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DIRECT DEPOSIT

APPLICATION FOR EXEMPTION
I, __________________________________, am unable to accept direct deposit of my 

    (Please print name)

bi-weekly payroll or other payments made to me by the University.

I request that I be paid by check for the following reason:

____
I am unable to obtain a bank account.  (Please attach a letter from a local bank)

____
Other (Please explain below or attach letter of explanation)

	

	

	


ACKNOWLEDGEMENT
If your exception is approved, the following section applies to you.  Read it carefully and then complete the bottom of this form.

I understand that if I am granted an exception to the Direct Deposit Policy, I accept the risk for the following:

· If my check is delayed for any reason I will need to wait five calendar days after payday before requesting a reprint.

· I understand there are no exceptions to the five-calendar-day waiting period for a reprint.  Checks have been lost in the mail, delivered to the incorrect address, delayed due to holidays, delayed due to bad weather, damaged by mail sorting equipment rendering them unable to be processed, and destroyed.  I fully understand that NO MATTER THE REASON, THERE ARE NO EXCEPTIONS to the reprint policy.
· To request a reprint, I must complete and sign an Affidavit requesting my check before a Notary Public, and submit this form to a payroll representative.

· I understand that it may take ten calendar days, or more, from the original payday before I receive the reprinted check.
I understand that I may sign up for Direct Deposit at any time should my circumstances change.

	Employee Name (Please print)
	Employee I.D. Number



	Signature
	Date




APPROVAL

	Director of Personnel Services or Designee                                                                                      Date


	University Controller or Designee                                                                                                    Date
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