DIRECT DEPOSIT CHANGE FORM 
I hereby instruct Georgia State University (GSU) to deposit my net pay directly into my personal bank account.  I understand that the process of pre-noting will be used for verification of my direct deposit account.  This process may cause my first payment after a change to be a physical check available for pickup in the payroll office no later than the close of business on the pay date.  Paychecks that are not picked up by the end of the pay date will be mailed to the address on file.  

I understand that I am responsible for reviewing my deposit notice for accuracy each payday, and for verifying that funds have been credited to my account before making expenditures. 

This instruction will remain in effect until I notify Payroll Services at GSU in writing (by completing a new form) to change the destination of my direct deposit.  Changes received at least fourteen business days before a payday should take effect with that payday.  I understand that if I close or change my account, I must notify Payroll Services immediately to help avoid misdirection of funds.  I understand that if a payroll action has already been transmitted to a financial institution, confirmation of a reversal must be received before GSU can issue a replacement payment.  
I understand that Georgia State University has the right to correct deposit entries or errors by crediting or debiting my account as necessary.  
Payroll Deposit Schedule: 

(Refer to the payroll schedule which corresponds to your employment classification for specific deposit dates.  The schedule can be found on the web at WWW.GSU.EDU/HR  or you may request a schedule from Payroll Services at 1 Park Place, Room 330).
	
	                Direct Deposit Action (Select Only ONE)

	□
	For a CHECKING Account:
· Staple a voided check -- or a photocopy of a check -- here.   

· Your name and current address information should be written on the check.  

· Don’t attach a counter check or a checking deposit slip – they don’t include all necessary routing information.
· Handwritten routing and account information will not be accepted.  

	□
	For a SAVINGS Account:
· Attach PRINTED documentation from your bank that provides:

· The bank routing number

· Your savings account number

· Don’t attach a savings deposit slip – it doesn’t contain all the necessary routing information.

· Handwritten information will not be accepted.  

	□
	For a Bank of America CASHPAY Account:
· This is a direct-debit account for your pay if you don’t wish to use a standard checking or savings account.

· Payroll Services will help you set up a CashPay account if you choose this option.

	□
	To CANCEL Direct Deposit: 
· Choose this option to receive a physical check
· Please make sure Payroll Services has your updated address information
     


Name (Printed) _______________________________________________Phone #:______________________
Panther # or Social Security Number: _________________________________________________________ 
Signature _______________________________________________________________ Date: ______________
DDFORM07/20/07                                                 

    

