TRAVEL AND EXPENSE

EMPLOYEE ELECTRONIC FUNDS REQUEST

Authorization Agreement for Automatic Deposits of Travel and Expense Reimbursements

You may select only one direct deposit account for expense reimbursements via electronic banking.  Please be sure to contact your financial institution to verify your “9 digit” bank Transit/ABA number.  

You will get an e-mail notifying you that your account data has changed within 24 of receipt in Accounts Payable.  

The Accounts Payable system has a pre-note feature that sends a zero dollar transaction to your bank for verification when your bank account information is added or changed for direct deposit.  Confirmation for the pre-note takes 6 business days.  If you are due a reimbursement during the 6 day confirmation period a check will be issued as the method of payment.

Payments for direct deposit are issued weekly on Wednesday and you will receive an electronic remittance advice via e-mail.  Your hard copy summary expense report with attached receipts must be received in Accounts Payable no later than 5PM the Wednesday before the payment date to be processed for payment on Wednesday of the following week provided all information is correct.

Bank Account Information:

Checking _____    Savings ______  

Employee/Vendor E-Mail Address_______________________________________

(Remittance advice will be forwarded to this e-mail address.)

Social Security Number/Vendor Number  _________________________________
Bank Transit/ABA # ____________________________________ (9digits)  

Account # _____________________________________________ 

See page two for an illustration of the numbers needed for EFT transmission.

I hereby authorize Harcourt, Inc, a division of Reed Elsevier, Inc. to initiate expense reimbursements including credit entries and/or adjustment entries, in the event an error or omission is made on my expense reimbursement, to my checking and/or savings account indicated below.

__________________________________________       


____________________

*Employee Signature







Date

*If returned via e-mail your e-mail will be treated as your signature.

WARNING:  Be sure to contact Accounts Payable before closing your bank account.
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