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The following page contains a sample letter and form that you can send to your employees to request their details.

To use the sample letter:

1. Wherever you see Xs, replace them with your own details (or the date, as appropriate).

2. Remove this page of instructions.

3. Replace the field names in angle brackets with the details of the people to whom you want to send the letter. (Tip: If you have Attaché ODBC, you can use Word’s mail merge feature to extract the required information from your Attaché data files.)

«Name»
«Street»
«Suburb»
«Postcode»
XX XXXXXX 200X

Dear staff member, 

Some good news about your payroll documents! Commencing with the next pay run (XXXXX, XX XXXXX, 200X) you now have a choice of how you receive your documents: 

· Printed and handed to you in the office 

· Emailed to an address of your choice (work or other) 

· Faxed to a number of your choice (apart from general work fax numbers)

You can request that your documents be delivered in more than one format (for example, email and print) and/or to more than one address. However, there is a cost to us in providing this service so the paymaster reserves the right to limit distribution to one format per employee. 

If you decide to have your documents emailed, the document will be a confidential document secured by an unlock code of your choosing. Confidential Alex emails come with a "notification" which prevents them from being displayed in email preview panes. In addition, locked confidential documents require you to enter an agreed unlock code before you can access the document. 

To see what an electronic pay advice looks like and how confidentiality works, you can visit the Alex Walkthrough page of the Attaché Alex website at www.Attacheonline.com/alex. 

To select your choices for receiving your employee documents, complete the attached form and then return it to the pay office by XXXXXX, XX XXXXX, 200X. 

Regards, 

XXXX XXXXXX

XXXXXXXXXXXX

Electronic delivery of payroll documents* 



What is your name?


What is your employee code (from your previous pay advice)?


How would you like your payroll documents delivered?

(
printed copy
Note: You may request delivery in more than one format and/or to more than one address however the paymaster reserves the right to deliver in one format or to one delivery address only.

(
faxed to this number:


(
emailed to this address:


Email only
Would you like to receive separate confidential notification that your (email) document is available?
(Tick for yes)

(Payment summaries must sent with confidential notification) 
(


Would you like your (email) document to be protected by an unlock code (similar to a PIN)?
(Tick for yes)

(Payment summaries must be protected by an unlock code) 
(


Your unlock code is your birthday (ddmmyyyy). If you want to use a different unlock code, what would you like it to be? 

(Enter a new unlock code of 4 to 10 characters.)


In completing and signing this form:

(i) I agree to keep my unlock code confidential.

(ii) I accept responsibility for the secure storage and confidential printing of documents emailed or faxed to me.

(iii) I understand that I will no longer receive separate printed documents.

Please sign here


Please enter today’s date


Please hand or post this to

Do not fax or email as this document contains confidential information.
XXXXXX XXXXXXXXXXX

XXXXXX XXXXXX XXXXXX

XXXXXX XXXXXX XXXXXX



*Payroll documents include pay advices, Super Guarantee reports and payment summaries.  


