
Order Information (Please note separate section below for products that are state-specific.)

	 Item #	 Product Description	 Unit Price	 Qty.	 Total Price

State-Specific Products (Employee Maintenance Essentials Packet, State Poster Kits, Employee Handbook Starter Kit)

	 Item #	 Product Description	 State	 Unit Price	 Qty.	 Total Price

	 Subtotal
	 Shipping (10%; up to $15 max.)
	 Subtotal
	 Sales Tax (where applicable)
	 TeleCheck Fee (add $2)
	 Total Amount Due

Paychex Direct

Shipping Information (*Sorry, we will not deliver to P.O. boxes.)
Name/Title 
Company 
Paychex Client # 	 –
*Address 
City 	  State 	  ZIP 
Phone (      ) 	  Fax (      ) 
E-mail 

Payment Method

❏	 ❏	q MasterCard	 ❏	e VISA
Card #
	

Cardholder	 Expiration Date
	 Please Print

Signature 	  Date 

❏	 TeleCheck ($2 transfer fee.)

Check #
	 List all numbers (including zeros) on bottom of check, from left to right.

Federal Tax ID #
Signature 	  Date

Please fill in imprinting information. Print clearly and accurately. This information will be printed on your document.

Company Name	 Company Code

Address Imprint Line 1

Address Imprint Line 2

City	 State	 Zip Code

Imprinting Information

The blue screen area below is for checks only.

Bank Name

Address Imprint Line 1	 Address Imprint Line 2

City	 State	 Zip Code

Bank Fraction Numbers (are in upper right corner of your payroll check)

	 -	 /	 Example
[ 55 - 212 / 322 ]

MICR Specifications (For checks only)
(Row of numbers on the bottom of your payroll check)

Example: 20652211;123456789; X123X456-789
	 A	 B	 C

Starting Consecutive Numbers:
❑ Start with Consecutive Check Number 00000001
	or
❑ Enter Starting Number Here

	 Enter same number in 1st row of boxes below

Starting Number
	 56	 55	 54	 53	 52	 51	 50	 49	 48	 47	 46	 45

	 	 

*Transit Number Field (Always 9 Digits)
	 43	 42	 41	 40	 39	 38	 37	 36	 35	 34	 33

	 	 

Account Number*
	 32	 31	 30	 29	 28	 27	 26	 25	 24	 23	 22	 21	 20	 19	 18	 17	 16	 15	 14

*Enter ONLY Your Company Account Number

A

B

C

Do You Have a Logo or Additional Artwork?	 ❑ Yes	 ❑ No

Optional Imprint Line 1

Optional Imprint Line 2

Optional Imprinting Field (Example: Two Signatures Required Over $2,500)

®

®

®

Toll-Free: 1-877-225-8207 (9:00 a.m - 6:00 p.m. ET)  •  Online: www.paychexdirect.com  •  24-Hour Fax: 1-585-264-8234  
Mail Order Form & Payment To:  Paychex, Inc., Attn: Order Mgmt Group/Catalog Order, 1175 John Street, West Henrietta, NY 14586 

Next Day/2nd Day shipping:  
Orders must be placed by 1:00 p.m. ET in order to ship that day.



Ordering
✓	 Toll-Free: 1-877-225-8207 (9:00 a.m. - 6:00 p.m. ET).
✓	 Online: www.paychexdirect.com.
✓	 24-Hour Fax: 1-585-264-8234.
✓	 Mail: Mail order form and payment to Paychex, Inc.,  

Attn: Order Mgmt Group/Catalog Order,  
1175 John Street, West Henrietta, NY 14586 

✓	 We accept Visa®, MasterCard®, and American Express®.  
We do not add any credit card surcharges.

✓	 We also accept TeleCheck®, which includes a $2 transfer fee.
✓	 If your shipping address is different from your billing address, 

Paychex, Inc. requires that this address be listed on your credit 
card account as an alternate address for shipping purposes only. 
You can contact your credit card company by calling the 800 
number on the back of your credit card. Paychex, Inc. requires 
this in order to protect our customers from credit card fraud. 

✓	 Applicable taxes, including state and local sales taxes, must be 
added to all orders. 

Tax Exemption
If you are tax-exempt in the state where the product will be shipped, 
please call us at 1-877-225-8207 to establish a tax-exempt account.  
A Paychex representative will be happy to help you. Your information 
will be kept on file for future purchases.

Shipping 
✓	 A 10% shipping cost, not to exceed $15, must be added  

to all orders. Orders can be shipped second day delivery for an 
additional $10, or next day delivery for an additional $15.

✓	 Most orders ship within 48 hours. Please allow 7 to 10 days  
for delivery. Orders requiring next day/2nd day shipping  
must be placed by 1:00 p.m. ET in order to ship that day. 

✓	 Portions of your order may be shipped in separate parcels on  
separate days, but you will only be charged once for delivery  
of all shipments. 

