PAYCHECKS

Each employee will have a paycheck deposited into the account they have provided via direct deposit.  This paycheck will be deposited on the payday following the pay period in which work was performed.  A direct deposit stub which lists vacation, sick and personal hours, both earned and used, and all deductions made from gross pay, both current and year-to-date, will be emailed to each employee.

If a change needs to be made with the bank account used for direct deposit, fill out an Authorization Agreement For Direct Deposit, which can be found in the Forms section under Human Resources on the Intranet.  Send this completed form along with a voided check (for checking accounts) or an ACH Information Form from your bank (for savings accounts) to Erika Trapp at Headquarters. As it takes a few days for the change to occur, the Authorization Agreement For Direct Deposit has to be received one week prior to the payday you want the change to take place.
