Alternate Processing Guidelines for Direct Deposit
As you know, several months ago, direct deposit changes were implemented to help protect employees.  With many agencies working remotely, alternate processing solutions are needed to facilitate processing employees’ direct deposit information as quickly as possible.  This is a reminder that employees must have direct deposit, per CAPP.
Until further notice, the following procedures will be followed: 
To enroll/change/stop direct deposit, the employee must complete the COVA direct deposit form.  There is no change to this requirement.  
· Direct deposit will be permitted with the employee’s first check.
· At onboarding, agencies should provide the direct deposit form to the employee. 
· H/R staff can print the direct deposit form and provide it to the employee.   
· If the employee is unable to print the form, the form should be completed and signed by the employee using their mouse or track pad.
· To submit the form to H/R, the employee can use the snipping tool to copy the image of the completed form and paste the snipped image into an email and send it securely to agency H/R if unable to convey to H/R by an agy approved method.  
· H/R will need to verify that the form was completed correctly (using the Direct Deposit checklist https://www.doa.virginia.gov/onlineservices/PayrollServiceBureau/Agency-Use-Direct-Deposit-Form-Review-Checklist.pdf) and attest that that the form was completed by the employee.
· Once H/R receives the form, the employee must be contacted to verbally confirm the employee submitted the form.  Please remember, fraudulent activity is everywhere, so please ensure each employee is contacted to confirm the validity of the form.
· Once verified, H/R must complete the Agency Use Box (H/R can use their mouse or track pad to complete the box) and submit the form via the Bureau’s secure portal.  Conveyance by any other means will not be accepted.

Reminders (excerpted from the Payroll Bulletin issue 2019-07)
· Employees must fill out a separate form for each direct deposit account.
· All fields on the form must be completed – the only exception is the Current Account Number field when the employee is requesting a deposit to a new account, not already in use.  For example, employee already has direct deposit for net pay and wants to add another account to receive a fixed amount – current account number is not required because it has not yet been established for that deduction.
· Agency Name, Employee Name, Address, Employee Number, Financial Institution Name, Routing Number, New or Change, Account Type, Amount, New Account Number, Employee Signature (must not be an electronic signature) and Date are ALWAYS required.
· Voided check or other documentation from the financial institution (top part of a bank statement, Member Information Card, etc.) to confirm routing and account number is required.
· Completion of information in Agency Use box is also required.
Need Help?
Direct deposit form completion examples outline how the account information should be completed to affect desired changes (https://www.doa.virginia.gov/onlineservices/PayrollServiceBureau/Direct-Deposit-Form-Completion-Examples.pdf).   Please contact the Bureau with any follow up questions you may have. 
Please share this information with others at your agency who interact with the Payroll Service Bureau. 
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