
Direct Deposit Authorization Agreement 
 
I authorize the company named on the reverse side of this form to automatically deposit 
any funds owed to me to m account at the Depository Financial Institution named above. 
 
I understand that this agreement may be terminated by me or by the company at any time 
by written notification. Any such notification requires a reasonable time to act upon it.  
 
I authorize the company to debit my account only for the purpose of correcting an 
erroneous credit previously deposited to my account provide that, prior to the debit, the 
company has notified me in writing of the reason for the debt.  
 
 

Haverhill Public Schools 
Instructions for Direct Deposit Application 

 
Direct Deposits may be made into checking accounts or savings accounts. All funds must 
go to one or the other. (No Splits) 
 
Please attach a voided check to the form or a direct deposit form from your bank if it is 
for a savings account with your account number and the bank’s routing number.  
 
It will take approximately 2 pay periods for the direct deposit to take effect. This is due to 
the fact that the bank must receive 1-2 pre-notes before it will accept the deposit.  
 
**If at any time you wish to stop your direct deposit, you must notify the payroll 
department in writing no later than (7) seven days pror to the date of the next 
payroll. It may be a good idea to leave an account open that you were having a 
direct deposit sent to until the next payroll, so that if the changes do not make it in 
time, you will still have an account that the direct deposit will be accepted into. If 
you wish to change your direct deposit to a different bank, you must then complete a 
new request for direct deposit form and you will receive a check until the direct 
deposit is accepted by the new bank. (approx. 2 pay periods) 
 
Please return the completed form to the Payroll Department. If you have any questions 
please call us at. (978) 420-1918 
 