✓	 If your package is lost or damaged, please call Paychex at  
1-877-225-8207.

Ordering Instructions, Terms, & Conditions

Privacy Statement
Your privacy and the privacy of the information provided are  
important to us. Paychex protects the security of your business,  
financial, and personal information and honors your choices for  
its intended use. Paychex uses reasonable care to protect your data 
from loss, misuse, unauthorized access, or disclosure.

✓	 Paychex does not sell or rent customer information.

✓	 Paychex considers all information obtained from its customers 
confidential.  Customer information is released to third-party 
service providers, client representatives, or where required by 
applicable law.

✓	 Third-party service providers with access to client information 
are required to keep that information confidential and use it 
only to provide services for Paychex or the client or customer.

Returns
✓	 Please call 1-877-225-8207 before returning any item to 

obtain your returned materials authorization (RMA) number 
and details including mailing address and procedures. RMA 
numbers are valid for 10 days from date of issuance. We are 
unable to accept returns without an RMA number. Purchases 
can be returned for refund (purchase price and applicable sales 
tax) within 10 days from date of receipt. Freight charges will 
not be refunded. All items must be in the original, undamaged 
packaging. No refunds, credits, or exchanges are allowed after 
10 days. A 15% restocking fee may apply on some items.

✓	 To receive a refund or credit, your purchase must be returned 
with shipping and insurance pre-paid, in as-new condition,  
in original box and packaging, and with all warranty cards, 
manuals and accessories. Any variance from these conditions 
could result in delay or forfeiture of your refund. 

✓	 Shipping and insurance charges are not refunded. 

✓	 Paychex, Inc. will not accept the return or exchange of any 
item if the UPC code has been removed from the packaging.

✓	 Refunds on purchases made with a credit card will only be  
credited to the same card used at the time of sale.

The Paychex Direct Catalog features products and 
services of various other companies. Any person, 
entity, or client who uses Paychex Direct Catalog  
or any of the listed products or services agrees to 
the terms of the following disclaimer: 

Disclaimer of Warranty and Liability
Paychex does not, under any circumstance or in 
any manner, make any representations about, or 
provide any warranties for, any of the products or 
services listed on the Paychex Direct Catalog.  
The products are backed by the limited warranties 
of the original manufacturer or publisher only. 
Consult your product documentation for specific 
limited warranty information. Paychex, Inc. does 
not in any way warrant other manufacturers’ 
products. PAYCHEX, INC. EXPRESSLY 
DISCLAIMS ANY AND ALL WARRANTIES 
OR REPRESENTATIONS, EXPRESS AND/
OR IMPLIED, OF ANY TYPE, INCLUDING 
BUT NOT LIMITED TO ANY WARRANTY 
OF MERCHANTABILITY, FITNESS FOR A 
PARTICULAR PURPOSE, OR ANY OTHER 
WARRANTY.

Paychex, Inc. furthermore expressly disclaims any 
and all liability for any of the products or services 
listed on the Paychex Direct Catalog at any time.  
In no event shall Paychex, Inc., its subsidiaries 
or affiliates, or their respective officers, directors, 
employees, representatives or agents (collectively, 
Paychex, Inc.) be liable for special, incidental, 
consequential, punitive, indirect, or other special 
damages, including but not limited to, lost revenue 
or profits, business interruption, loss of data, 
use, or profits, or any other damages, however 
caused, whether for breach of contact, negligence, 
or otherwise, and whether or not Paychex, Inc. 
has been advised of the possibility of any such 
damages. This disclaimer in no way affects the term 
of any manufacturer’s warranty. This disclaimer 
is intended to be as broad as is permitted under 
applicable law.

Trademarks and Service Marks
Paychex®, Paychex Online Payroll®, Paylink®, Pre-
view®, Readychex®, Taxpay®, and Time In A Box® 
are registered trademarks of Paychex, Inc.  
All other trademarks are the property of their 

respective companies. Nothing in this publication 
should be construed as granting, by implication, 
estoppel, or otherwise, any license or right to use 
any trademark displayed here, without the written 
permission of the trademark owner.

Pricing and Availability
✓	 Prices, specifications, and availability of 

products are subject to change without 
notice. Paychex, Inc. may change its pricing, 
product description or specification after any 
order confirmation but prior to shipment 
due to errors, product discontinuation or 
unavailability, typographical errors, or any 
other reason.

✓	 We will notify you of any corrections or 
changes and ask for your approval before we 
complete your order. We will not complete 
your order until we have your approval. 

✓	 Published prices do not include shipping, 
sales tax, and insurance.

Toll-Free: 1-877-225-8207 (9:00 a.m - 6:00 p.m. ET)  •  Online: www.paychexdirect.com  •  24-Hour Fax: 1-585-264-8234  
Mail Order Form & Payment To:  Paychex, Inc., Attn: Order Mgmt Group/Catalog Order, 1175 John Street, West Henrietta, NY 14586 


