Request for Printing on Check Stubs


The Personnel Cabinet, through the Department of Treasury, processes payroll for approximately 40,000+ employees, twice per month. Of these employees, approximately 32,000 utilize Direct Deposit, leaving a blank space at the bottom of their check stubs.

The Personnel Cabinet manages this space and currently allows state agencies to request the printing of promotional, informative, and/or beneficial information to state employees. 

Request Process:

1. Requests to print information that will benefit all state employees are granted on a first-come, first-serve basis with the provision that the Personnel Cabinet reserves the right to cancel any request (previously approved) if deemed necessary.

NOTE: Agencies may request more than one (1) date per year, but will only be guaranteed one (1) date. If another agency, or the Personnel Cabinet, is in need of that date the prior request may be canceled.

2. Requests must be submitted no less than three (3) weeks prior to the requested print date and MUST come from an agency department/division head able to authorize print material on behalf of the agency.
3. Upon receipt, notification of approval/rejection will be sent to the contact person listed below.

[Please type or print clearly.]
	
REQUEST INFORMATION:
	Today’s Date:
	     

	
	Requested Print Date:
	     

	Requesting Agency:
	     

	Reason for Request/Content Description:

	     

	(Please provide actual content in a separate Word document)

Print information must *fit within the 2.25” x 7.25” space. Small images may be used but must be in black and white. Please be advised that some re-formatting may be necessary to accommodate the print space.

	Contact Person:
	     

	Phone Number:
	     

	Email Address:
	     

	Agency Authorization Provided By:
	     

	Title:
	     


*In some cases, print space may need to be shared. If so, you will be informed of the available space. 
Please send requests electronically (or direct questions) to:

Stephanie Lynn Carpenter

Division of Employee Management

Department of Human Resources Administration

Personnel Cabinet

StephanieL.Carpenter@ky.gov 
(502) 564-6616
	REQUEST:

	 FORMCHECKBOX 
 Approved
	 FORMCHECKBOX 
 Denied

	By:
	

	Comments:
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