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To All Paycheck Authorized Personnel:
While Payroll Services encourages the use of direct deposit to avoid paycheck fraud and misplacement, for those who choose to pick up paychecks, the following protocol must be followed:
· Only authorized personnel may pick up payroll checks.

· By signing the Check Sign-Out Sheet you accept full responsibility for the distribution of each individual paycheck as well as the responsibility to protect and secure these checks while they are in your possession.

· Your signature on the Check Sign-Out Sheet means that you are the only authorized distributor of the paychecks. No other individual may distribute checks.
· All unclaimed checks and Check Sign-Out Sheets must be returned to Payroll Services at the end of the scheduled pay day, or Payroll Services will contact you to obtain these documents.

· If all checks are distributed and your Check Sign-Out Sheets are fully signed, they are also due in Payroll Services at the end of the scheduled pay day or Payroll Services will contact you to obtain these documents.

· Only Payroll Services is authorized to mail unclaimed checks. These checks will be mailed one month from the check date printed on the Check Sign-Out Sheets.

· Employees must complete an Authorization for Mailing Paycheck Form before Payroll Services submits paychecks for permanent or temporary mailing.

Thank you for your assistance in protecting the paycheck documents. Please contact us at 256-4166 or see the Payroll News page @www.rowan.edu/payroll for further assistance.
Payroll Services Staff

