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Direct Deposit Election Form Instructions
Direct deposit or use of the debit cards is highly encouraged as it is the fastest and most reliable method for prompt receipt of your earned wages. Please read these instructions carefully.
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	Direct Deposit
	Debit Card – rapid! PayCard©

	Attach Documentation to Verify Account(s) 
Checking account - A voided check

Savings account - A letter of verification from your bank. 
Photographs of a voided check must be legible and include the following information: 
1) Contractor Name and Address 
2) Complete Account Number 
3) Complete Routing Number
	Your new debit card from rapid! PayCard, will be provided to you via your Aleron representative.  

If electing a debit card from rapid! PayCard all funds are deposited to that account.


	Accounts Eligible for Direct Deposit

Checking and savings accounts, individual portable debit cards at a financial institution, and credit union accounts.  
	Live checks

If you require a live check, you must request this from your Aleron representative.  



	With direct deposit your entire net check must be deposited.  
When choosing to deposit into your financial institution, you may deposit your funds into a maximum of three different accounts with any banking institution.
	


Form Completion Tips
Document Types That Do Not Qualify for Direct Deposit Setup
Deposit tickets, starter checks, or any check from an eligible account that does not include your name as an account holder.
Paycheck Deposit Day and Account Activation
Direct deposit will be activated following receipt of appropriate documents and reasonable setup time for payroll. A two-week cycle may occur during which time you would receive a live check. Upon activation, your paycheck will be direct deposited by Friday following the end of the prior work week. You are responsible for verifying funds availability with your banking institution. Aleron will not be responsible for replacement checks and/or fees incurred due to insufficient funds. Aleron will also not be responsible for any fees incurred by you in relation to any individual debit card account nor be responsible for any delay in the availability of funds which may be attributed to your individual debit account or selected financial institution. 
Paycheck Advice is Available by Email or U.S. Postal Service

Your check stub will be provided in accordance with the method you select on this form.

Email Delivery of Your Pay Advice is Encrypted
If you elect email, your pay advice is sent from ContractDDAdvice@aleroninc.com and the subject line is “CONFIDENTIAL: Direct Deposit Advice.” To ensure delivery to your inbox, you may need to add this address to your safe email list. You will be prompted to register your email address and create a password in order to access the encrypted file. The election form includes an option to receive your check stub advice in your personal email account. Aleron encrypts the information emailed, although we cannot be responsible for unauthorized access to your email account. 
Identifying Your Accounts on the Direct Deposit Election Form
· Box 1 is required if you are electing direct deposit to an existing bank account.
· Box 2 and Box 3 are optional and may be used to select your percentage or dollar splits into existing accounts. These accounts will need to be identified as checking or savings accounts.
· Box 4 is required if you elect to receive direct deposit payments via rapid! PayCard (Note: 100% of funds will be deposited into this account).
Changes or Removal of Your Direct Deposit Accounts 

Any changes must be reported on the Direct Deposit Change/Removal Form obtained from your local branch office/representative.
Examples Based on Number of Accounts
· One Account - To direct deposit your entire net check into only one account - Use Box 1
· Two Accounts - If you wish to deposit $100 into one account with the remainder of your paycheck into a second account, Use Box 2 to enter the $100 deposit. USE BOX 1 to deposit the remaining balance of the check into the second account. 
· Three Accounts - Percent and dollar split into three accounts

· Box 2 - % or $ amount desired into account identified

· Box 3 - % or $ amount desired into account identified

· Box 1 - The third account where the remaining balance of your net check will be deposited. “Remaining Balance” means the rest of your check will be deposited into the account identified in Box 1.  When only one direct deposit account is selected, “Remaining Balance” is the same as the full net check.

