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l. Purpose

To describe the process of utilizing payroll direct depositing.
Il Procedure

A Subject to the College’s banking agreement, the College attempts to maintain a service
to its employees which allows for the direct depositing of payroll checks. This service is
available for all full-time employees and part-time instructional employees.

B. Employees should complete a Direct Deposit Authorization Form during new hire
orientation, in the Adjunct packet, by obtaining one online at Employee HR Forms, or in
the Office of Human Resources.

Responsible Official: Director, Human Resources
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