Payroll Account Change Authorization

DATE:  ​​​​​​​​​​______________

COMPANY NAME:  ________________________________________________

If you would like to change payroll/tax  accounts, your company’s CEO or authorized official must send CPP this completed and signed form at least twenty-four (24) hours prior to the call-in date of the check date the new account is effective.  Please note that a one-time fee of $25.00 applies.

===========================================================

Date new account is effective:  ___________________
Starting Check # _____________

Change all Agency checks to this account?  
Y
N

Change 401K hands free account to this?
Y
N

Are you currently doing corporate taxes (not including Payroll taxes) through our Payroll service?   Y   N

If Yes, please give us the account you want us to continue to have enrolled for debiting:


________________________________________

Please attach a copy of a voided check from the new account your payroll will be drawn from.

      Signature(s) on Check (if applies)

1st Account





Replacing Account #










_____________________

____________________Print name






____________________Title 

2nd Account










Replacing Account #

____________________Print name




_____________________


____________________Title

Authorized signature:___________________________ Title:_______________________

OFFICE USE ONLY: 

Client bank account added (verify same signature as old account)
__________
TSR

Company-General-company info, bank accounts changed 

__________
TSR

Verify Bank Account Level                                                                      __________         TSR

Agency’s accounts are changed (if applies)



__________
TSR

Give to IT or Ops manager for 401K hands free account chg

__________
IT

Give Finance new account for business tax transfer (if applies)  
__________
FIN

Verify correct account pulled into Company and agencies

__________
FIN

Applied billing






__________
FIN
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