Memorandum

January 10, 2005

To:

Vice Presidents



Chancellors





Deans



Department Heads

From:

Pamala T. Cope

Director of Payroll

Subject:
Electronic Deposit

Effective January 1, 2005, all University of South Carolina employees must be enrolled in electronic deposit.  To meet this requirement, all employees including faculty, staff, students, graduate assistants, and temporary employees who have not already enrolled will need to complete the enrollment process to begin depositing their payroll check.  This change was recommended in the 2003 payroll audit and approved by the Board of Trustees.

In addition to the change above, beginning with the January 14, 2005 payroll distribution, the Payroll Department will implement new payroll distribution procedures outlined in the attached document.  These changes were made in order to save each department the time and effort required to pick up the electronic deposit statements. 

Your assistance in implementing these changes is greatly appreciated.

Attachment

Payroll Distribution Procedure Changes

Beginning with the January 14, 2005 payroll distribution, the Payroll Department will send employee’s electronic deposit statements to departments on the Columbia campus through campus mail. These statements should be held in a safe place, unopened and undelivered, until payday.  On the morning of payday, each department can deliver the statements to their employees.    

A payroll distribution report, which lists all employees being paid on the payroll date, will be sent along with the deposit statements. The report, in alphabetical order, lists employees whose payment was electronically deposited (check deposited); employees who enrolled in electronic deposit but will receive a check while their account number is being verified (electronic fund transfer is in process of being activated), and employees who will be issued a check because they have not yet enrolled in electronic deposit (check withheld in the Payroll Office).

Actions Required:

Employees whose payment was electronically deposited 

The Department will distribute the “Statement of Deposit” (check-stub) to employees on payday.

Employees whose electronic fund transfer is in process of being activated

If your department has more than 2 employees who enrolled in electronic deposit but received a check because their account number is being verified (Electronic Fund Transfer in Process of Being Activated), your department will need to send a representative to pick up the checks from the Payroll Office.  If your department has 2 or less employees who received a check while their account number is being verified, you can choose to allow the individuals to pick up their check from the Payroll Office in lieu of sending a department representative to pick up the checks. (Non-Columbia campuses: checks must be picked up from your Business or Human Resources Office)

Employees who have not yet enrolled in direct deposit

Columbia campus employees who have not yet enrolled in direct deposit must come to the Payroll Office in person to provide deposit information in order to receive his/her payroll check.  Employees on non-Columbia campuses who have not yet enrolled in electronic deposit must go to the Business or Human Resources Office on their campus to provide deposit information before receiving his/her payroll check.

Distribution Hours Change

Each payday, the Payroll Distribution Room in Columbia will be open from 8:30AM – 9:30AM to distribute checks.  However, employees who have not yet enrolled in electronic deposit must go to the Payroll Reception area to provide deposit information.  

After 9:30 AM (9:30AM-5:00 PM) all checks must be picked up from the Payroll Office Reception Area. 

