
Payroll Services
t: 807-343-8010 x8078. f: 807-343-8967

e: payroll.analyst3@lakeheadu.ca

Payroll Mandatory Direct Deposit Form
Private and Confidential

Note: For your protection, we require a sample cheque marked "VOID." If you do not have a chequing account 
or physical cheque, please obtain a "New Direct Deposit or Pre-authorized Transaction Form" from your 
financial institution. Ensure that all digitst of your bank, branch, and account numbers are entered below, 
otherwise we will be unable to deposit your pay or it may go into someone else's account. If you have any 
questions, please contact your bank for the proper numbers. Deposits will occur based on your pay schedule.

This form will also authorize deposits via electronic funds transfer (EFT) from Lakehead University directly to 
your bank account. For students, deposits may include refunds due to overpayment or as the result of dropped 
or withdrawn courses. For employees, deposits may include reimbursements of travel or other expenses. All 
refunds will be deposited into the account indicated on this form. For these types of payments, you will receive 
an email notification at the email address provided by you below or at your Lakehead University email account. 

Employee Name:

Lakehead ID Number: Email:

Name of Bank:

Address of Bank:

Branch or Transit Code (must be 5 digits):

Financial Institution Number: (must be 3 digits):

Account Number (must be 7–12 digits):

Employee Signature Department Worked For Date

Attached void cheque or direct deposit/pre-authorization transaction form here. Sample forms are on the next page.



Sample VOID cheque and Financial Institution New Direct Deposit/Pre-authorized Transaction Form. 

Note: this page does not need to be included when sending.
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