










Direct Deposit Instructions 
 

1. If you are completing this form online, click in each box and type in the required information as 
outlined below.  When finished, print the completed form and then sign and date on the lines 
provided at the bottom of the form.  An original signature is required on each form submitted.  
You may also print the blank form and complete by hand.  Please print legibly if you are 
completing this form by hand. 

2. Check the appropriate box at the top of the form, indicating whether you are an employee of 
Drexel University or Drexel University College of Medicine. 

3. Enter your name and your University ID number on the lines provided. 
4. Each of the four sets of blocks on the form represents a different bank account.  Employees 

may elect to have their paycheck deposited in up to four different accounts.  However, the full 
amount of your paycheck must be deposited between the four accounts. You cannot receive a 
check and a direct deposit on the same payday.  Since some employees’ net pay varies from 
pay period to pay period, it is not always possible to specify a deposit amount that will ensure a 
full deposit.  Therefore, the bank account listed in the first set of blocks on the form will be used 
to deposit your remaining net pay after all other partial deposits have been made.  If you are 
only signing up for deposit into one account, you must use this section to identify that account.  
The remaining three sets of blocks allow you to specify a dollar amount (not a percentage) that 
you would like to have deposited to that account. 

5. For each account, enter your bank’s transit number.  The transit number is usually the first nine 
digits on the lower left-hand corner of your check.  Occasionally, a bank will specify a different 
series of numbers to use for direct deposit (ACH) transactions.  These are listed under the 
bank’s name and address on your checks.  If so, please use these numbers instead.  If you are 
depositing into a savings account, please contact your bank for their transit number.  The 
numbers on your deposit slips may not be correct for direct deposit purposes. 

6. Enter the name and phone number of your bank in the next box.  It may be necessary for 
Payroll to contact your bank if there are questions concerning the proper set up of your direct 
deposit. 

7. Enter your bank account number in the box provided.  These are usually the next series of 
numbers at the bottom of the check, after the transit numbers.  The last few digits on the right at 
the bottom of the check are the check number.  They are identical to the check number printed 
on the top right corner of the check.  Be careful not to include them as part of your account 
number on the form. 

8. In the next block, you may specify a dollar amount to be deposited into this account.  As noted 
above, the net amount of your check will be deposited into the first account listed, so you may 
only specify partial amounts on the last three accounts. 

9. Check the box in the next section indicating whether the numbers listed are for a Savings or a 
Checking account. 

10. For each account listed, please indicate whether you are starting a new deposit, changing the 
amount of the partial deposit, or stopping your existing direct deposit.  Attach a copy of a check, 
or other verification from your bank for each account listed.  Deposit slips are not acceptable 
verification. 

11. Provide your daytime telephone number at the bottom of the form, sign, date and return to the 
address indicated. 

 
Note: 
 
All new direct deposits are subject to verification and usually take two full pay periods to become active.  
You will continue to receive paper pay checks until your direct deposit becomes active.  You should 
always verify the available balance in your bank account before authorizing any payments or 
withdrawals. 
 





Payroll Office: http://www.drexel.edu/depts/compt/index.html Phone: 215-895-2885
Fax: 215-895-1615

PAYROLL CYCLES:

Cycle Period 
Begins

Period 
Ends

Timesheet 
Due to 
Payroll

Weekly Sunday Saturday Every Monday 
12:00

Bi-Weekly First 
Saturday Second Friday Last day of pay 

period

Monthly First of 
Month Last Month 20th of Month by 

12:00 noon

CHECK DISTRIBUTION:

Bi-weekly: Distributed through department timekeeper.

Monthly: Mailed to employee home address.

DIRECT DEPOSIT:

Full amount of net pay must be deposited between your accounts.
Takes effect on second pay cycle after your form is processed.
Notify Payroll immediately if you change or close direct deposit accounts.

TAX CHANGES:

Federal Non-Resident Aliens must go to the Tax Office to set up their withholding with a completed
International Student / Employee notification sheet. US Citizens & Resident Aliens submit
a W-4 form.

