

	Direct Deposit Authorization (Payroll) 
	Revised:  June 30, 2010


EMPLOYEE IDENTIFICATION

	Name
	     
	UIN       

	Address
	     

	City, State, Zip
	     


FINANCIAL INSTITUTION – Please Attach a Void Check.

	 FORMCHECKBOX 
   New

 FORMCHECKBOX 
   Change

 FORMCHECKBOX 
   Cancel

	Bank Name
	     

	
	Account Number
	     

	
	Routing Number
	     

	
	Account Type
	 FORMCHECKBOX 
   Checking

 FORMCHECKBOX 
   Savings


OFAC Compliance Disclosure:  Will these payments be forwarded to a financial institution outside the United States?    FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
EMPLOYEE AUTHORIZATION

	     I authorize the Texas Forest Service (TFS) Payroll Office to deposit by electronic transfer my payroll amounts to the financial institution and account indicated above and to contact my financial institution to confirm accuracy of this information.  
     The TFS Payroll Office reserves the right to reverse an incorrect posting; however, I fully understand that the TFS Payroll Office must notify me on or before the settlement date (payday) and explain the reason for the reversal.  
     I also acknowledge that I will receive an email confirming that my payroll data is available on HRConnect and that a paper retainer will not be printed and distributed to me.  
     I acknowledge responsibility for providing complete and accurate information on this authorization form.  I further understand that it is my responsibility to contact the TFS Payroll Office prior to making changes in my account, i.e. closing account, changing banks, etc.  
     This authorization is to remain in effect until I provide notice of change or cancellation to the TFS Payroll Office in writing or on HRConnect.  
   Signature:  







    Date:  







Please send to the Payroll and Support Services Department by fax at 979/458-6622, or mail to 301 Tarrow, Suite 419, College Station, Texas  77840-7896.
Instructions for
Direct Deposit Authorization (Payroll)
General

Use this form to provide information to the Payroll Office to establish, change, or cancel direct deposit of payroll payments to your bank account.  You may also provide this information on HRConnect rather than using this form.


DO NOT use this form to update FAMIS information for non-payroll payments.  

Employee Identification


Enter your name, UIN and address.
Financial Institution


Indicate the purpose of this form by marking the appropriate check box:
· New – direct deposit is not currently set up.

· Change – direct deposit is already set up, but financial account information has changed.

· Cancel – direct deposit is already set up, but you wish to receive paper payroll checks.


Enter the financial institution name and your account and routing number.  Indicate whether the account is a checking or savings account.  Attach a void check if the direct deposit is for a checking account.
OFAC Compliance Disclosure

TFS must comply with the requirements of the United States Department of Treasury Office of Foreign Asset Control (OFAC). The OFAC oversees payments sent outside the territorial jurisdiction of the United States including direct deposits of payroll (ACH).  TFS must identify as an “International ACH Transaction” (IAT) any direct deposit of payroll that is (1) made by TFS to a financial institution located outside the United States or (2) made by TFS to a domestic financial institution if that financial institution immediately transfers the full deposit amount to a financial institution outside the United States in a “back-to-back” transaction.



The payroll system does not permit direct deposit to foreign banks.  Indicate whether payroll payments will be forwarded to a foreign financial institution by marking the appropriate check box.
Employee Authorization
Read the authorization and acknowledgement statements.


Sign and date the form.


Fax the completed form (preferred), or mail the form to the Payroll Office.  Do not fax or mail the instructions for the form.
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