Parks Agency Manual - Payroll Section
How to complete the Direct Deposit Form 
(Authorization for Automated Clearing House (ACH))
This form may be completed by all job applicants. Also used to change banks.
Where do I get this form?
· New employee packet
· N:\Forms\State Forms\ SF 6952 Electronic Funds Transfer of Salary Authorization.doc
· Payroll
Instructions:
1. Payroll Name (Last, First, Initial) - Required
2. Employee ID No – if available
3. Item “a” if employee worked here previously and wants to use the same account:
1) Name of Financial Institution
2) Last 4 digits of account.
4. –OR- Item “b” if employee wants to change accounts, or has not had direct deposit with Parks before.
1) Name of Financial Institution
2) Check the type of account to be deposited
3) Routing transit number
4) Account number
5) –OR- Attach voided check in place of  1) – 4)
5. Employee’s signature - Required
6. Date
7. Return the completed form to Payroll.
Reminder – ONLY RETURN FORM ONCE & keep a copy for yourself
Pick ONE method – paperwork received by any of these methods is considered an original:
1. Scan and email to payroll @parks.wa.gov (preferred) 	–or-
2. Fax to 800-497-9906 (or 360-586-6627) 	–or-
3. Mail to:	Parks Attn: Payroll
[bookmark: _GoBack]PO Box 42650
Olympia, WA  98504-2650

Returning forms by more than one method creates confusion, wastes time and resources, and can cause errors.

