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LSU HEALTH CARE SERVICES DIVISION
DIRECT DEPOSIT POLICY

I. POLICY STATEMENT

It is the policy of the Health Care Services Division (HCSD) to require all employees
receive wage and compensation payments via direct deposit. This policy is implemented
in accordance with LA Revised Statute 39:247.

Note: Any reference herein to the Health Care Services Division (HCSD) also applies
and pertains to Lallie Kemp Medical Center (LKMC).

II. IMPLEMENTATION

This policy and subsequent revisions to this policy shall become effective upon approval
and signature of the HCSD Chief Executive Officer (CEO) or Designee.

III. GENERAL PROVISIONS

A. Flyer shall be posted on bulletin boards and/or Hospital intranet regarding Direct
Deposit. (Attachment #1)

B. Prospective employees shall be informed of the Direct Deposit requirements
during the interview process. (Attachment #1)

C. Current employees (other than HCP Pool employees referenced in V.A. and B.)
being issued paper checks sent to their mailing address, shall be given a copy of
the policy and will be given ample time to arrange for direct deposit or to submit
waiver forms for review and disposition.

IV.  DIRECT DEPOSIT REQUIREMENTS

Employees must complete a Direct Deposit Authorization form or Waiver form as part of
the enrollment process within two (2) working days of hire date.

A. Direct Deposit Authorization Form (Attachment #2)

1. Employee’s name must be on the account for direct deposit.
Direct deposit of employee compensation/wages cannot be set up to go to
a third party’s account.
3. Health Care Professional (HCP) employees, also known as “pool”
employees:
e A fulltime HCSD employee who is also employed as a part-time
HCP employee at another business unit is not eligible for direct
deposit in their secondary job of HCP and is not required to
complete the direct deposit form.

1
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Waiver of Direct Deposit

Employees may request and may be approved for a waiver to the direct deposit
policy for geographical barriers, physical/mental disability barriers, or inability to
establish an account at any financial institution.

Health Care Professional (HCP) employees, also known as “pool” employees:

A fulltime HCSD employee who is also employed as a part-time HCP employee
at another business unit is not eligible for direct deposit in their secondary job of

HCP.

Employee Responsibility

1. Employees with direct deposit are responsible for notifying Human
Resources when there is a change to their bank and/or bank account(s) that
affects their direct deposit by completing a new direct deposit
authorization form.

2. Employees who have an approved waiver to direct deposit are responsible
for notifying Human Resources when there is a change in their mailing
address by completing change of address form.

Off-Cycle Pay Checks

1. All paychecks issued from an off-cycle payroll process may be
paper checks.

2. Off cycle paychecks not direct deposited, are issued as paper checks and

will be sent to the Hospital payroll department for distribution or may be
sent to the employee’s mailing address on file in the Human Resources
Department.

V. EXCEPTIONS

The HCSD CEO or designee may waive, suspend, change or otherwise deviate form any
provision of this policy they deem necessary to meet the needs of the agency as long as it
does not violate the intent of this policy; state and/or federal laws; Civil Service Rules
and Regulations; LSU Policies/Memoranda; or any other governing body regulations.