· Use only Box 4 for rapid! PayCard - Entire net check is deposited into rapid! PayCard account

	Social Security (last 4 digits)
	     
	Print Employee Name
	     


 FORMDROPDOWN 

DIRECT DEPOSIT ELECTION
 FORMCHECKBOX 
 I elect direct deposit through an existing account.  Complete Box 1-3 as it applies and send stub advice by:
	     


 FORMCHECKBOX 
 Email to (print legibly)

 FORMCHECKBOX 
 US Postal Service 
 FORMCHECKBOX 
 I elect direct deposit through rapid! PayCard©. Complete ONLY Box 4
Note: If you are unable to receive direct deposit and must receive a paper check proceed to the employee signature and contact the branch office for accommodations.
Box 1 Use to deposit entire check into one acct AND for remaining deposit applicable to Box 2 & Box 3 
	Print Bank Name

     
	ABA Routing Number

     
	Account Number

     
	 FORMCHECKBOX 
Savings    

 FORMCHECKBOX 
Checking

	
	
	
	100% of Remaining Balance 


Box 2   Use to select a % or $ split
	Print Bank Name

     
	ABA Routing Number

     
	Account Number

      
	 FORMCHECKBOX 
Savings    

 FORMCHECKBOX 
Checking 

	
	
	
	Select % or  $ Deposit

    %      OR      $            


Box 3   Use to select a % or $ split
	Print Bank Name

     
	ABA Routing Number

     
	Account Number

      
	 FORMCHECKBOX 
Savings    

 FORMCHECKBOX 
Checking 

	
	
	
	Select % or  $ Deposit

    %      OR      $            


Box 4  Use to participate in rapid! PayCard©

	Print Bank Name

MetaBank©
	ABA Routing Number

124085244
	Account Number

353     
	Checking

	
	
	
	100% of Net Check
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The rapid! PayCard® Visa® Prepaid card is issued by MetaBank®, Member FDIC, pursuant to a license from Visa U.S.A. Inc.

Important Information for opening a Card account: To help the federal government fight the funding of terrorism and money laundering activities, the USA PATRIOT Act requires all financial institutions and their third parties to obtain, verify, and record information that identifies each person who opens a Card account. What this means for you: When you open a Card account, we will ask for your name, address, date of birth, and other information that will allow us to identify you. We may also ask to see your driver’s license or other identifying documents.


AUTHORIZATION AGREEMENT FOR CONTRACT EMPLOYEES
1) Employee CONFIRMS that account number and ABA number were verified with his/her banking institution, are correct for direct deposit and ACCEPTS that  BANK CHARGES incurred as a result of incorrect information provided by the Employee to establish this direct deposit advice are the responsibility of the Employee.  If Employee elects email method for check stub advice, Employee understands that Company encrypts the information, but Company will not be held liable for unauthorized access to Employee’s email.
2) ATTACH DOCUMENTATION TO VERIFY ACCOUNT(S)  Ex: a voided check for checking accounts or if depositing into a savings account, a letter of verification from your bank.
I hereby authorize the above referenced company. to initiate credit entries and to initiate, if necessary, debit entries and adjustments for any credit entries in error to my account(s) indicated above and the Banking Institution(s) named above to credit and/or debit the same to such account.

I authorize the above referenced company. to assign a rapid PayCard and initiate credit entries and any correcting entries to my assigned rapid! PayCard account if box 4 is completed above.

I understand that my authorized time sheet or facsimile must be received in the branch office on Monday in order to have my check directly deposited into my account(s).  If a facsimile is used, the original time sheet must be mailed immediately and received per your branch time sheet deadline.  Employees failing to follow the timesheet procedures will be removed from the direct deposit program.   I further understand that my direct deposit will be deposited into my account(s) no later than Friday, but actual deposit times vary depending on each bank.  A holiday may cause a delay.  Please check with your bank(s) for POSTING and UPDATING times to determine when the deposited funds actually reach your account.  Company will not be responsible for bank charges incurred for pre-dated checks written by employee.
This authorization will remain in full effect until Company has received written notification from me about any change or removal and has had reasonable processing time.

EMPLOYEE SIGNATURE  ___________________________  DATE   _____________

	Branch: Email scan form & attachments to directdeposit@aleroninc.com or fax. The originals must follow.  

The Email SUBJECT LINE MUST IDENTIFY ACTION REQUESTED.  Ex:   New Direct Deposit + Employee Name  
BR#                                Employee Start Date                              Date Sent to Corporate        

	
	

	Corp:  Entered _______    Verified ________       Live Date ________      Emp#    ________
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