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ACCOUNTS:  HOW.  TO  DO A  PAYROLL  

UNDER THE'FOURFILE A.CCOUNTS:SYSTEM,:ALL MONIES RECEIVED ARE INVOICED. 
EVERY SUM  EXPENDED INCLUDING PETTY CASH IS • .LIT'ON THE DISBURSEMENT 
VOUCHER  MACHINE. THIS MEANS THAT PAYROLCGOES THROUGH THE DISBURSEMENT 
MACHINE. 

THERE ARE TWO MAXIMS THAT REGULATE THIS: ONE: THE LESS COPYING FROM 
ONE  PIECE OF PAPER TO ANOTHER THAT AN ACCOUNTANT DOES, THE GREATER THE 
RESULTING ACCURACY 	ENTERING OR "ROSS 	ENTERING OF .  FIGURES SHOULD BE 
ABOLISHED AS FAR AS POSSIBLE.  7,1o:  IF YOU' WANT TO SPEED UP A COMMUNICATION 
LINE YOU TAKE MEST OUT OF IT.  Lius  IN ACCOUNTS, THE USE OF LONG SHEETS 
'OF PAYROLL COMPUTATtONS AND  LIST3  SHOULD BE MINIMIZED. 

VOULIZR  COMPUTATION .  
— r 

THE ACCOUNTANT .KNOWS..THE NUMBER OF PEOPLE HE WILL HAVE TO PAY, THEIR 
NAMES AND PAY RATE. 

A SMALL ORGANIZATION HE HAS A LIST., IN A LARGE ORGANIZATION HE 
OBTAINS IT FROM THE WEEKLY DEPARTMENTAL REPORT (WHICH 'ARRIVES.IN'HIS HAND 
TUESDAY AFTER AD COMM) WHICH LISTS PERSONNEL IN EACH DEPT AND THEIR PAY 
(PART OF THE ONE DEPARTMENTAL REPORT PER WEEK SYSTEM). 

THE ACCOUNTANT HAS IN THE BACK OF HIS CREDITOR FILE A FILE FOR EVERY 
ACTIVE STAFF MEMBER. THIS FILE CONTAINS (IN THE COMMONWEALTH) ALL THE 
GOVERNMENT BOOKS FOR THE PERSON AS WELL AS ALL PAPERS AND INVOICE COPIES 
RELATING TO PAY PLUS HIS STAFF APPLICATION SHEET. 

THE FIRST ACTION IN PREPARING A PAYROLL IS TO TAKE THESE FOLDERS JUT 
OF THE FILE CABINET AND MAKE SURE THAT ONE HAS A FOLDER FOR EVERY ACTIVE 
STAFF MEMBER TO BE'PAID AND THAT ANY DEPARTED STAFF MEMBER FILE HAS BEEN 
RELEGATED TO INACTIVE AND IS NOT INCLUDED. THIS IS DONE BY CHECKING THEM • 
OFF AGAINST THE PERSONNEL LIST OF LAST WEEK'S DEPARTMENTAL REPORTS. 

LAY THIS MASS OF FOLDERS ON A TABLE AND" MAKE UP A FOLDER FOR ANY 
NEW STAFF MEMBER AND PUT IM INACTIVE FILES ANY FOLDER FOR A DEPARTED STAFF 
MEMBER. ,ADD UP THE NUMBER'OF UNITS BY GOING THROUGH THE FOLDERS AND COW"' 
PLETE SALARY SUM CALCULATIONS, OBTAINING THE VALUE OF THE UNIT. CAREFULLY 
CROSS 	CHECK UNIT VALUE TO MAKE SURE IT IS ABSOLUTELY RIGHT AND THAT 
UNITS . .UNIT VALUE EQUALS SALARY SUM BEFORE . YOU GO FURTHER. 

TAKE THE DISBURSEMENT VOUCHER MACHINE AND PLACE IT TO YOUR RIGHT, 
LEAVING A BLANK AREA BETWEEN MACHINE AND FOLDERS.  

TAKE FILE NUMBER ONE. OPEN IT. KNOWING THE' UNITS OF THE PERSON, 
THE UNIT VALUE AP HAVING ANY DEDUCTIONS.TO HAND IN THE FOLDER ON Da 
VOUCHER  ,fit, ,THE MACHINE  DO ANY ANb ALL CALCULATION. IF A CALCULATOR IS 
USED, P',U• DOWN .,ITS RESULTS ON THE.VOUCHER.,,  Do  NOT USE SCRAP PAPER.  USE  . 
THE •ISaURSEMENT  V:OUCHER  jjt . THE MAC,HINE. 	• 

MAKE  ANY GOVT.  CALCDLAT!ON FROM  ANY GOVERNMENT TABLES AND PUT.THE 
RESULTS DOWN ON THt.  VOUCHERS AND IN  ANY GOVT. BOOK FROM THE PERSON'S 
FOLDER. 

