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CELRTER TORNSEIP of JORTHVITLE CHARTER TOWNSHIP OF NORTHVILLE

Subject: Direct Deposit ‘ Policy: 5.2.007.1 ‘ Pages: 1
Standards: Employment Relationship \ Effective date: 08/13/20 | Revised date: 00/00/0000
I.  PURPOSE:

VL.

VIL.

To insure accurate payment deposits by the Township to all employees earning income
each payroll.

POLICY STATEMENT:

To clearly define how direct deposits are setup, modified, or canceled. Any change to an
employee’s direct deposit will be submitted to Human Resources using the Direct Deposit
Authorization Form that must be hand delivered or sent electronically from employee’s
Township email address. To avoid any potential falsification, no request will be accepted
from any email address other than that provided by the Township. If an employee does
not have a Township email address, they must submit their Direct Deposit Authorization
Form in person or through their direct supervisor, via their direct supervisor’'s Township email
address. Changes to amounts deposited to existing direct deposit accounts will be
accepted without the Direct Deposit Authorization Form but must be made from the
employee’s Township email address, or if an employee does not have a Township email
address, they must make the request through their immediate supervisor’s Township email
address.

SCOPE:

It is mandatory that all new employees of the Township use direct deposit. Those
employees who have elected to waive direct deposit as of the date of this policy will be
grandfathered.

PROCEDURES:

Any new direct deposit will be subject to a one-time pre-note confirmation. This will
delay the effective date of the direct deposit by one payroll cycle while the account is
confirmed through the payroll process. This may or may not cause the employee to
receive a physical check and will be the only exception to allowing employees to
receive a physical check.

FORMS:
5.2.007.1A Direct Deposit Authorization Form

RESPONSIBILITIES:
Human Resources is responsible for implementing this policy and its procedures.
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