BROWN UNIVERSITY
DIRECT DEPOSIT AUTHORIZATION

RETURN TO PAYROLL OFFICE -  BOX 1873

PAYROLL CYCLE:                 MONTHLY            SEMI-MONTHLY OR GRAD STUDENT                STUDENT-UNDERGRAD                WEEKLY  
TRANSACTION TYPE:          NEW               CHANGE               CANCEL     
I hereby request that all future net payment of salary due me be deposited to the checking or savings account(s) specified below.  It is understood that in so doing, Brown University will fully discharge its responsibility for making these payments to me until they are contractually terminated or until I give written notice to revoke this request.
EMPLOYEE NAME: ____________________________________________SOCIAL SECURITY#:________________________________
BANK 1  TRANSIT #:____________________CHECKING ACCOUNT #:___________________________AMOUNT:_________________
                TRANSIT #:____________________SAVINGS ACCOUNT #:____________________________ AMOUNT:_________________
BANK 2  TRANSIT #: ____________________CHECKINGACCOUNT:#:___________________________AMOUNT:_________________
                TRANSIT #:____________________  SAVINGS ACCOUNT:#:___________________________AMOUNT:_________________
BANK 3   TRANSIT #:____________________CHECKINGACCOUNT:#:___________________________AMOUNT:_________________
                  TRANSIT #:___________________SAVINGS ACCOUNT:#:____________________________AMOUNT:_________________
******READ THIS SECTION CAREFULLY BEFORE SIGNING******
· This direct deposit request will be processed as soon as possible.  Our system requires at least one pay cycle for “pre-noting” which is a confirmation process with the bank.  Therefore, you will receive at least one (1) more check before the direct deposit will actually take place.  Weekly payroll cycles will receive at least two(2) more check before the direct deposit takes place
· It is your responsibility to notify the Payroll Office of any bank account number changes.  This request will continue to be valid until the Payroll Office is notified in writing to discontinue the direct deposit.
· Computer System Failure:  In the event that a computer system failure occurs the deposit to your account may be delayed.  You will receive notification if this occurs.
· It is your primary responsibility to check with your bank for fund availability and to avoid any insufficient fund charges on checking accounts.
· Brown University normally processes weekly payroll cycles on Tuesday night and transfers the information to the financial institution on Wednesday.  Banks and credit unions require 48 hours to process direct deposit transactions.  Many larger banks or credit unions will make the deposit to your account by Thursday afternoon. 
· Weekly payroll deposits may not be immediately available until Friday or Saturday afternoon particularly if your account is with a small bank or credit union or if you are depositing to an out of state bank.
· Monday Holidays:   During a Monday holiday week, weekly processing occurs on a Wednesday.  Your direct deposit may be delayed until Friday or Saturday afternoon and may not be available until Monday afternoon if your account is with a small bank or credit union, or if you are depositing to an out of state bank or credit union.  
I HAVE READ AND UNDERSTAND THE ABOVE INFORMATION.  I UNDERSTAND THAT IN CERTAIN INSTANCES WEEKLY DIRECT DEPOSITS MAY NOT BE AVAILABLE ON THE THURSDAY PAYDAY.  IT IS MY RESPONSIBILITY TO CHECK WITH MY BANK FOR FUND AVAILABILITY AND TO AVOID ANY INSUFFICIENT FUND CHARGES ON CHECKING ACCOUNTS AND TO NOTIFY THE PAYROLL OFFICE OF ANY BANK ACCOUNT CHANGES.
SIGNATURE:________________________________________DATE:_______________________
*****PLEASE ATTACH A VOIDED CHECK*****