    NOTE: Non-Resident Aliens employed by the University must have a social security number.

State & Local Changes made automatically based upon your home address.

W-2's Mailed to your home address by January 31st.

3201 Arch Street http://www.drexel.edu/depts/compt/index.html
Suite 402 Phone: 215-895-2885
Philadelphia, PA 19104 Fax: 215-895-1615

Every Thursday

Payroll Office

Payroll Facts

Home Address must be kept updated to guarantee proper tax withholding and delivery of all payroll materials.

Pay Day

Every Other Friday

Last Working Day of 
Month

Students & Non-exempt Admin

Faculty & Exempt Admin

Employee Type

Union









les37
Typewritten Text
Drexel University 3141-51 Chestnut St, Philadelphia, PA 19104





 
 
 
 

 
 

New Jersey Residents 
 
 
If you are a resident of New Jersey, you may claim exemption from Pennsylvania 
Personal Income Tax withholding by completing the attached form Employee’s 
Statement of Non-Residence in Pennsylvania and Authorization to Withhold Other 
State’s Income Tax (Form REV-420 AS). 
 
Generally, Drexel University will not withhold New Jersey income tax from your 
paychecks, since the credit for income taxes paid for Philadelphia city wage tax, will 
offset any New Jersey tax liability on your earnings from Drexel. However, if you have 
income from other sources in New Jersey, you may still have a tax liability. If you still 
wish to have New Jersey income tax withheld from your pay, you must complete a Form 
NJ-W4 attached. Otherwise, leave this form blank and the University will not withhold 
New Jersey tax from your paychecks. 





 
 

Drexel University 
 
 

Acknowledgment of Responsibility  
to Read and Comply with all University Policies including 

 Conflict of Interest and Commitment, Confidentiality, and Code of Conduct.   
 

 
This is to acknowledge that I have been advised of the web-based Drexel 
University Human Resources Policies and Procedures, which can be accessed 
at http://www.drexel.edu/hr/policies/index.html.  I understand that this section 
outlines my privileges and obligations as an employee of Drexel University.  I 
further understand that I am governed by the contents of the Policies and 
Procedures and that it is my responsibility to familiarize myself with all the 
information in the Policies and Procedures section of the website.   
 
I further understand that as a member of the Drexel University community, it is 
my obligation to read, comply with and act in accordance to the principles and 
standards as stated in the Conflict of Interest and Commitment 
Policy(http://www.drexel.edu/hr/policies/DU-OGC-1.htm), the Confidentiality 
policy (http://www.drexel.edu/hr/policies/DU-HR50.htm), and the Code of 
Conduct (http://www.drexel.edu/hr/policies/DU-OGC-5.htm). 
 
Since information, policies and benefits described in the Policies and 
Procedures are subject to change.  I understand and agree that such 
changes can be made by the University in its sole and absolute discretion, 
and I agree to observe those changes in all respects.   
 
If I have questions about any of the material in the Policies and Procedures, I will 
direct my questions to my supervisor and/or the Human Resources Department. 
 
 
 
 
Signature        Date 
 
 
 
Print Name and Department 

 
 



 
 

Acknowledgement of DrexelOne Portal for Employee Services 
 

     
Upon being granted access to the DrexelOne Portal, I acknowledge that I may 
obtain my personnel and payroll information. Human Resources has informed me 
of this valuable option that is accessible from the Drexel University Home page – 
www.drexel.edu.  
 
The DrexelOne Portal contains specific real-time facts and figures for your 
student and/or employee records. By signing below, you certify that you have 
been made aware of the Employee Services section within DrexelOne. In 
addition, please see the HR website at www.drexel.edu/hr and click DrexelOne 
Portal for employee instructions.  
 
