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	            Payment Verification Form

             FORMCHECKBOX 
 New Add 
             FORMCHECKBOX 
 Change Existing Account
             Telephone:  (919) 707-7746
              FAX:             (919) 715-9094


ELECTRONIC PAYMENT PROCESSING FOR NON-PAYROLL PAYMENTS
Articles 6A and 6B of NC General Statute Chapter 147 of the Cash Management Act requires State employees to receive non-payroll payments (travel advances, travel reimbursements, etc.) electronically, rather than by paper check.  Payments are deposited into the checking or savings account of choice.  In addition to having the money deposited electronically, employees are notified of the deposit electronically, either by fax or by email.  The fax or email provides all the information that would normally appear on a check stub.  To establish an electronic deposit file, the employee must complete this form and return it to DOL Accounts Payable via fax, US Mail, or interoffice mail.

If you currently receive non-payroll electronic deposits, but would like to make changes to:
· your financial institution information, (call immediately if account is fraudulently accessed)
· your notification email address, or your notification fax number 
Complete this form, making sure to check the box marked "Change Existing Account".  
	
	
	

	· REQUIRED – Attach a voided check or a bank authorization letter on bank letterhead signed by a bank representative. 
Print the information below and send to the above address.


	Payee (legal) Name

	     

	Beacon ID#
	     
	Tel. No:
	     

	Bank Name
	     

	Bank routing number
	     

	 FORMCHECKBOX 
 Checking account #
	     

	 FORMCHECKBOX 
 Savings account #
	     

	

	· REQUIRED – Provide your FAX or e-mail address for payment notification.


	 FORMCHECKBOX 
 FAX #
	     

	       or
	
	
	

	 FORMCHECKBOX 
 E-mail address
	     

	Authorized Signature:
	
	Date:
	     

	Division/Bureau:
	     


Questions? Contact Brian Harper by phone at (919) 707-7746.  Other A/P staff can be contacted via email at dol.accountspayable@labor.nc.gov or by fax at (919) 715-9094.

Instructions 

This form is required to establish your electronic deposit file to receive non-payroll payments from the Department of Labor (DOL).  Please complete this form and return it to DOL Accounts Payable via fax, US Mail, or interoffice mail.    Do not send copies of this form, void checks, or banking information to DOL Accounts Payable through by email.
Payroll electronic payments and files are managed by the Office of the State Controller and are not accessible by DOL/AP staff for employee reimbursements.
Check the appropriate box at the top of the form:

· New Add – Employee would like to begin receiving payments via ACH.

· Change Existing Account – Employee’s account number, routing number, or remittance email address has changed.
Banking Information

· Enter the Payee Name (legal name), Beacon Number, and phone number.

· Enter the Employee’s Bank information:

· Bank Name – Name of your financial institution.

· Bank Routing Number – Nine-digit number identifying the financial institution.

· Account Type – Is this a checking or savings account? Check the appropriate box.

· Account Number – The bank account number where the funds should be deposited.
.

Attach a copy of a current voided check, current bank statement, or a bank authorization letter on bank letterhead signed by a bank representative.  
Notification Information - Check the appropriate box for Fax or Email notifications. Enter the Fax Number or E-mail address to which the remittance notifications should be sent.

Signature – The authorized signee’s signature.

Date – Date of signature.
Division/Bureau Name


