STATE OF MINNESOTA




 FORMCHECKBOX 
 New to direct deposit program
PAYROLL DIRECT DEPOSIT AUTHORIZATION


 FORMCHECKBOX 
 Add/change/delete existing direct deposits














 FORMCHECKBOX 
 Stop all direct deposit effective:      
See back of form for an explanation of some of the information asked for on this form.
	Empl ID

     
	Employee name (last, first, middle initial)

     
	Agency name

     
	Work Phone

     


	Action
	Priority #

(e.g. 0,1,2)
	Excess?
	Partial Allowed?
	Account type*
	Bank transit routing number*

(9 digits)
	Account Number*

(up to 17 characters)
	(Fill in % or $ Amount)

	
	
	
	
	
	
	
	Percent of net pay

	 FORMCHECKBOX 
 Add
 FORMCHECKBOX 
 Change
 FORMCHECKBOX 
 Delete
	  
	 FORMCHECKBOX 
 Yes  

 FORMCHECKBOX 
 No


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
 Checking

 FORMCHECKBOX 
 Savings

 FORMCHECKBOX 
 Issue check
	     
	     
	        %

	
	
	
	
	
	
	
	Dollar amount

	
	
	
	
	
	
	
	$     

	Effective date

     
	Financial institution (name, city, state):

     


	Action
	Priority #

(e.g. 0,1,2)
	Excess?
	Partial Allowed?
	Account type*
	Bank transit routing number*

(9 digits)
	Account Number*

(up to 17 characters)
	(Fill in % or $ Amount)

	
	
	
	
	
	
	
	Percent of net pay

	 FORMCHECKBOX 
 Add
 FORMCHECKBOX 
 Change
 FORMCHECKBOX 
 Delete
	  
	 FORMCHECKBOX 
 Yes  

 FORMCHECKBOX 
 No


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
 Checking

 FORMCHECKBOX 
 Savings

 FORMCHECKBOX 
 Issue check
	     
	     
	        %

	
	
	
	
	
	
	
	Dollar amount

	
	
	
	
	
	
	
	$     

	Effective date

     
	Financial institution (name, city, state):

     


	Action
	Priority #

(e.g. 0,1,2)
	Excess?
	Partial Allowed?
	Account type*
	Bank transit routing number*

(9 digits)
	Account Number*

(up to 17 characters)
	(Fill in % or $ Amount)

	
	
	
	
	
	
	
	Percent of net pay

	 FORMCHECKBOX 
 Add
 FORMCHECKBOX 
 Change
 FORMCHECKBOX 
 Delete
	  
	 FORMCHECKBOX 
 Yes  

 FORMCHECKBOX 
 No


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
 Checking

 FORMCHECKBOX 
 Savings

 FORMCHECKBOX 
 Issue check
	     
	     
	        %

	
	
	
	
	
	
	
	Dollar amount

	
	
	
	
	
	
	
	$     

	Effective date

     
	Financial institution (name, city, state):

     


	IF YOU SELECTED CHECKING ACCOUNT, ATTACH A VOIDED CHECK TO THIS FORM.  IF YOU SELECTED SAVINGS ACCOUNT, ATTACH A DEPOSIT SLIP TO THIS FORM.  (NOTE: DO NOT ATTACH THE DEPOSIT SLIP IF IT DOES NOT HAVE PRE-PRINTED BANK AND ACCOUNT NUMBERS.)


*  Adding a new direct deposit or changing account type, bank transit routing number or account number requires a prenote to be sent to the bank before the add or change becomes affective.  A prenote sends your account type and bank and account numbers to the bank without any money to assure the accuracy of the numbers.  Changes should be effective 2 to 3 pay periods after you submit the change to the payroll office.  You will receive warrants until the prenoting process is complete.

	Remarks -- Any time you change your direct deposits, you must make your changes very clearly to the staff who will process changes.  Use this space to describe what is changing and what is staying the same.  This will help make your changes turn out the way you expect.

     



I authorize the Department of Finance and my financial institutions indicated above to initiate electronic credit entries (direct deposit) of the amounts I designated and if necessary, debit entries and adjustments for any credit entries made in error to my accounts as I indicated above.  I understand that this authorization will cause any previously authorized direct deposits to financial institutions to be discontinued.

	Employee Signature


	Date




FI-00381 4/01                                                                             Send this form to your agency direct deposit designee.  If you don't know who this is, contact your payroll or personnel office.

	Payroll Direct Deposit Authorization Form Instructions
Boxes in the upper right-hand corner of form:  Check the applicable box.  To delete all direct deposits, check the stop box and sign and date the form.

Priority number:  Indicate which direct deposit account should receive funds first, second, or third.

Excess?:  If there is net pay available after distributing pay to all direct deposit records, any excess net pay will be deposited to the record with the excess option marked yes.  If excess is not marked yes on any direct deposit record, and your pay increases above the total direct deposit amount(s) designated, a warrant will be generated for the excess.  Only one record can have the excess option marked yes.

Partial allowed?:  If partial allowed is marked yes, and there is not enough net pay to distribute the amount indicated on a record, as much net pay as is available will be deposited.  If partial allowed is marked no, either the total amount indicated is deposited or none of the amount indicated is deposited.  All records can have the partial allowed option marked yes.

Account type:  If you have accounts other than checking or savings (such as a loan), ask your financial institution which type of account to select.

Issue check:  Issue check will allow you to receive a payroll warrant for a specified amount or percentage of net pay in addition to direct deposit.

Bank transit routing number and account number:  If you are not sure what these numbers are, contact your financial institution.  Credit unions may not have the correct bank transit routing number and account number needed for direct deposit printed on their checks.  If applying for direct deposit to a credit union, contact the credit union for the numbers and for the type of account to select.  (These numbers are correct on Affinity Plus Federal Credit Union and Hiway Federal Credit Union checks.

Percent of next pay or dollar amount:  Each direct deposit must have either a percent of net pay or a dollar amount.  Any pay that does not go direct deposit, will produce a warrant.

Effective date:  If the information you provide is correct, your direct deposit will occur approximately 45 days after your agency direct deposit designee receives this form.  Deposits will be in accounts sometime on payday (usually Friday).  the financial institution must post the deposit on payday, but may do so anytime on payday.  Even if the financial institution posts it early on payday, a few automatic teller machines (ATMs) may not register the deposit until the day after payday.  Ask your financial institution when the deposit will be available.  If you have a problem with a deposit on payday (i.e., the ATM does not reflect the deposit), ask the direct deposit representative at your financial institution when it will post the deposit.

Examples of how the direct deposit distributions will work:

Example 1:
Priority 1 - 75% of net pay to checking, Priority 2 - 25% of net pay to savings

· If net pay is $500.00, the checking deposit will be $375.00 and the savings deposit will be $125.00.

Example 2:
Priority 1 - $300.00 to checking, excess checked, Priority 2 - $200.00 savings, partial checked

· If net pay is $500.00, the checking deposit will be $300.00 and the savings deposit will be $200.00. 

· If net pay is $550.00, the checking deposit will be $350.00 and the savings deposit will be $200.00. 

· If net pay is $100.00, there will be no checking deposit and the savings deposit will be $100.00. 

Example 3:
Priority 1 - $450.00 to checking, excess & partial checked, Priority 2 - $50.00 designated as issue check

· If net pay is $500.00, the checking deposit will be $450.00 and a $50.00 payroll warrant will be issued. 

· If net pay is $550.00, the checking deposit will be $500.00 and a $50.00 payroll warrant will be issued. 

· If net pay is $250.00, the checking deposit will be $250.00 and no warrant will be issued.  You will receive only a payroll advice. 




