  
OR
Option 2: Submit a photo or scan of your voided check with this form.  
OR
Option 3:  Submit a direct deposit memo from your bank specifying the bank’s 9-digit transit routing number and your bank account number.
OR
Option 4:  Complete Bank Information section below.

	SOCIAL SECURITY NUMBER
	FIRST NAME
	MI
	LAST NAME

	
	
	
	



Bank Information (Complete this section if NOT attaching a check or bank direct deposit memo above)
	FINANCIAL INSTITUTION NAME
	

	NAME ON ACCOUNT
	

	ROUTING NUMBER (9 DIGITS)
	
	
	
	
	
	
	
	
	

	ACCOUNT NUMBER
	

	ACCOUNT TYPE        
	☐ Checking      ☐ Savings



Authorization for Electronic Deposit:
I authorize Duplin county Schools to deposit my net pay to the account and bank indicated and to initiate any necessary adjustments entries to my account for any transactions made to it in error. This authority is to remain in full force and effect until Duplin County Schools has received written notification from me and given ample time to discontinue this automatic deposit agreement.   If I am completing this form electronically, my email request along with this completed form comprise my electronic signature.
	Employee Signature
	Date

	
	



