& EMPLOYEE AND SUBSTITUTE EMPLOYEE

OXNARD UNION

ncrscrooLosRT - PIRECT DEPOSIT (ACH) REQUEST FORM

Creating Prosperity through Equity, Inquiry, and Wellness

» New employees will be offered a one-time pickup for their first check.

» Employees who make updates to their direct deposit or change banks will be contacted by Payroll to arrange a one-time pickup
while the change is processed.

»  All employees without direct deposit will receive a physical paycheck mailed on payday.

Request Type:

‘ D Begin Direct Deposit ‘ D Change Direct Deposit ‘ D Cancel Direct Deposit

Employee Information:

Employee ID # (Required).___ - - - - -

Employee Name (Required):

LAST NAME, FIRST NAME MIDDLE INTIAL
Deposit Selection:
& Direct Deposit Instructions — Single Account or Multiple Accounts
Employees can split their paycheck into up to four different bank accounts. Use the table below to specify where your pay should go.

Important: The final account listed will automatically receive the remaining balance of your paycheck after any amounts you specify for the
other accounts.

Bank Account Type Bank/Credit Union Deposit Amount Selection

Checking or [] Savings [1 Deposit Net Check or [] Specific Amount $
0 Checking or [] Savings [1 Deposit Net Check or [] Specific Amount $
0 Checking or [] Savings [ Deposit Net Check or [J Specific Amount $
0 Checking or [] Savings [ Deposit Net Check

Attachments Required:

Attach one (1) of the following (required):
[J  Voided check
D Bank-provided account information form
= Payroll cannot accept deposit slips.
=  Forms are required to be submitted in person to Payroll at the District Office for security reasons. Please bring ID.

=  Direct deposit will not be activated until the month after a $0.00 test transaction has successfully processed. This is for
security purposes.

Terms and Agreement:

I hereby authorize the Ventura County Office of Education (VCOE), and/or their agents, to initiate electronic deposits to the account(s) listed above and to
make any necessary adjustments, including debits or credits, to correct previous deposits.

I understand that direct deposit will not be activated until after a $0.00 test transaction has successfully processed. I also understand that I must submit a new
authorization form if my account information changes, including account number, bank, branch, or due to mergers, acquisitions, or buyouts, and that forms
must be submitted in a timely manner. Direct deposit may be temporarily suspended if my wages are garnished or held for credentialing or other legal reasons.
I further understand that I am responsible for any fees incurred if a deposit is returned due to my failure to update account information.

I agree to hold harmless and indemnify VCOE, OUHSD, and their officers and employees from any claims or demands arising from the failure or delay in
making deposits, or from corrections to deposits, even if caused by negligence on their part.

This authorization replaces all previous authorizations I have submitted and will remain in effect until I submit a new Direct Deposit Authorization
Agreement to change or cancel this authorization.

Employee Signature (Required): Date (Required):

Received by Payroll on: Effective Date: ~ / 01/20_




& EMPLOYEE AND SUBSTITUTE EMPLOYEE

OXNARD UNION

ncrscrooLosRT - PIRECT DEPOSIT (ACH) REQUEST FORM

Creating Prosperity through Equity, Inquiry, and Wellness

it How to Obtain and Submit Your Direct Deposit Confirmation PDF

A. Option 1: Obtain the Direct Deposit Confirmation in person
a. Go in person during banking hours to your bank branch of choice
i. Go to the teller window at your local bank branch
ii. Ask for a Direct Deposit Confirmation

B. Option 2: Obtain the Direct Deposit Confirmation through your mobile banking app or online banking
portal.
a. Access Your Bank's Online Banking Portal
i. Log in to your bank's online banking platform.
ii. Navigate to the section labeled "Direct Deposit," "Account Services," or "Forms."
iii. Look for an option to download a pre-filled direct deposit form or a direct deposit confirmation PDF.
iv. If your bank offers a mobile app, you may also find the direct deposit form under the "Services" or "Forms"
menu.
b. Download the Direct Deposit Confirmation PDF
i. Download the form to your device.
ii. Ensure the form includes:
iii. Your bank's name and address
iv. Your account number and routing number
v. Your account type (checking or savings)
vi. Your name and address
vii. If the form is not pre-filled, you may need to enter this information manually.
c. Review and Save the Document
i. Double-check all information for accuracy.
ii. Save the PDF to your device, ensuring it is easily accessible.
iii. Print the form and submit a physical copy to Oxnard Union HSD Payroll Dept.
1. 1800 Solar Dr., Oxnard, CA 93030, District Office c/o Payroll
2. Physical copies and signed forms are required for security reasons.
3. Payroll cannot accept the form by email for security reasons.
d. Confirm Receipt and Activation
i. Follow up with your employer to ensure they have received the confirmation.
ii. Be aware that it takes one pay period where pay was issued for the direct deposit to become active.



