
 

 
DIRECT DEPOSIT/PAYROLL DEBIT CARD AUTHORIZATION 

 
IMPORTANT: Employees have the option of receiving wages by Direct Deposit or Payroll Debit Card. If you do not provide a signed 
deposit election, wages will be paid by Payroll Debit Card. 
 
To enroll in Direct Deposit, simply fill out the form and give to the Human Resources Department. Attach a voided check for each 
checking account – not a deposit slip. If depositing to a savings account, ask your bank to give you the Routing/Transit Number for 
your account. It isn’t always the same as the number on a savings deposit slip. This will help ensure that you are paid correctly.  

 
 
 
DIRECT DEPOSIT OPTIONS: 
 
Start Direct Deposit – If your net pay is currently NOT setup for direct deposit. 
 
Change Direct Deposit - If your net pay is currently setup for direct deposit and you want to send your net pay to a different account 
or financial institution. Do not close your old account until you have received a payment in the new account. This will help prevent 
a delay in receiving your pay. Contact Payroll at 832-3212 or 832-3206 if you need to close your account immediately for emergency 
reasons such as fraud or theft. 
 
Stop Direct Deposit – You wish to stop direct deposit for your net pay and elect not to have a new direct deposit started. If you stop 
all direct deposit accounts you must sign up for a pay card. 
 
If you have more than two secondary direct deposit accounts an additional form will need to be completed and signed. 
 
Direct Deposit form must be received in the Human Resources office no later than TWO Fridays prior to the payday you want the 
change to take effect. 
 
Keep or Stop remaining active accounts not listed on form. 
 
PAYROLL DEBIT CARD: 
 
Complete Pay card Authorization Form and return it to the Human Resources Division. Upon receipt of your debit card 
authorization/request, the City of Lawrence will issue you a Payroll Debit Card to pay your wages. The City of Lawrence does not 
have access to any information regarding your Payroll Debit Card account or transactions.  

After receiving your new card, you can then activate your account by calling the number provided on the card. 

Your Payroll Debit Card will be reloaded on each payday you receive wages. You should contact U.S. Bank AND Human Resources or 
Finance/Payroll immediately if your Payroll Debit card is lost or stolen. 

  



Your Pay 
FASTER. SAFER. EASIER. 
 

 

 
With the U.S. Bank Focus™ Card Your Funds Are: 
 

 

Immediately loaded 
to your card on payday 

 

Available to use 
right away 

 

 if Protected
lost or stolen
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About the Focus Card 
It is a VISA® prepaid debit card that is a convenient alternative to 
receiving paper checks. Your payments will automatically be direct 
deposited to your card each payday. You have access to your funds 
right away and you can use it to make purchases or get cash 
wherever Visa® debit cards are accepted. It’s that simple! 
 
MAKE PURCHASES | RELOAD | GET CASH  
PAY BILLS | TRACK SPENDING 
 
 
 

Getting Started is Easy 
1. Sign up today. 
2. Your pay will be automatically deposited to your card. Go 

online to check your balance. 
3. Use your card anywhere Visa debit cards are accepted! 

 
 

 Sign Up! 
 

0.00  No cost to sign up. 

$

 

No credit check or bank account required.
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 And Save!
 
Keep more of your money. No fees to cash 
a paycheck. 
 

 
No waiting for you paycheck or extra trips to 
the bank. 
 

 
 
 
 
 
 
 
  

Get the mobile app from the Google Play Store for Android and iTunes App Store for iphones/ipads!! Search for “U.S. Bank Focus” and download!  
Exclusively for use with your U.S. Bank Focus Card. 
The U.S. Bank Focus mobile app makes it easy for you to manage your money on the go. It’s safe, secure and best of all, it’s free. Download the 
app today and check out these great features:  
Check Your Balance |  View Transactions | Enroll and manage Text Alerts | ATM Locator | Single Login – Access your card account on your phone  
 
Your mobile carrier may charge access fees depending upon your individual plan. Check with your carrier for specific fees and charges. Some 
mobile features may require additional online setup. Any fees for optional transactions will be identified during registration for these services and 
during their use. 
 
1The Visa Zero Liability Policy protects you against unauthorized purchases. U.S.-issued cards only. This does not apply to ATM transactions or to PIN transactions not processed by Visa. You must 
immediately report any unauthorized use. See your cardholder agreement for details. 
 
2Successful identity verification required. To help the government fight the funding of terrorism and money laundering activities, Federal law requires all financial institutions to obtain, verify and record 
information that identifies each person who opens an account. What this means for you: when you open an account, we will ask for your name, address, date of birth, and other information that will 
allow us to identify you. We may also ask to see your driver’s license or other identifying documents. 

 
 

 

 
 



 

DIRECT DEPOSIT/PAYROLL DEBIT CARD AUTHORIZATION FORM 
Changes must be submitted to the Human Resources Division no later TWO Fridays PRIOR to payday. 

 
 

    
  
 

EMPLOYEE INFORMATION
PLEASE PRINT

Name ______________________________________ Department ______________________________Employee. No.____________

 
 
CHOOSE ONE OPTION: 
 Direct Deposit OR  Pay Card 

If choosing Direct Deposit: Attach a voided check for EACH account you list or a bank letter with 
a reference to the routing number and your account number. No deposit slips accepted. 

 
For Direct Deposit  
 

 Start 

 Stop 

 Change 

1. Bank Name 
 
 
 
Is this account closed? 
 YES           NO 

 
Account # _____________________________ 
 
Routing # ___ ___ ___ ___ ___ ___ ___ ___ ___ 
                                         9 digits 

 Checking           Savings 

 

 $_____________ 

 _____________% 

 100% 

 Remaining Balance 

 Start 

 Stop 

 Change 

2. Bank Name 
 
 
 
Is this account closed? 
 YES           NO 

 
Account # _____________________________ 
 
Routing # ___ ___ ___ ___ ___ ___ ___ ___ ___ 
                                         9 digits 

 Checking           Savings 

 

 $_____________ 

 _____________% 

 100% 

 Remaining Balance 

 Start 

 Stop 

 Change 

3. Bank Name 
 
 
 
Is this account closed? 
 YES           NO 

 
Account # _____________________________ 
 
Routing # ___ ___ ___ ___ ___ ___ ___ ___ ___ 
                                         9 digits 

 Checking           Savings 

 

 $_____________ 

 _____________% 

 100% 

 Remaining Balance 

All other active accounts not listed:       Keep           Stop       

 
For Pay Card 
 I elect to use the Pay Card option instead of having my funds direct deposited to a bank account.  
 
Name as it will appear on the card: ________________________________Social Security No. (Required)_______________________ 
 
Date of Birth: _______________Mailing Address: ___________________________________________________________________ 
 
City: ____________________________ State: ______   Zip code: _________ Phone: (h)__________________ (w)________________ 
 
I authorize the City of Lawrence to directly deposit my periodic wages/compensation payments, net of required tax withholdings, other required withholdings or 
authorized deductions, into my account(s) as designated above and to initiate, if necessary, debit entries and adjustments for any credit entries made in error to my 
account(s). 
 
I understand this authorization will override any previous authorization and will remain in effect until revoked by my written request. I understand that I must 
immediately notify Human Resources before I close any/all account(s) listed above while this authorization is in effect. 

 
EMPLOYEE SIGNATURE _________________________________________________________________ DATE: ________________ 
 
WITNESS SIGNATURE __________________________________________________________________ DATE: ________________ 


















