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County of San Bernardino

DIRECT DEPOSIT ONE TIME STOP REQUEST


A Direct Deposit One Time Stop Request will allow an employee to have a paper warrant issued to them, for one pay period, in lieu of the normal direct deposit, if justified.
reference

All Current County Consolidated Memoranda of Understanding (MOU); Exempt Compensation Plan

FORMS REQUIRED



Mandatory fields
Direct Deposit One Time Stop Request(
Employee ID; Rcd No; Last Name; First Name; Department; Work Telephone; Home Telephone; Reason for one time stop; Stop Deposit to Bank Name; Stop Deposit to Account Number

General INFORMATION
As a condition of employment, employees hired after March 27, 1999 must make and maintain arrangements for direct deposit of paychecks into the financial institution of their choice via electronic fund transfer (EFT).  Refer to EFT article in appropriate MOU or Exempt Compensation Plan 
The Direct Deposit One Time Stop is not intended to be a permanent solution.  Employees must resolve issues affecting their EFT before the next pay warrant is issued.
It is recommended that the form be faxed to EMACS-Payroll at (909) 386-9070, as soon as possible.  EMACS-Payroll will not be responsible for late submission due to U.S. mail, inter-office mail, delays in receipt of faxed document, or failure to verify early deadlines when a holiday is involved.

If a revised Direct Deposit Authorization form is being submitted, the employee must ensure that it is received at EMACS-Payroll by the deadline date on the Master Calendar for EMACS Processing.  

If the pay warrant is to be mailed to the employee’s mailing address, verify the address in EMACS is correct.   If not, the employee must submit an Personal Information/Emergency Contacts-Change form to update EMACS using the correct processing effective date.  Note: The effective date must be the first day of the pay period for which the one time stop is to occur to ensure that the correct address prints on the pay warrant.  

For example: 3/11/03 is in pp 07/03, but EMACS-Payroll is auditing the pay warrant information for pp 06/03. The effective date of 2/22/03, which is the first day of pay period 06/03, must be used.  If the first day of pay period 07/03 is used, the employee’s pay warrant will be mailed to the previous address on file. 

If the employee has requested to pick-up their pay warrant, make sure the employee understands that they need prior approval from EMACS-Payroll.  The specific reason must be listed on the form, attach an additional page if more space is needed.  Employees moving their account from one financial institution to another is not a valid reason for pick-up.

PAYROLL SPECIALIST RESPONSIBILITIES

· Provide form to employee

· Audit for completeness

· Update mailing address in EMACS, as needed

· Fax form to EMACS-Payroll

· Contact EMACS-Payroll for approval of warrant pick-up

· Inform employee of decision regarding pick-up of warrant
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