4558-25 - Direct Deposit (4558)
Printed: 04/11/2025 08:41



11380 STOT/L1/P0 :PAIULL

‘paydwoud Buiaq 1noylim 31 8sn 03 Juem |Im seshojdwa jeyy ‘swiayl
|elolduaq os s| JIsodap JoauIp aAd119q am ‘JanamoH “Hsodap j0al1p JaYJ0 pue ‘eouelnsul ‘SaxXe} J0j N0 USY e} SemM Ydnw MOY pue Junodde InoA ojul
ajepuew o} JaAojdwa ue Mmojje ey} S8)e}s UBAS|S JO BUO S| BUBISINOT 'Y pajisodap sem yonw moy moys |[IM}] “yoaydAed [euonipes) B YlIM SAI8081
Jysodap j0alip asn 0} aw aiinbai walsAg yjleaH NS ued O noA yeym o} [eonuapl si jey} qnis JuswAed e anssi ||Im WISAS yjlesH NS 4
‘payian Buiaq sI UOHBWIOLUI JUNODIE S]IYM YO8yd ‘s@oueUly Jo [0J3u0d Bujuieb spiemo} dajs suo se jisodap 108.1p
Jaded auo Buisned 1ndo0 0} sjouaid B dSNED ||IM JUNOIOE M3U B JO puswwodal sisuueld [ejoueuld ‘|o)juod noA saalb yisodep ol A
[BRILQNS 8Y ] °JUNO2OE MBU 8U} JO 8]ep BAI0848 ay} 8)edlpul 0} aIns saoueulj JnoA abeuey noA sd|aH Jisodaq j0alig
aq ‘||oJAed 0} Hwgns pue wio} uoiezioyine mau e a)9|dwood isnp 'y
isyueq abueyo | y suaddey jeymy O ‘INLY Aue wouy
Jayse} spuey saakojdwa ur spuny Bumab ‘Apjoinb aiow passeosolid
‘Al@1eIpawwi pa}oa.lod aqg Ajjensn ueo wajqoid ay| 9q UED sjuswasingsip [joJAed ‘Jsisesip |eJnjeu B Jo 8Sed U] 4
90110 ||04Aed 8Y) 10BJUOD ‘BsLie pjnoys Aue Jl Ing ‘aJiel ale swajqold Y
Zysodap 30alip yjim wajqoad e aAey | H ||e9 | [[eYS WOYAM D "Jes|o
0} %08Y9 & Joj Buijiem ou S| 81ay] "398yd e uey) Jaiies sAep 1noy
"SY08YD Y}IM UBY} UOIBWLIOUI JUNODOOe 0} auo syuswAed Jjay) 0} ssedoe ajdoad Auew sanlb yisodep jJoauiq 4
InoA aas adoad Jamsj ‘ebeiane uQ ‘Junowe Buoim ay) ul yiIsodap }seq s1 ysodaq 39aiig
e panss| aAey Jo Jisodap ajealdnp e si a1y} uaym Ajjesausb ‘101is
ul pajisodap aJam Jey} spuny ssadoe Ajuo ued NS ‘quawAed Jisodap ‘s)yoayoAed dn yoid 0} 8210 8y} 0} sdu} BIIXS SIOW ON "JUNOJJE INOA Ol
108.1p INOA 8s1anal 0} AJljige pajwl| 8Aey seop NS ubnoylly v pajisodap Ajainoas aq 0} Asuow JNOA 10} UMO) Ul ] O} 9ABY J,UOP NOA A
Zjunodoe Aw 0} SS929k aAeY |[IM dUO OU Jey)} ains ag | ued MOH D
"sY09y0 usodap 0 yueq ayj 0} 06 01 Buiaey Jou AqQ JeaA yoea sAep
‘RepAed }IOM 8381y} JO JudjeAinba ay) anes Aew noA ‘usodap j10aaip Buisn Ag 4
uo Buiulow ayy uil Buiyy 1s1iy |geieae si JuswAed JnoA ‘AjleaidA] vy 9Wil] NOA SOABS puEB JualuaAuo) si Jisodaq joaiiq
¢Aaduow ay} 0} ssadoe aney | op uaym O
"sy9am dauy} 0} dn
"Juswale)s sawjawos ‘1081109 0} Jabuo| yonw axe} Aew s}08yd yim swajqoud
yueq Ajyuow InoA uo Jeadde osje |im yisodap ay] “sjisodap ‘ysenuod Ag -panjosas Apjoinb aue ‘aies ale yoiym ‘swsigold 4
JNOA JO sniels ay) ¥o8yd 0} asn 0} Jaquinu auoydsjs} e apiroid
JIIm Yueq JnoA ‘NS Aq panssi gnis sjuswAed ay) 0} uoippe U] 'y "JaJsuel)} O1U0J}08|8 Ue Uey} Spuey aiow
¢pajisodap uaaq sey Juawhed Aw uaym mouy | [IM MOH O Auew ybnouyy sassed ¥09yd y ‘|elusapiuUoD alow s jisodap 1oaugq 4
‘wlo4 uonezuoyiny yisodaq 1081q ¢1eak yoea ua|0ls 10 )s0| aJe syoaydAed uoljjiw Jnoj Alleau jeyy
ay) eiA panoidde noA uonewlojul 8y} UO paseq Junodoe sbuines MOUY NOA pIq 08y B ypm wajqoid e aney 0} Aj9yI| 810w yonw ale
10 Bupjoayd InoA ojul NS Wouy paslajsuel) A||eoluotjosle st Asuoyy Y noA ‘joe} U] "1S0| UBS( JaAdU ey Jisodap Joauip Aq epew sjuswhed A
éHom jisodap Joalip saop MOH ‘D [enuapiuo) pue ajeg si jisodeq Joaaig

