February 25, 2004

Memorandum

To:

Vice Presidents



Chancellors

Deans

Department Heads

From:

Pamala T. Cope

Director of Payroll

Subject: 
Mandatory Direct Deposit


The University Internal Audit department recommended the University implement mandatory direct deposit for all employees as a finding in the 2003 Payroll audit.  This finding was presented to the Board of Trustees Fiscal Policy committee on October 2, 2003.

As part of the process to comply with this finding, effective March 1, 2004, direct deposit will be mandatory for all new employees.  This change does not affect current employees at this time.  All new employees will be required to submit deposit information prior to receiving their first check.  This includes all faculty, staff, temporary, and student employees.   

When your department hires a new employee, he/she must complete direct deposit information using the VIP system at https://vip.sc.edu.  If the deposit information is not provided prior to printing the employee’s first paycheck, the check will not be distributed to the department. The employee will need to come to the Payroll office to provide his deposit information in order to receive his payroll check.    If the employee does not have access to the VIP system, he/she can complete the enrollment information on VIP at the Payroll Office.  If the employee is unable to access the VIP system, a paper form can be printed from the Payroll website  (http://busfinance.admin.sc.edu/payroll) and submitted to the Payroll office.  

Mandatory direct deposit for current faculty, staff, temporary and student employees will be implemented at a later time in 2004 or 2005. This date will be determined at a later time and will be as soon as it is practical. 

