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To All Pleasant Valley Employees: 
 
The Pleasant Valley School District provides Direct Deposit of bi-weekly payroll checks. Your paycheck will 
be automatically deposited into your checking and /or savings account on payday. Please complete the attached 
Authorization Agreement and return it to the payroll office as soon as possible. 
 
Here is how Direct Deposit works: 
On payday, an earnings statement which shows gross pay, taxes, other deductions and net pay will be available 
on the school district employee portal. Your payroll net amount will be deposited in the account(s) you list on 
your authorization agreement. The amount of your deposit will appear on your bank statement. 
 
Completion of the Authorization Agreement: 
This document will give the Pleasant Valley School District the authority to transfer your net payroll amount to 
the school district depository for disbursement to your account in your chosen financial institution(s). [You do 
not need an account at the school district depository to utilize direct deposit.] You may have your net pay 
deposited into one (1) account, or have it divided into a maximum of two (2) accounts. To have the entire 
amount deposited into one account, complete the Primary Account information area of the authorization 
agreement, sign and date the form, and return it to the Pleasant Valley payroll office. To have your net pay 
divided into two accounts, complete both the Primary Account and Second Account information areas of the 
authorization agreement. You should list a specific dollar amount for the second account and the balance of pay 
will be deposited into the primary account. Again, please sign and date the form and return it to the Pleasant 
Valley payroll office. It is your responsibility to provide the correct routing and account numbers.  
Please provide a copy of a check from your checkbook if the funds are deposited into a checking account. 
 
Please note: If the routing and/or account information is incorrect, or if you change financial institutions and do 
not provide us with updated routing and account information, you will be charged our depository's fee for 
handling "notification of change" items. In addition, please be aware that, if your routing and account 
information is incorrect, your payroll deposit may not be in your account on payday. It may take a day or more 
to channel the correct routing and account information to the depository to have your direct deposit corrected. 
 
REMINDER: You must sign and date the Authorization Agreement. 
 

 
 

 


