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     World Class.  Face to Face.
	Parking Operations

412 E. Spokane Falls Blvd.
Spokane, WA 99202

Phone: (509) 368-6999  Fax: (509) 368-6990

E-mail: rpparking@wsu.edu  Website: www.spokane.wsu.edu/parking

	Parking Permit Payroll Deduction Authorization

	Eligibility

Payroll deduction for your parking permit is allowed for members of the WSU Faculty, Classified Staff, Administrative & Professional Staff, and Graduate Students on an appointment of 0.50 FTE or greater.  Temporary employees are not eligible.  Please complete the form below and review the following important information.

Pre-Tax Parking Fee Deduction

The Pre-Tax Parking Fee Deduction Program is available as an option.  The option allows you to payroll deduct your parking fees on a pre-tax basis.  You must elect whether or not to deduct your parking fee from your pre-tax income.  When you elect to payroll deduct on a pre-tax basis, it reduces your taxable income.  This allows you to realize savings in Federal Income taxes, Social Security, and Medicare.
For more detailed information and examples, visit the Parking Operations web site:  www.spokane.wsu.edu/parking

Instructions
If you are eligible to participate, complete the payroll deduction form below when you purchase your parking permit.  Make sure you check the appropriate area in the (“Pre-Tax election” section, indicate your (Permit type, check your (Appointment type and (indicate the number of payroll deductions.  Please complete the (Personal information and (sign the form.


	Deduction Options

Following submission of the payroll deduction authorization form, payments will automatically be deducted from your paycheck each pay period (the 10th and 25th of each month.)  In most cases, the first payroll deduction will occur on September 10th.  Additionally, you can choose the number of payroll deductions that suit you, as long  as the pre-tax deduction is not over the maximum monthly allowable amount of personal parking expenses. 
It is recommended that you payroll deduct through the end of the plan year (September through August) or until your academic or cyclic appointment ends each year.

Refunds

Important note for Pre-Tax electors.  Tax laws do not allow for a refund of the Pre-Tax Parking Fee once deducted.   Therefore, deductions are September through August or until academic or cyclic appointment ends each year.

If you wish to stop parking permit fee deductions, return the permit to the Parking office for cancellation of this authorization and the deduction will be stopped on the next available pay cycle.



For Office Use Only


Permit Number:

Amount:                                                                 Initials:



	I hereby authorize Payroll Services to deduct from my salary the amount indicated.
Please complete all six sections below including your signature:
	Note:  The use of this form is restricted to members of the WSU Faculty, Classified Staff, Administrative & Professional Staff, and Graduate Students on an appointment of 0.50 FTE or greater.  Temporary employees are not eligible.


	( Pre-Tax Election:  (Check one)
Please read the Pre-Tax Deduction Information above.

(  Yes, I elect to have my parking permit fee deducted on a pre-tax basis.  I understand I cannot get a refund, once the fee has been deducted.  (See refund information above)

(  No, I do not want my parking permit fee deducted on a pre-tax basis.

	( Indicate Annual Permit Type:
(Check all that apply) 

( GREEN
( YELLOW
( RED
( 2ND Permit
( CTR Credit
( Other   _________________           

	(Appointment Type:  (Check one)
( 12 Month Appointment

(   9 Month Appointment

( Other:  My appointment runs from______ to _______                                                                 
                                                          (month)      (month)

 ❹ Deduction Options:  (Check one)

( 11 Month 22 equal payments

( 9 Month 18 equal payments

( Other ___________________


	( Please Print:

Name:________________________________________________  Department: __________________________________________________________

WSU ID Number:   ___    ___    ___   ___   ___   ___   ___    ___       Daytime Phone_______________________________________________________
I understand that Payroll deductions must be completely paid by the end of the deduction period.  If for any reason during the pay cycles I do not get paid, or leave the university, I need to return the permit to Parking Operations or be subject to a fine and pay any remaining balance.  Failure to pay the balance will result in it being sent to a collections agency for collection.


	(Signature:_________________________________________________________________  Date: _________________________________________



Important:  In most cases, deductions will begin with the September 10th pay period.
