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Request for Distributing Information via Payroll

Please complete the form below according to your preferred method of distribution.  Those interested in printing on direct deposit checkstubs, should first contact Stephanie Carpenter at StephanieL.Carpenter@ky.gov to obtain a list of available dates and make a reservation. 
	REQUESTING AGENCY INFORMATION:
	Today’s Date:
	     

	Agency Name:
	     

	Contact Person:
	     

	Phone Number:
	     

	Email Address:
	     

	Agency Authorization Provided By:
(this person should be copied on email as proof of authorization)
	     

	Title:
	     


	REQUEST TYPE (select one):

	 FORMCHECKBOX 
 Printing on Direct Deposit Checkstub (and posting on ESS)  /  Date Reserved:      
      [Attach content in a Word document.]

	 FORMCHECKBOX 
 Distribution with Paychecks and Stubs  /  Date Requested:      
      [Attach content in any format for review.]


	REQUEST DESCRIPTION:

	Briefly describe the reason for this request and why is would be considered a benefit to all state employees:

	     

	 FORMCHECKBOX 
 I have read and understand the guidelines associated with requesting to distribute information via payroll.


PC/DHRA/DEM

August 2011

