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DIRECT DEPOSIT FORM
Return this form to Newton Public Schools Human Resources Office – Education Center, Room 201
	New Request:   
	
	Change: 
	
	Cancel:
	


	Employee Name:
	


Banking Information

	Primary Account: - Name of Bank:
	


	Check One:
	Checking: (a voided check
                must be attached)
	
	Savings: (attach a document with account 

                and routing info from your bank)
	


Bank Routing Number (Printed to the left of your account number on check):  


Account Number:  

Paycheck Voucher – Will be emailed. 
Email Address:  ________________________________________________________

We recommend your personal email instead of your Newton Public Schools email

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
In order to have your paycheck directly deposited into two separate accounts:

1. You must deposit a fixed amount into your secondary account and the remainder will be deposited into your primary account.

2. You cannot have your paycheck deposited into two checking accounts or two savings accounts with the same institution.  However, you may have a checking account and a separate savings account with the same institution.
	Secondary Account: - Name of Bank:
	


	Check One:
	Checking: (a voided check
                must be attached)
	
	Savings: (attach a document with account 

                and routing info from your bank)
	


Bank Routing Number (Printed to the left of your account number on check):  


Account Number:  

Required - Fixed Amount to be Deposited (remainder will be deposited into Primary Account):  $

Please Note: 
1. Once this direct deposit form has been submitted, you will receive one or two “live” checks prior to the funds being deposited directly into your account.  

2. Human Resources should be notified immediately when account information changes.

	
	
	

	Signature
	
	Date


- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
HR Only:  

Employee Number:  

Bank Code:  

Bank Code:  

Revised 8.8.18

