
GUIDELINES REGARDING DIRECT DEPOSIT 
OF YOUR PAYCHECK 

 
 

1. All employees eligible for a payroll payment may elect to accept that payment 
through direct deposit of payroll. 

 
2. To enroll in the direct deposit program, you must complete the Payroll 

Authorization form and attach a voided check (for checking accounts) or 
savings deposit slip (for savings accounts) and the Payroll department must 
receive it by the 1st of the month. Direct deposit will begin on the next 
scheduled pay date. 

 
3. The bank account to receive the employee's pay must conform to the 

following: 
 a. The account must be in the name of the employee.     
 b. It must directly participate in the NACHA direct deposit system. 
 c. The account must be in a United States bank. 
 
4. To cancel your direct deposit, you must submit a Payroll Authorization form 

notifying the Payroll department in writing of the cancellation by the 1st of any 
month. 

 
5. If an employee terminates, the employee may be paid by a manual check 

instead of direct deposit.   
 
6. A direct deposit that is rejected by the bank because an employee's account 

is closed will cause an automatic withdrawal from the direct deposit 
program. A manual check will have to be issued to replace the direct deposit 
funds returned from the bank causing a delay in payment.  Re-enrollment may 
be completed by the next enrollment period. 

 
 
7. Direct deposits are accepted for Savings and Checking accounts ONLY.  

Deductions for loans are not available.  Please make arrangements with your 
bank to have these deducted from your Savings or Checking accounts.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 



PACIFIC UNIVERSITY 
Direct Deposit 

Payroll Authorization 
 
Checking Account Only:  New  Cancel Change Amt   
 
 
Employee Name:      Amount:       

 

Bank Name:      State:     

  

Transit Routing Number:     Account Number:    

  
I authorize Pacific University and the bank shown above to deposit my net pay to the account shown above 
each payday. If funds to which I am not entitled are deposited to my account, I authorize Pacific University 
to direct the bank to return such funds. This authorization will remain in effect until I have canceled it in 
writing or upon rejection of a deposit by the bank because the account is closed. 
 
             
  Signature      Date 
 

REMINDER: YOU MUST ATTACH A VOIDED CHECK 
Payroll Dept. Use only: 
 
Date Received     Date entered    by   
 

Savings Account Only:   New  Cancel Change Amt   
 
 
Employee Name:      Amount:       

 

Bank Name:      State:     

  

Transit Routing Number:     Account Number:    

 
I authorize Pacific University and the bank shown above to deposit my net pay to the account shown above 
each payday. If funds to which I am not entitled are deposited to my account, I authorize Pacific University 
to direct the bank to return such funds. This authorization will remain in effect until I have canceled it in 
writing or upon rejection of a deposit by the bank because the account is closed. 
 
             
  Signature      Date 
 

REMINDER: YOU MUST ATTACH A VOIDED DEPOSIT SLIP 
Payroll Dept. Use only: 
 
Date Received     Date entered    by   
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