Andover USD 385

Direct Deposit Payroll/Procurement Cards/ACH Payments to Vendors

I. Direct Deposit Payroll

A. Availability/Authorization  

1. Available to everyone paid through payroll-highly encouraged

2. Authorization form must be signed to begin, change, or terminate deposits   
3. Employees may update information  anytime  
4. Form verbiage should authorize credits and debits –(for  error correction)   

5. Mandating direct deposit-use of  Debit Pay Cards 

B. Set up.   
1. System must be capable of generating a NACHA file 
2. May require support from  software provider / financial institution 
3. Test ACH file & know submission deadline for bank processing  

C. Pros & Cons
1. Reduction of costs

2. Reduction of  outstanding PR checks

3. Time savings, especially with e-mail or online availability

4. Account information not always updated timely or reported after file submitted
II. Procurement Cards

A. Procedures/Policy for card use
1. Cardholder agreement/Purchasing Procedures
2. Training   
3. Inappropriate use 

B. Account Set Up/Maintenance
1. Card Types:  Declining Balance and Purchasing/Credit Limits
2. Restrictions/Merchant Codes

3. Payment/Reconciliation /Management

C. Pros & Cons

1. Lower volume of purchase orders
2. Convenience

3. Online 1099 merchant report

4. After the fact approval/use monitoring

III. ACH Payments to Vendors
A. Authorization/Use

1. Authorization Form- similar to PR 

2. Bank account on invoice- usually accept credits (deposits) only

3. Recurring Vendors/USD Account Reimbursement/Employee Reimbursement    

B. Set up/Processing  
1. NACHA file generated through AP 
2. Processing of ACH payments- automatic v. manual selection 

3. Advice –Paper or Electronic
4. Reporting and BOE warrant approval
C. Pros & Cons

1. Vendors receive funds quicker

2. Eliminates lost check

3. Timely deposit to USD accounts

4. Time savings/efficiency depends on system
