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Memorandum					

To:		Administrators/Faculty/Staff
From:		Susie Swink/Business Office
Re:		Instructions for REDI Enrollment

The REDI (Remittance Electronic Data Interchange) program is different from the program for the Direct Deposit of your paycheck.

The REDI process establishes with your bank the capability to electronically deposit travel & educational aid remittance payments to your bank account. 

Please follow the instructions below:
1. Print and complete the enrollment form that is available on my web page
1. Attach a voided check to the enrollment form if you want the remittance payment direct deposited to your checking account
1. Attach official bank document with routing and account number if you want the remittance payment direct deposited to your savings account. Deposit slips for savings accounts are NOT acceptable – routing numbers and account numbers are not always correct on a savings account deposit slip 
1. Return completed form to the Business Office

The completed form will be sent to the DOA (Department of Accounts). DOA will establish with your bank the ability to electronically deposit remittance payments to your account. DOA will deposit $.01 to your account to verify electronic deposit is working. 

Once your account is activated, you will be asked to establish your security in REDI. The instruction sheet for establishing security is available on my web page. Establishing security gives you the opportunity to indicate you want to receive an e-mail informing you when electronic deposits have been made to your bank account. Once security is established you may view your remittance history.     

The REDI program has been developed and implemented as part of the Commonwealth’s ongoing efforts to increase efficiency and reduce operating costs. 

Thank you for your cooperation in participating in this program. 

Advantages of enrolling in REDI Virginia:
●	E-mail notification of a new remittance deposited to your bank account 
●	Employees establish and maintain their own e-mail addresses and security access
●	Current and historical remittance data available to view and print 24 hours a day
●	Security features in place to maintain strict confidentiality of employee remittance data
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