
Bank Account Setup: Instructions for Completing SF 1199A Direct Deposit Sign-Up Form 

November 2012 

Sections 1 and 2: Must be completed by the appropriate school official. 

Section 3: Must be completed by the school’s bank. 

The completed form must be returned to the U.S. Department of Education accompanied 

by a cover letter, on school (or Payee) letterhead, which includes the following: 

• Request the bank account setup 

• Payee DUNS Number 

• E-mail address for the individual to receive automated notification 

• Original signature and telephone number of the individual making the request 

  

C. Enter: 

• School Name 

• School Address 

• School Phone 

Number 

B. Enter: 

• Name of School 

Official and title 

This should be Business 

Officer/Chief Financial 

Officer or similar official 

A. For Prefix Enter: 

• School’s DUNS 

Number 

For Suffix Enter: 

• P268K 

D. Check: 

Appropriate 

account type 

F. Check: Other 

E. Enter: School’s 

bank account 

number, including 

blanks and 

dashes 

Original School 

Official’s Signature 

Required 

Section 2.    Enter: 

• U.S. Department of 

Education 

• Financial 

Management 

Operations 

Section 2.    Enter: 

• 400 Maryland 

Ave, SW 

• Room 4W116 

• Washington, DC  

20202 

Section 3.    

Routing 

Number 

To be completed by 

the school’s bank 

• If Non-U.S. 

bank, enter 

SWIFT Number 

• If U.S. bank, 

enter Routing 

Number 

Section 3.    Entire 

Section: 

To be completed by 

school’s bank 


