Direct Deposit Authorization Form Instructions
The Direct Deposit Policy of Southern Illinois University Edwardsville requires all newly hired or rehired employees, graduate assistants, and student workers to electronically deposit pay into a financial institution within the United States.  You have the option to select up to three different bank accounts.

Direct Deposit Enrollment
Submit the following directly to the Payroll Department:
· The completed Direct Deposit Authorization Form; 
· A Void check or other document from the financial institution, which specifies the depository institution,’s routing number, and the Payee’s account number. (see diagram on Direct Deposit form) 

Direct Deposits may be made to multiple accounts. When the direct deposit is to be made to multiple accounts: 
· Each account must be designated with a separate priority (i.e. priority #1, #2, #3).  

The priority #1 will be deposited first; Deposits will be done in priority order.

· Separate account information (void check or document from financial institution) must be submitted for each account.
· The amount to be deposited must be specified for all accounts except the last priority.   

· The deposit amount for the account listed last (priority) will be the remaining amount.

Examples:

	$1000 will be deposited electronically
If there are 2 Accounts:
− Priority one will specify the dollar amount.



1. Amount 
− Priority two will be used to deposit the remaining net. 


2. Remaining balance.

 

	$1000 will be deposited electronically
If there are 3 Accounts:

− Priority one will specify the dollar amount.



1. Amount 
− Priority two will specify the dollar amount.



2. Amount 
− Priority three will be used as the remainder account.

          3. Remaining balance.


First Pay After Direct Deposit Enrollment

Students: 1st check must be picked up at Bursar’s Office

Employees & Graduate Students: 1st check will be mailed to “MAILING” address on COUGARNET

Changing Accounts
If changing accounts, please be sure to set up a new direct deposit direction before closing your current account.  Since changing accounts may trigger a Pre-note Process, please validate the accuracy of your “MAILING” address in COUGARNET.  Failure to verify this information may result in a bank rejection of your deposit and a delay in the receipt of your pay. 
The Direct Deposit Policy of Southern Illinois University may be found at:

www.siue.edu/humanresources/forms/pdf/SIUEDirectDepositPolicy.doc
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