
 
1614 S. Kanawha St.-Beckley-West Virginia-25801 

304-255-1397 
 
 

Direct Deposit Authorization Agreement 
 
__________ New Deposit Set Up   __________ Change Deposit Info 
 
Employee Name _______________________________________________ 
 
Employee Address______________________________________________ 
_____________________________________________________________ 
 
Bank Information: 
� Please deposit my paycheck into my checking account ________% of net check or $______amt. 

Bank Name _____________________________________________ 
Bank Address  ___________________________________________ 
Account Number__________________________________________ 
Routing Number__________________________________________ 

 
� Please deposit my paycheck into my savings account ________% of net check or $______amt.  

Bank Name _____________________________________________ 
Bank Address  ___________________________________________ 
Account Number__________________________________________ 
Routing Number__________________________________________ 
 

Your direct deposit allocation must equal 100% of your check.) 

 
I hereby authorize my employer to deposit any amount owed to me for wages by initiation of credit entries to my account at the financial 
institution (“Bank”) indicated above. 
Further, I authorize Bank to accept and credit any entries indicated by employer to my account.  In the event that my employer deposits 
funds erroneously into my account I authorize my employer to debit my account for an amount not to exceed the original amount of the 
erroneous credit.   
I understand that changes or errors in my information may cause delays in the direct deposit process.  I also understand that direct 
deposit is not available for reimbursement checks (mileage, etc.). 

 
Employee Signature ______________________________   Date __________ 
 
The employer reserves the right to revert back to regular checks for all employees at any time.  It will take at least two (2) pay cycles 
before your paycheck is directly deposited to your account.  Always check your pay stub and your account to verify that your deposit 
has been posted. 

 
You must attach a voided check of the account that you wish to deposit to.  If you have 
questions regarding your account number please check with your bank. 
 


