PROVISO TOWNSHIP HIGH SCHOOLS
Instructions for completion of your direct deposit application are listed below.  Please review them before submitting your application to the Payroll Department.  If you have additional questions that are not answered below, please contact Tamara Robinson, the District 209 Payroll Coordinator at 708/338-5952.
Q.  CAN I HAVE MY PAYCHECK DEPOSITED INTO ANY TYPE OF ACCOUNT?

A.  You can have your pay deposited to a checking or savings account at your participating financial institution.  Most financial institutions offer this service.  If you’re unsure if your bank does, please contact your bank.  However, you cannot direct deposit to multiple accounts.
Q.  HOW WILL I KEEP TRACK OF MY DEPOSITS?

A.  You will receive a pay stub each payday that details all earnings and deductions and shows how much was deposited to your account.  Your bank will also show the deposit on your monthly statement.  

Q.  WHOM DO I CONTACT IF I HAVE A QUESTION ABOUT MY DEPOSIT?

A.  Questions concerning electronic deposits, like any other deposit, should be directed to your bank.

Q.  ONCE I SIGN UP, CAN I CHANGE BANKS OR ACCOUNTS?                                                                                       A.  Yes.  If you find it necessary to change banks or if you get a new bank account, you will need to send a written request to the District 209 Payroll Coordinator requesting that your direct deposit be stopped.  Keep in mind that the payroll is completed a week prior to pay day.  If you are stopping your direct deposit due to a change in banking information, you can re-enroll right away.  You will receive an actual pay check for about 6-8 weeks until the pre-note process is complete.
Q.  CAN I STOP MY DIRECT DEPOSIT AND THEN RE-START IT AT ANY TIME?

A.  You can stop your direct deposit at any time.  However, you can only restart it during open enrollment in October, or if you have a change in banking information.

Q.  HOW DO I SIGN UP?

A.  Complete the authorization form, writing the account number exactly as it shows on your account.

      Attach a voided check for Checking or a deposit slip for Savings Direct Deposit.  

      Send both to the District 209 Payroll Coordinator.
AUTHORIZATION AGREEMENT FOR DIRECT DEPOSIT OF PAYROLL

I hereby authorize Proviso Township High Schools, District 209 to initiate credit entries for payroll (and/or corrections to the previous credits) and the Financial Institution indicated below to credit and/or correct the amounts thereof to my:

___ Checking Account           ___ Savings Account         Account Number _______________________

Financial Institution:

        Name________________________ City ________________ St______  Zip __________

Transit Routing Number   _______________________________  
This authority is to remain in effect until Employer or Financial Institution has received written notification from me of its termination in such time and manner as to afford Employer or Financial Institution a reasonable opportunity to act on it, or until Employer or Financial Institution has sent me ten (10) days written notice of Employer’s or Financial Institution’s termination of this arrangement.

Name ____________________________________     Social Security Number _____________________

Signature _________________________________     Date _________________

