
 

Routing # 
 

Account # 

DCPS Direct Deposit 

The Duval County Public Schools Direct Deposit Authorization form will start or change deposits 
for all payments received from DCPS Payroll. Employees have the choice to deposit earnings in 
up to three accounts and in up to three financial institutions. 

Below are some examples of how to fill out this form depending on your banking needs. 

Want your money to go to one account? 
Under Direct Deposit#1 
Check the Full Deposit Box 
Check whether it is a Checking or Savings Account 
Write the Bank Routing Number, the Bank Account Number, and the Name of the 
Bank.  Sign and Date the form at the bottom. 

 

Want your money to go to 2 different accounts? 
Under Direct Deposit # 1 - Check the Fixed Amount box and write in the $ amount you want to deposit. 
Check whether it is a Checking or Savings Account 
Write the Bank Routing Number, the Bank Account Number, and the Name of the 
Bank.  Under Direct Deposit#2 – Check the Balance box 
Check whether it is a Checking or Savings Account 
Write the Bank Routing Number, the Bank Account Number, and the Name of the 
Bank.   Sign and Date the form at the bottom 

 

Want your money to go to 3 different accounts? 
Under Direct Deposit # 1 - Check the Fixed Amount box and write in the $ amount you want to deposit. 
Check whether it is a Checking or Savings Account 
Write the Bank Routing Number, the Bank Account Number, and the Name of the Bank. 
Under Direct Deposit#2 – Check the Fixed Amount box and write in the $ amount you want to deposit. 
Check whether it is a Checking or Savings Account 
Write the Bank Routing Number, the Bank Account Number, and the Name of the 
Bank. Under Direct Deposit #3 – Check the Balance Box 
Check whether it is a Checking or Savings Account 
Write the Bank Routing Number, the Bank Account Number, and the Name of the 
Bank.       Sign and Date the form at the bottom 

 

What if I don’t have any checks? 
Your financial institution will provide you with the correct numbers for direct deposit on a memo with their letterhead. 
This will be necessary for most Saving Account verification. 
Where do I find these numbers on my check? 
At the lower edge starting at the left side, you will see numbers similar to the example below. 

 

 ▪ 000098765432 :ו123456789:ו
 

 

 

Enroll in Direct Deposit Today! 

Fill out the Direct Deposit form on next page and return it to the Payroll Department. If you have 
questions, please call (904) 390-2022 for more information. 



Direct Deposit #2 (Check One) New Change No Change Stop 

Direct Deposit #1 (Check One) New Change No Change Stop 

Direct Deposit #3 (Check One) New Change No Change Stop 

 

Signature Date      

Duval County Public Schools 

Direct Deposit Authorization Form 
Please read and carefully follow instructions. Please be sure your name on this form matches on file in the payroll 
office.  Your direct deposit will not start if the name does not match. 

Please be advised that this form will replace all previous Direct Deposit Authorization Forms on file. Please fill out in entirety. 

Attach Voided Check(s) w i t h  y o u r  i m p r i n t e d  n a m e  or bank documentation o n  ba n k  l e t t e r h e a d  for 
verification purposes for each account that is new or being changed. (Deposit Slips will not be accepted.) 

When you attach a voided check or other bank document that verifies the bank routing and account number, we can start your direct deposit with the next 
processing of payroll. 

 
  Personnel Number: _____________ Position: __________________   RC#______________  
 

Last Name    First Name    Middle Initial    

Employee Address: ____________________________________________________________________________ 
 

If choosing one direct deposit, check the “Full Deposit” box. Check the box “Checking” or “Savings” and 
provide bank routing and account number. If choosing more than one direct deposit, check the “Fixed 
Amount” box and enter the Fixed Amount of the first deposit of the first bank. 

 

Full Deposit or Fixed Amount $  Account Type: Checking Savings 
 

Bank Routing Number                                                               

Name of Financial Institution 

Account #    

 

If choosing 2 direct deposits, check the “Balance” box. Check the box “Checking” or “Savings” and 
provide bank routing number and account number of the second bank. If choosing more than 2 direct 
deposits, check the “Fixed Amount” box, enter the amount and check the box “Checking” or “Savings”. 

 

Balance or Fixed Amount $   Account Type: Checking Savings 
 

Bank Routing Number  Account #    
 

Name of Financial Institution    

If choosing 3 direct deposits, check the “Balance” box, check the box “Checking” or “Savings” and 
provide bank routing number and account number. 

 

Balance Account Type: Checking Savings 

Bank Routing Number  Account # __   
 

Name of Financial Institution    
 

Agreement: If I am not entitled to funds deposited into any of my accounts, I authorized the reversal of these funds.  I understand that I will 
continue to receive a paycheck during the pre-notification period and until such time as Duval County Public Schools can implement deposit 
authorization. This authority is to remain in effect until I elect to change my financial institution or until separation of employment with Duval 
County Public School System, at which time I will be placed on check status. Duval County Public Schools reserves the right to pay by payroll 
check in lieu of direct deposit when paying terminal leave or when unforeseen or emergency conditions arise.  It is the employee’s 
responsibility to review their pay statement to verify whether payment is by check or direct deposit. 

 
 

 

Completed Direct Deposit Authorization forms can be mailed to 1701 Prudential Dr., Attn: Payroll 2nd Floor, Jacksonville FL 32207. You 
can also submit the form in person to the Payroll Department.  If you have any questions, please 
call Payroll at (904) 390-2022. Rev 09/2023 


