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FROM:

Amanda Jorgenson


Human Resources Manager

RE:

Direct Deposit Enrollment Instructions

1.  Read, sign and date one copy of the direct deposit fact sheet.

2.  Retain the other copy of the “Direct Deposit Fact Sheet” for your records.

3.  Complete the top portion of the “Electronic Deposit Authorization Form”.

4.  Attach a voided check.  We can no longer accept deposit tickets.

5.  Return to the Legislative Human Resources Office, 17 W. Main St. #402, Madison, WI  53703
Points to remember about direct deposit:

· When a person signs up for direct deposit, their data is made part of a file that is distributed to the Federal Reserve Bank for deposit into individual accounts.  The Federal Reserve establishes the rules for direct deposit of checks.  The main rule that affects when your check is deposited is that it is not supposed to be deposited on a bank holiday or a non-banking day for the Federal Reserve (i.e. weekend).  The deposit is to be made on the next regular bank day (i.e. Monday after the weekend).  When the 1st falls on a holiday or a weekend it is suggested that you contact your financial institution to see when the deposit of funds will be made.

· ALWAYS NOTIFY THE LHRO OF ANY CHANGES IN YOUR BANK OR BANK ACCOUNT NUMBERS.  THIS MUST BE DONE AS SOON AS POSSIBLE TO AVOID ERRONEOUS DEPOSITS.  THIS IS YOUR RESPONSIBILITY AS AN EMPLOYE.

· Make sure that you read the attached fact sheet thoroughly for details on your rights and responsibilities in relation to this benefit.
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