Information available online through the DrexelOne Portal for each active 
employee includes: 
 

• Benefits and Deductions 
• Payroll Information (history included) 
• Tax Forms 
• Current and Past Jobs 
• Time Off Current Balances and History 
• Time Sheet (if applicable in your department) 

 
 
 
 
Signature        Date 
 
 
Print Name and Department 
 
          May  2005 



                               
 

Compliance Hotlines 
 
 
Drexel University is committed to conducting its affairs in full compliance with the law 
and its own policies and procedures.  Such adherence strengthens and promotes ethical 
and fair practices and treatment of all members of the University and those who conduct 
business with it. 
 
While we have developed and implemented internal controls and procedures that we 
hope will deter and prevent improper conduct, there is an easy and confidential way for 
members of the University community to bring instances of suspected improper conduct 
to the attention of someone who can be counted upon to investigate the problem 
promptly and fairly, without any fear of retaliation. 
 
The following telephone numbers may be used to report any improper conduct to the 
University's Chief Integrity Officers: 
 
    215-895-1010 - Drexel University 
    215-762-1010 - College of Medicine 
 
These hotlines were created at the specific direction of the Board of Trustees. Every call 
to these telephone numbers is kept completely confidential.  No information likely to 
reveal your identity will be shared with anyone else without your permission.  Callers will 
be completely protected from retaliation for having made good faith reports. The Chief 
Integrity Officer is required to report quarterly to the Audit Committee of the Board of 
Trustees on all matters reported to the hotline and the actions taken in response. 
 
If you are aware of any conduct - act or omission - which you think violates University 
policy, rule or regulation, you are encouraged to report them to your supervisor or 
teacher, your Department Head, your Dean, or a Vice President; or to use the hotline.  
We owe it to ourselves to make this the best place it can be. 
 
Questions about the hotlines may be addressed to the General Counsel of the 
University, Tobey Oxholm, at Oxholm@drexel.edu. The University Policy governing the 
hotlines may be found at: 
 
http://www.drexel.edu/hr/policies/toc.htm 
                     April  2005 



 
 

 
 To:  All New Employees   
 
 From: Michele M. Rovinsky, J.D., Executive Director 

 Office of Equality and Diversity  
   
 Date:  September 1, 2008  
 
 Re:  Equal Opportunity and Non-Discrimination at Drexel University 
      

 
 
 
 
Welcome to Drexel University.   
 
Drexel University is committed to providing an equal employment opportunity for all 
qualified individuals and a diverse and inclusive work environment free from unlawful 
discrimination and harassment.  The University specifically prohibits discrimination 
based on race or color; religion; national origin; gender; pregnancy; sexual orientation, 
identity, and expression; age; disability; and veteran status.   
 
Information on the University’s equality and diversity program can be found on the 
Office of Equality and Diversity’s website at http://www.drexel.edu/oed. You will also 
find links to related University policies and applicable federal, state and local laws.  
The most recent edition of the University’s publication, Harassment: A Guide for 
Faculty, Staff and Students at Drexel University, is found at 
http://www.drexel.edu/oed/PDF/Harassment_Discrim_Guide_DU_06.pdf. 
 
PLEASE TAKE NOTE: As a new full or part-time faculty or staff member, you are 
required to complete the online discrimination, harassment, and retaliation prevention 
training program, entitled Without Regard, within the first 90 days of your start date.  
The link can be found on both the Office of Equality and Diversity’s website (under 
“Training” located in the left navigation) and on the front page of the Human 
Resources website. 
  
If you have any questions or concerns related to equal opportunity or discrimination, 
harassment, and retaliation, please contact the Office of Equality and Diversity at 
(215) 895-1405 or by e-mail at mrovinsky@drexel.edu.  Additional information is 
available on the OED website, which can be found at www.drexel.edu/oed.  
 
I wish you a successful and rewarding work experience at Drexel. 
 
 
 
 
 

http://www.drexel.edu/eo/equalopportunity.html
http://www.drexel.edu/eo/PDF/Harassment_Discrim_Guide_DU_06.pdf
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