ADD UP THE PAY AND .  DEDUCTIONS 2.1 THE VOUCHER IN THE MACHINE ARRIVING 
AT ANY AMOUNT THE GOVT. GETS,'ANY AMOUNT . DEDUCTED FOR THE ORGANIZATION, 
AND THE ACTUAL MONEY NOW COMING TO THE PERSON. 

PULL THE MACHINE HANDLE. 'BUNCH - UP THE THREE VOUCHERS TO BEGIN A PILE 
AWAY FROM THE FOLDERS AND; MACHINE., PUT THE FOLDER THAT••AAS BEEN CALCULATED 
FURTHEST FROM YOU., 

TAKE THE. NEXT FOLIAR AND REPEAT THE pPE.RATio4 - witti IT, AGAI•N MAKING 
ALL CALCULATIONS, ON T H E: NEW VOUCHER IN THE MACHINE. ''EVEN SCRIBBLES MUST 
DE PUT ON THE 'VOUCHER SINCE:WE'WANT ACCURACY AND LEGIBI .LITY. NOT NEATNESS. 

CRANK' THE'. SECOND THREE OUT OF THE mkciiiNE ,  AND? LAY THEM ON THE FIRST 
VOUCHER. CROSS**WISE.• PUT THE' SECOND EOLDER AT -THE BACK OF THE. PILE. 

Co ,,IY!WJED.e  ...... 
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REPEAT THIS OPERATION THROUGH'  UT THE FOLDERS. 	 • 

WHEN ALL FOLDERS ARC'SO'CALtULATED'AikIDCOMPiETED, PUT ALL THE FOLDERS 
BACK IN THE  FILE CAB-INET AND.CLOSE JT.  _THERE ARE NOW NO FOLDERS OR BOOKS 
ON THE TAB,LE•  ONLY  • ,NE MACI-OHE'AN,0-7Ht.r.cRIS*"'CROSSE.D'OILE  OF VOUCHERS* 
TAKE': YOUR  PAT A.  FROM  /HE  WH I  IE. ' . 	NOT Stf O AT OTHER COP tS.. 	

• 
- — 	 • 

REMOVE  THE  DISBURSEMENT MACHINE. 

, 
PUT:  AN- ADD 7 I 	M H.4IE: I.N T S .  :FL ACE . 

. 	. 
CLEAR THE ADDING 44ACH:I.NE0 

TAKE UP THE PILE. OF VOUCHERS. FIRST 'ADD UP THE TOTAL  0•rrptoNIEs 0  IF 
ANY, TO BE PAID TO IHEGOVT, BY  GOING THROUGH THE—VDUCERS. GET TH1S;OR 
THESE FINAL FIGURES ON A TA,Pt MA R K WHAT THE TAPE IS ON THE TAPE WITH A 
PEN. PUT THE TAPE ASIDE FOR LATER'REFERENCE. 

GO  THROUGH THE VOUCHERS AGAIN, PUTTING ANY''ORGA:OZATION- DEDUCTION 
FOR EACH PERSON ON THE ADDING MACHINE• 

' 
TOTAL IRE ,FI GURE. EXTRACT THE TAPE FROIt 'TH'E MACH! N't:AND -MARK  I  T AS 

•ORG. 

LAY  THE TAPE 'ASI DE. 

TAKE  :WE  VOUCHER RILE AQAIN A ,AND AGAIN FROM EACH WHITE —PUI , THE PAY 
OF  4Act-1‘zsci. ON THE ,ADDING mAcHloc; 	• 

TOTAL AND REMOVE"IHE TAPE. MARK IT PAY. 

TotAt,  THE  THREE:TAPES'ANO:SEE' IF THEY COMPARE WI'T'H THE1SALARY SUM 
YOU  STARTED WITH. 

