New Pay Card Notification Example Two

TO:



FROM:


DATE:


SUBJECT:

New Paycard Account

Your application for a Virginia EPPICard has been processed.   Please note the following important information:
· Your card will be mailed to you in a plain white envelope with a return address of  Virginia Debit Card Program,   PO Box 3128, Tallahassee, FL 32315-3128.  
· Once you have the card in hand, call the payroll office at _____________________ and let us know you have received the card.  Once we receive that notification, we will inform you which paydate money will be deposited to your card.

· If you do not receive your card by __(DOA set up date plus 10)__ you will need to take the following steps to ensure that money is not deposited to a card you have not yet received.  

1. Call 1-800-961-8423 and talk to an Eppicard Customer Service Representative (CSR).  To speak with a live CSR, ignore all of the recorded messages and remain on the line until you are transferred to a CSR (normally within two minutes).  For non-receipt of the first, initial paycard, the CSR should waive the replacement cost fee and remail another card.  

2. Immediately notify the payroll office that you have requested a reissued card and call us back once you have received the card.
You can use Payline http://payline.doa.virginia.gov  4 days prior to payday to check the status of the direct deposit to your EPPICard.   Please also note that this card can only accept deposits from your agency payroll office, and certain other COVA deposits such as DSS child support payments.  As requested you have been set up for:

__________
    Your net pay to be deposited 

    or
  _________    
A fixed amount of  ​​$ ___________         

--------------------------------------------------------------------------------------------------------------------------------------------------------------

IMPORTANT NOTICE

To avoid paying any charges or fees for using this card, be sure to review and become familiar with the most current fee table that comes with your card.  This information is also available at https://www.eppicard.com/.  The fee table last changed on November 1, 2010.  

If you have any questions regarding your paycheck, please call your agency payroll office at _________________________.  
For questions or concerns regarding your Debit Card, please call EPPICard at 1-800-961-8423. 
Be sure to inform both EPPICard and your payroll office anytime your address or name changes.                                                                                                                
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