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It is the employee’s responsibility to make sure the Payroll Department has his/her current address and to notify the Business Office of any change in his/her situation i.e. campus or change from paycheck to direct deposit statement at least 5 days prior to pay date.  NOTE: Center for Workforce and Community Education Adjunct Faculty should complete this form.  All other Adjunct Faculty should see Sandy Allen.

Print Name:                                              Campus:          
Department:                                              Supervisor:              
I am a:
 FORMCHECKBOX 
 Full-time Employee



 FORMCHECKBOX 
 Part-time Employee


 FORMCHECKBOX 
 Work Study




 FORMCHECKBOX 
 Adjunct Faculty for C.W.C.E.
Direct deposit statements
Direct Deposit Statements for full-time and part-time personnel will routinely

be put in the Department Mailboxes at each campus.

 FORMCHECKBOX 
   I receive a Direct Deposit Statement
PAYCHECK DISTRIBUTION

 FORMCHECKBOX 
  I want my paycheck mailed

 FORMCHECKBOX 
  I want to pick-up my paycheck

Paychecks marked for pick-up will be available in the Cashier’s Office at the campus indicated above until 1:00 p.m. on payday.  Any paychecks not picked up by 1:00 p.m. on pay date will be mailed from the Campus indicated above. 

Signature: 






  Date:





WRITTEN PERMISSION IS REQUIRED TO RELEASE A PAYCHECK TO SOMEONE OTHER THAN THE PAYEE









GERMANNA COMMUNITY COLLEGE





PAYCHECK OR DIRECT DEPOSIT STATEMENT DISTRIBUTION REQUEST
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