• . 	' 

jr,u1gY DO NOt p coUivt,tAC, NUMBED OF VOUCHERS AND THE NUMBER.%0F..! 
FIGURES ON THE  TAPE. COUNT  THE  ORG. DEDUCTIONS AND•TRE NOMDEROF-' , VOUCHERS 
WITH  ORG DEDUCTIONS. •COUNT THE NUMBER OF GOVT. DEDUCTIONS AND THE NUMBER 
ON  THATI,TAPE.  :IF THE ERROR IS,NOT rOurip BY'REASON 01= AN OAItsloki, START A 
AT_LHEBEGiNNING.AS ABOyE,. PULLING 00 THE FOLDEIiS AND'ONCE'MORCZRECALt 

• cuLATIN•ttic  NUidleER  or UNITS:AND.PAY AND THE' A4DUNT.OF 	 4CONTINUE 
OV  THROUGH,'4L CALCULATIONS UNTIL ERROR IS LOCATED: . • 	 T,, 	 . 	 • 

IF ERROR MEANS CORRECTION OF A .VOUCHE'R' HAVE' LOOSE-PIECES.'OF CARBON 
PAPER. TO.CORfCT THEM WITH AND, BE SURE TO CORRECT THE COPY STILL IN THE 
MACHINE. 	IT IS DOUBTFUL 	,MORE THAN  ONE  ORTWO'N- dliCHERS: WOULD'. HAVE TO  BE 

SO CORRECTED AS THEY DO NOT ACCUMULATE THE ERF•P, EACH ONE BEIKG —A 
AERARATEOMPTATION. 

TA•KE TH. E  THREE 'MAC.H.LNE  TARES ' ', ADD THEM CAREFULLY . :~  

	

MAKE DOT'A - tHEQUE  TO THIS SI.14:ONLY:.,:ENTtR . CHEQUt 	DiSCR,IPTION 
AND PURPOSE ON THE  DissuRsEmEdt-MAciaNE) 	 N44>VCRtR . :ANY,GONT. 

:SUM,':— OPGA .:SU41 ,AND.  ACTUAL  P.AY. 
_ — 	• 

MAKE  OUT A  SEPATATE CHECK FOR  PETTY .  CASH. 'Put I'TS FULL DE.SQ111•.TION 
AND  PURPOSE  ON THE  VOUCHER. 

:TAKE :THESE TWO  t•eaury  AND TH•SrT4D  ki0cAeRs'AND ALL VOUCHERS FOR 
PAY  TO  CHEQUE SVGNING PERSONS:FOR,THcIR CNSPEC140N -. 

:[To GET -.THE...EXACT RIGHT CHANGE FOR A PAYROLL MAKE A TABLE BEFORE 
GOING',JOBANK.':.WRITE DOWN LEFT TO RIGHT'ACRDSS A SHEET OFTPLAIII PAPER 

POUNDS, TEN SHILLING NOTES, 1 W6 SHIL'L'ING' COINS; ONE:SHrLLING,SIXPENCES, 
THREEPENCES, PENNIES,  OR IN  U.S., TEN DOLLAR BILLS, , FIVE DOLLAR7BFLLS, 
ONE  DoLLAR t i3IL 7 .FIFTY.CENT. PIECES,,pUARTERS, DIMES, NICKELS, CENTS. 

'TAKE,:THE • oupwvis AND- DO A stW.BREAKpowN OF EACH PAY SUM TO ,DE PAID IN 
CASH. 7PUT.D9WN THE NUMBER OF.. POUND, NOTES ETC. It WILL TAKE:TO:PAY,,:THAT 
PERSON  AND  MARK EACH MONETARYPIECk ONDER'IHE'APROPRIATVCOLUMN.'' THEN 

'ADD UP EACH COLUHN,•RICH.WILL GI.VE. THE EXACT NUMBER OF EACH MONETARY PIECE 
REQ:UIFED: FROM TAE BANK, NEE.PIrc 	TO  W o ..ApoittoN  ACROSS THE: BOTTOM 
SHOULD ADD UP TO THE AMOUNI . OF. INE GWD•SS PAY 'C'HEQU•.• As  YOU WILL ALSO 
AAVE cal;ls IN YOUR PETTY r:A57,H rEZOUE Err;OF,!3 IN PAY — OUT CAN BE REMEDIED. 
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CASH CHEQUE  AT THE BANK,MAKVNG,  SURE YOU OBTAIN ENOUGH  CHANGE.  DO NOT 
GET THE MONEY IN  PACKETS  FOR  EACH PERSON.  JUST  GET  A  LUMP SUM. 

BUY  GOVT.  STAMPS OR  POSTAL qlipRTp  GIVE  THE GOVT. THE  AMOUNT  IT  HAS 
COMING FROM THE  CASH  YOU HAVE IN  HAND. 

THE ORG  DEDUCTIONS  ARE NOW  rNVOICED  OW  THE 1NVOACE,MACHINE AS LOANS 
OR  :INCOME.  THE  .MONEY,  FOR .THIS  SUM •.'TAKEN FROM THE, CASH you RECEIVED 
AT  THE BANK  AND PLACED IN tHe'USUAL.ANCOME 

PAY; DAY.  

