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Agreements for automatic deposits are required to be retained by DAS-SAE-Centralized Payroll for the 

duration of the employee’s employment with the state.  Any time an employee starts, changes, or stops 

a direct deposit; an Agreement for Automatic Deposits (example 1 below) form must be filled out and 

signed by the employee.  The top copy with the original signature must be received by DAS-SAE-

Centralized Payroll.  We can approve the HRIS P1 document based on a faxed copy, but must have the 

original in our file. 

 

The Department Human Resource should: 

1. Review the form to ensure all needed information is filled out and the form is signed. 
 

2. If the form is to start a direct deposit for the first time, check the social security number on HRIS 
Employee Information to the social security number on the agreement form to ensure the 
numbers match.  If the social security number does not match DAS-SAE can run a query against 
the SSA if the social security number needs to be verified.  
 

3. If the form is to start or change a direct deposit, the appropriate box must be checked, along 
with the type of financial institution (bank/credit union); the bank information including ABA 
and account number, and the form must be signed and dated by the employee.   The 
department personnel associate initiates the P1 type 249 Automatic Deposit Change to enter 
this information. 
 

4. The department Human Resource  associate should write the P1 number and full pay period 
effective date on the bottom right corner of the agreement document.    
 

5. A copy of the voided check should be attached to the agreement form.  If a copy of a deposit slip 
is attached to the form, the PA must follow-up with the employee, since ABA numbers on 
deposit slips can be different than the ABA number on the check.   
 

6. ABA numbers are only 9 numbers long and typically start with a 0, 1, or 2.  For automatic 
deposits to prepaid cards the beginning number may be different.   
 

7. Only 1 bank account/Credit Union account can be selected for direct deposit 
 

8. The SAE Centralized Payroll direct deposit forms for employees pay are different than the direct 
deposit form used for I/3 vendors.  If you need to set up direct deposit for an employee in I/3, 
you can send a copy of the P1 #249 to EFT Coordinator.  Do not have your employee fill out the 
EFT authorization form that is found on the DAS website. (example 3 below) 
 

9. If a temporary employee terminates in one pay period, and then is reemployed the next pay 

period, the employee either needs to fill out a new agreement for automatic deposit, or notify 

SAE Centralized Payroll.  The form on file can be pulled and updated for the new pay period 

effective date and P1 number.   
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Credit Unions: 

 

An original or copy of the credit union form is needed to approve P1 #304 Credit Union Deductions.  

Forms vary from Credit Union to Credit Union.  Only one deduction to a Credit Union can be keyed.  

Currently, the valid Credit Unions that employees can have deduction are: 

 

-----------------DESCRIPTION AND SYNONYMS-- 

NO CREDIT UNION DEDUCTION                   

COMMUNITY CHOICE CU, 01                  

GREATER IOWA CREDIT UNION, 02               

CAPITOL VIEW CREDIT UNION, 03               

MEMBERS 1ST CREDIT UNION, 05                

U OF I CREDIT UNION, 06                     

PUBLIC EMPL CREDIT UNION, 07                

ITS CREDIT UNION, 10                        

NORTH STAR COMM CU, 13               

COMM 1ST CREDIT UNION, 14                   

MHI-INDEPEN EMPL CU/VERIDIAN, 15               

DSM POLICE OFFICERS CU, 16               

 

Examples of a few Credit Union forms are shown below in examples 1 & 2 
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Example 1
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Example 2 
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Example 3

 