suonsanp paysy Apuanbaig

ysoda( }00.1Qq Jo syyauag Aoy

/PZ:6€ an)e)S pasiAdy Y1 Yypm asuepdodde ul payuswajduwi si Aajjod siyy -psodap 3oadip eia spuawed
uonesuadwod pue abem aajasa.4 seafojdwsa jje yey) aiinbai 0} (QSIOH) UOISIAIQ SBIIAIBS a4e) yjjeaH oy} jo Aaiod ay} sij

Nsca=dd

[ JudwydENy




Attachment 1

IEKISIHEALTH SYSTEM

HIE A LTH Sy ACRIE. S ER VNG E ST DAV LSTEGIN

WWW.LSUHOSPITALS.ORG

Direct Deposit Authorization Form

Select One: New D Add D Replace Q

Employee Name:

Address as appears on Account

Home Department: Work #:

*#*Complete a separate form for each financial institution®**
Financial Institution (Bank Name)

City: State: Zip:

Bank Routing Number : ( Nine Digit Number at Bottom/Left of Check, if Credit
Union or Savings account must obtain the correct Bank transit number from financial Institute)

One account must be indicated as Net or Balance.

Checking Acct #: Amount to Deposit: or Netg

Savings Acct #: Amount to Deposit: or Netg

Credit Union #: Amount to Deposit: or Netg

IMPORTANT
Please attach a voided, photocopied, or cancelled check (for checking account) or
deposit slip (for savings account only) here so that we can obtain an accurate routing
and transit number for the financial institution designated to receive your deposit.
(Some checking account deposit slips do not include routing and transit numbers.)

I hereby authorize the HCSD to initiate credit entries or if necessary debit entries and
adjustments for any credit entry made in error to my account at the indicated financial institution,
and I hereby authorize the indicated institution to accept and post such entries to my account.

This authorization may be terminated by Heath Care Services Division at any time.
Employee Signature Date
*Allow one to two pay periods for direct deposit*

For office use only Empl Id Date Entered into PS

4558-25 - Direct Deposit (4558)
Printed: 04/11/2025 08:41



Document Metadata

Document Name:
Policy Number:
Original Location:

Created on:
Published on:
Last Review on:
Next Review on:
Effective on:
Creator:

Committee / Policy Team:
Owner/SME:

Manager:
Author(s):

Approver(s):

Publisher:

Digital Signatures:

Currently Signed

Approver:
Townsend, Kathy

HCSD Human Resources Director

Approver:
Wilbright, Wayne
Chief Medical Informatics Officer

4558-25 - Direct Deposit.docx
4558

/LSU Health/HCSD/4500 - Human
Resources

03/20/1996

04/10/2025

04/10/2025

04/10/2026

03/07/2019

Townsend, Kathy

HCSD Human Resources Director
Main Policy Team

Townsend, Kathy

HCSD Human Resources Director
Townsend, Kathy

HCSD Human Resources Director
Wicker, Claire M.

PROJECT COORDINATOR
Wilbright, Wayne

Chief Medical Informatics Officer
Townsend, Kathy

HCSD Human Resources Director
Wicker, Claire M.

PROJECT COORDINATOR

CppllTrinct

04/10/2025

Jhlpp

04/10/2025



