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County of San Bernardino

DIRECT DEPOSIT


Direct Deposit (or Electronic Fund Transfer) is the process where an employee’s pay is directly deposited into checking account, savings account or a checkless checking account.
REFERENCES

Current Memoranda of Understanding (MOU); Exempt Compensation Plan

FORMS REQUIRED



MANDATORY FIELDS

Direct Deposit Authorization(
Employee ID; Last Name, First Name; Mailing Address; Type of Account; Financial Institution Information
General Information

All General employees hired on or after March 27, 1999 must make arrangements for the direct deposit of paychecks into a Financial Institution via Electronic Fund Transfer. Many other MOU’s have an Electronic Funds Transfer clause that requires Direct Deposit for all employees regardless of their hire date. (Please refer to the appropriate MOU for Electronic Fund Transfer (EFT) requirements) Employees who are not required to have Direct Deposit per their MOU may choose to start or cancel direct deposit at any time.  Refer to Direct Deposit Cancellation form
Current employees using Direct Deposit may change account information or Financial Institutions at any time. A new Direct Deposit Authorization or EMACS Self-Service update must be completed to process the change.
If the employees account information is returned to EMACS-Payroll by their Financial Institution due to invalid or missing information, the employee must complete a new Direct Deposit Authorization or EMACS Self-Service update.  A check will continue to be mailed to the employee’s mailing address if applicable.

Employees in multiple positions are not required to submit a Direct Deposit Authorization for each position.  Account information is valid for each employee and is not related to their position.  Employees are limited to seven (7) Direct Deposit accounts, regardless of the number of positions held. This form is limited to three (3) accounts. If more than three (3) accounts are needed, employees must use EMACS Self-Service.
employee RESPONSIBILITIES

· Complete Direct Deposit Authorization

1. A Balance Account is required
2. Additional Accounts (amount or percent) are optional

· Sign and date Direct Deposit Authorization

· Show evidence of account to department payroll specialist for verification purposes (i.e., check, documentation of account on bank letterhead, completed bank direct deposit form).
Note:
The deposit for the entire net pay warrant will be made to Balance account unless the employee has chosen to also deposit monies into additional account(s).


Employee may only make alterations to the name and address section on the on the Direct Deposit Authorization.  To make a correction, line through the error and initial it.

Line outs, white out or correction to the ABA/Routing/Transit Number, Account Number or Authorization paragraph will void the form.
PAYROLL SPECIALIST RESPONSIBILITIES

· Ensure that the employee is given page 2 of the Direct Deposit Authorization Form

· Audit Direct Deposit Authorization for completeness

· Ensure only one choice (Checking or Savings) is made for each deposit type
· Verify all mark-outs or alterations are initialed by employee and only made to the name and address section of the Direct Deposit Authorization.
· Ensure that no line outs, white out or corrections are made to the ABA/Routing/Transit Number, Account Number or Authorization paragraph.  If any changes are made, return the form to the employee for completion of a new form.  Account Number cannot exceed 17 digits in length.
· Verify the account information against the voided check or Financial Institution documentation.  Note: Do not send verification (i.e. voided check, bank direct deposit form, etc.) to EMACS-Payroll.
· Verify Mailing address completed by employee on the Direct Deposit Authorization against the Mailing address in Personal Data.  Update Mailing address as needed.
· Complete Payroll Specialist Verification section

· Retain a copy for department file

· Send Original Direct Deposit Authorization to EMACS-Payroll, mail code 0030

· Verify that EMACS has been updated to reflect the requested action

distribution guidelines

New employee: attach original Direct Deposit Authorization to the New Hire packet.
Current employee: send original to EMACS-Payroll (0030) for processing.

deadlines

All valid documents received by EMACS-Payroll by the close of business on payday Friday (end of the pay period) will be guaranteed for processing.  A holiday may move the processing date up one (1) day for each holiday.  Refer to Master Calendar for EMACS Processing for early processing dates.
RELATED FORMS/procedures

Checklist for New Hire-Contract(
Checklist for New Hire-Extra-Help/Recurrent(
Checklist for New Hire-Exempt(
Checklist for New Hire-PSE(
Checklist for New Manual Hire-Regular/Part-Time/Reemployment (Rehire)(
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