Direct Deposit Sign-up Instructions

1. You will not receive benefits until this form is completed.  Be sure to read and understand the entire document before signing.  If you have any questions, please call the NROTC Unit at (540) 231-7883.

2. In section 1A, type in your full name, permanent home address and phone number.

3. In section 1B, type in the person entitled to the payment if that person is other than you.   Leave blank if you are the person entitled.

4. In section 1C, your claim or payroll ID number is your Social Security Number.  Type that in the space provided next to the word “Prefix”.

5. In section 1D, check the box of the type of account that the funds will transfer to.

6. In section 1E, type in the account number of the account.

7. In section 1F, place a check in the box labeled “Other”, and type in NROTC in the line provided for you.

8. Leave section 1G blank.

9. Under “Payee/Joint Payee Certification”, sign and date the document.  If it is a joint account, both people on the account must sign.

10. Under “Joint Account Holder’s Certification”, it is optional to sign.

11. Section 2 has been completed for you.  Move on to section 3.

12. For section 3, you may need to visit your bank or financial institution.  Type or print the Financial Institution’s name and address in the space provided.  Provide the Routing Number in the space provided.  Finally, have the representative fill out the certification section at the bottom of the document.

