CAJS-SP   

                     
   3 June 2004

MEMORANDUM FOR All Military Department State Active Duty (SAD) Service Members

SUBJECT:  State Personnel Programs Policy Memorandum 2004-05

STATE ACTIVE DUTY INSTRUCTION # 7 – Direct Deposit Update

1. The State of California Direct Deposit Enrollment Authorization STD Form 699 may be used by State Active Duty service members who meet the requirements listed in paragraph 2 below.  Each individual should coordinate with their banking institution to verify the information requested on the STD 699.  The completed STD 699 must be submitted to this office for eligibility verification and forwarding to the State Controller’s Office.  It generally takes one to two pay cycles for new direct deposit enrollments to be processed.

2. Enrollment authorization may be granted to those service members who: 

a. Have been employed for a minimum of six consecutive months; and,

b. Maintain a balance of ten ordinary leave days.

3. The Director, State Personnel Programs may consider exception to the requirement for having been employed for a minimum of six consecutive months on a case by case basis.

4. Continuation of this benefit is incumbent upon each service member to adhere to the rules of monthly Report of Duty submissions; that is, they must insure that their time and attendance is accurately reflected and submitted using OTAG Form 900-16 by the 20th of each month.  

5. Consistent late submission of Reports of Duty may result in administrative cancellation of the Direct Deposit benefit.


6. Additional questions and/or concerns may be addressed to the undersigned at (916) 854-3077 or the State Active Duty team at (916) 854-3678.  
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