
Accepted Banking Documents 
 
Employee Enrollment: A voided check must have Name and address printed on it (no 
counter checks).  A bank letter with bank signature (must be on bank letterhead, and 
include the employee’s information and account/routing number).  A 1199A, or a 
preprinted direct deposit form generated from the employee’s bank. The preprinted 
direct deposit form must be generated by the employee’s bank, have the routing and 
account number TYPED on the form and must be signed and dated by the employee. 
All banking must indicate type of account (checking/savings). The SAO accepts 
electronic signatures. 
 
Vendor Enrollment: A voided check must have Name and address printed on it (no 
counter checks).  A bank letter with bank signature (must be on bank letterhead, and 
include the vendor’s information and account/routing number).  A 1199A, or a preprinted 
direct deposit form generated from the vendor’s bank. The preprinted direct deposit 
form must be generated by the vendor’s bank, have the routing and account number 
TYPED on the form and must be signed and dated by the vendor’s representative. All 
banking must indicate type of account (checking/savings). The SAO accepts electronic 
signatures. 

 

In addition to the above banking documents and updated W9, the SAO now requires a 
banking verification form similar to the form previously required when a vendor changed 
banking information (i.e. “Banking Change Verification” form.).  This form requires 
agency representatives to independently verify that the person requesting to be paid via 
ACH is authorized.   

 

Please see examples below of banking verification forms that will be approved as well 
as those that will not be approved. 
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