
CAMPUS SERVICES 

Bank Assignment (BA) D-60 INSTRUCTIONS (Rev. 08/12/2016) 

• This is a 3-part form that must be TYPED on form-fillable PDF, to ensure that all copies 
are legible.  The PDF will auto-fill all 3 sections.  Form must be printed from PC (not 
Mac) to ensure that check boxes are legible. 

• If changing the bank or account of a salary assignment, employees should not 
close the former account until their paycheck deposited into the new account.  

 
 
Employee Instructions: 

1. Type Payroll Number and Warrant Distribution Code next to the title “SALARY 
ASSIGNMENT/CANCELLATION” (e.g., “F3-535” for Mānoa Bookstore Student Assistants.  
See Department Admin Office for other codes) 

2. Enter “University of Hawaii” 
3. Enter “Campus Services” 
4. Enter the employee’s Social Security number. 
5. Enter the employee’s name exactly as it appears on PNF, Form 6, SEWA 
6. Enter “BA” 
7. Leave blank. To be inputted by the Payroll Office 
8. Enter “C” for checking account or “S” for savings account assignment.  Ok to leave 

blank for cancellation. 
9. Enter checking or savings account number (space limitation of 8 digits). Ok to leave 

blank for cancellation. 
10. Enter “F” 
11. Check either “Assigns” or “Cancels” box as appropriate 
12. Check “Net Wages” (for “Assigns” only) 
13. Employee signature (in dark blue ink) and date is required 
14. Agent (Financial Institution) information and signature (in dark blue ink) required for 

assignments (no abbreviations).  If out of state account, attach a note acknowledging 
a 7 to 10 day deposit lag.  For cancellation, the Agent’s information is required but 
signature not needed. 
 

Campus Services Fiscal Office Instructions: Send to University of Hawaii Payroll Office (do 
not submit directly to DAGS) after employee receives 1st paycheck. 
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