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Department of Human Resources - Direct Deposit Form
Due to security reasons: We cannot accept any direct deposit information by email. 
For processing, you can submit your form in one of the 2 ways below:
1. By fax to (804) 501-5287. The area code needs to be included when you dial. Send to: Attention HR Transactions. 
1. Hand-deliver to HR Transactions at 4301 E. Parham Road (When entering the building where the boardroom is located, please go to the office on the left).  You will need to provide a photo ID.
Full Name: First Name, Middle Initial, Last Name		 Department
___________________________________________________        _______________________________________________
Work Phone (Daytime) Employee ________________________	County Email ______________________________________
Account Information:   You may designate up to 5 accounts. You must verify the account & routing numbers are correct before attaching to this form. A statement on your bank’s letterhead stating the account holder’s name, account number, and routing number is also acceptable.
1. Add New Account - Y/N               Stop/Delete Account – Y/N               Change Current Account Information - Y/N               
Checking/Savings Amount_________________ Bank/Institution Name _____________________________________
Bank Routing Number # ____________________Acct #______________________________________________________
2. Add New Account - Y/N               Stop/Delete Account – Y/N               Change Current Account Information - Y/N               
Checking/Savings Amount_________________ Bank/Institution Name ______________________________________
Bank Routing Number #____________________Acct # ______________________________________________________
3. Add New Account - Y/N               Stop/Delete Account – Y/N               Change Current Account Information - Y/N               
Checking/Savings Amount_________________ Bank/Institution Name ______________________________________
Bank Routing Number #____________________Acct #_______________________________________________________
4. Add New Account - Y/N               Stop/Delete Account – Y/N               Change Current Account Information - Y/N               
Checking/Savings Amount ________________ Bank/Institution Name ______________________________________
Bank Routing Number #____________________Acct # ______________________________________________________
5. Add New Account - Y/N               Stop/Delete Account – Y/N               Change Current Account Information - Y/N               
Checking/Savings Amount ________________ Bank/Institution Name ______________________________________
Bank Routing Number # ___________________Acct # _______________________________________________________

Signature (Please sign by hand in ink) ____________________________________________________________________________
Employer Name: THE COUNTYOF HENRICO, VIRGINIA Employer ID #: 54-6001344G 
I hereby authorize The County of Henrico, Virginia to initiate credit entries to my account and the Financial Institution named below. I also authorize The County of Henrico, Virginia to draw drafts on my account or to initiate debit entries to my account, for the purpose of withdrawing money from my account, but solely in order to adjust an error resulting from a deposit or credit entry that has been made under this Authorization in an amount that is not correct. The financial institution shall not be liable for honoring any draft, debit entry, or withdrawal initiated by The County of Henrico, Virginia. This authority is to remain in effect until The County of Henrico, Virginia has received written notification from me of a change in such time and in such manner as to afford The County of Henrico, Virginia, a reasonable opportunity to act on it.
Submit completed form to Human Resources for processing by the next available payroll cycle.
 Questions? Contact HR at hrtransactions@henrico.gov 
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