	MORGAN COUNTY SCHOOL DISTRICT
DIRECT DEPOSIT AUTHORIZATION FORM



	Morgan County School District requires employee payroll to be paid by direct deposit. Employees may designate the financial institution and account into which their wages are deposited. Please complete this form and bring it with you to your onboarding appointment.
PRIVACY NOTICE: Do not email this completed form. It contains confidential banking information.



	1. EMPLOYEE INFORMATION



	Employee Name:
	 



	2. FINANCIAL INSTITUTION INFORMATION



	Financial Institution:
	
	Account Type:
	☐ Checking     ☐ Savings

	Routing Number:
	
	Account Number:
	

	Re-enter Account Number:
	
	Phone (optional):
	

	Account Verification Attached:   ☐ Voided check          ☐ Official bank document


* Please attach either a voided check or official bank documentation showing the routing and account numbers so Payroll can verify the information.
	3. AUTHORIZATION & ACKNOWLEDGMENT



I authorize Morgan County School District to deposit payroll payments electronically into the account identified above. I certify that the banking information provided on this form is accurate and that I am authorized to use the account identified above. This authorization will remain in effect until I submit a new Direct Deposit Authorization to the Morgan County School District Payroll Office or otherwise provide notice in accordance with district payroll procedures.
I understand that changes to my direct-deposit information must be received by Payroll sufficiently in advance of payroll processing to take effect for the desired pay period.
	Employee Signature: ____________________________________________________________________
	Date: _______________________________________

	
Printed Name: ____________________________________________________________________________
	



	PAYROLL USE ONLY

	Received by: ___________________________________________________   Date Received: ______________   Effective Payroll: _____________________

	☐ Account information verified      ☐ Entered in payroll system      Initials: ____________________________