• 

ALL  DVSBURSEMENT':40PUES. AND' CASH ARE LAILUOUTW:k:TASLE.. ■ 

PERSONS  TO  BE  PAID  COMSYR PERSON  TO THE 'ACCOUNTANT OR CASHIER, 

THE PERSON IS GIVEN  HIS WHITE  'DISBURSEMENT VOUCHER 'FOR INSPECTION. 

BY  USE OF A CARBON  BETWEEN THEM HE  SIGNS THE,YELLOW:  AND•BLUE COPIES. 

THE  PERSON IS PAID THE  PAY $1.1m  FROM THE DISBURSEMENT COPY. 

THE  -PERSON.RETAIWS TRE.WITE. 

THE ACCOUNTS 05.FICER TOSSES THE 'Y'ELLOW AND BLUE. INTO HIS .FILE BASKET 
AS SOON AS THAT PAYMENT IS DONE. 

ALL:PERSONS ARE PAID. ANYONE NOT THERE TO BE PAID HAS THE THREE 
VOUCHERS AND-THE CASH 'PLACED IN .AN ]ENVELOP. ' IT VS SEA4ED AND LEFT IN 
CASH BOX UNTIL PICKED•UP, AT WHICH TIME THE YELLOW'AND BLUE MUST BE SIGNED 
AS BEFORE. 

FILING ' 

THE SIGNED YELLOW COPY IS FILED IN THE CREDITOR FOLDER OF THE STAFF 
MEMBER. 

THE SIGNED BLUE COPY IS FILED IN THE WEEKLY PAY BREAKDOWN ENVELOPE. 

PAYING BY CHEQUE  

NO  STAFF  MEMBER  MAY BE PAID BY CHEQUE. 

HOLDING PAY  

NO  STAFF MEMBER MAY  LEAV': fS  PAY TO ACCUMULATE ON THE BOOKS OF THE 
ORG. 	fF HE IS SAVING  PAY For S': ■'!ETHING IN  THE ORG., HE HANDS THE AMOUNT 
HE REQUIRES  HELD BACK TO  ACTS WHO  AT ONCE IMVOICES IT SAYING EXACTLY 
WHAT IT IS  ON  THE INVOICE  AND GIVES  THE STAFF MEMBER THE INVOICE WHITE. 
SUCH  A STAFF  MEMBER  SHOULD ALSO  BE  GIVEN A DEBTOR FOLDER AT ONCE.  A  COPY 
OF  THE  INVOICE IS THEN FILED IN IT, SINCE DEBTOR FOLDERS MAY BE PLUS OR 
MINUS WITH  THE ORG. 

U,S MODIFICATION  

AS  7N THE U.S. SOME  ORG'S MAY  NOT  PAY  THE GOVERNMENT ANYTHING, GO 
OVER THE  ABOVE  WITH A PENCIL  AND .CORE  OUT  ALL REFERENCES TO GOVT. PAYMENTS 

COMMONWEALTH ACTION  

THE GOVT. STAMPS BOUGHT AS ABOVE SHOULD BE POSTED IN THE BOOKS WHEN 
THE  YELLOW IS FILED. 

ANY  GOVT. SUMS SHOULD  BE  POSTAL ORDERED AS WE DON'T WANT THE AMOUNT 
GOING BACK THROUGH  OUR  SYSTEM. THE RECEIPT FOR THE ORDER IS FILED IN THE 
CREDITOR FILE MARKED GOVT. WITH ALL OTHER BILLS, THE GOVT BEING ONLY A 
CREDITOR  AFTER ALL. 

ADDITIVES  

ADDITIONAL FILES TO HANDLE PAY OTHER THAN THOSE MENTIONED ABOVE ARE 
NOT ALLOWED  PAYBOOKS ARE NOT KEPT. ONLY PAY FOLDERS, THEMSELVES COMPLETE. 
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REPORTS  

IF A PAYROLL REPORT PERSON BY PERSON IS REQUIRED BY AN EXECUTIVE 
OTHER THAN THE OEPARTMENTAL'REPORTS:THAT COME TO ACCOUNTS IT IS NOT MADE 
BY COPYING 011 .:TYPING:$ .;THE"WEEKLY:PAY SLOE VOUCHERS, SIGNED; AOE ENVELOPED 
AND SENT TO THE EXECUTIVE'WHO SENDS:THEW,BACK. 

A  MUCH BETTER EXECUTIVE REPORT IS•THE WEEKLY LARGE ENVELOPE THAT 
CONTAINS THE FINANCIAL BREAKDOWN SHEET FOR THE WEEK. (THIS DOES NOT EXIST 
IN FIXED PAY-ORGANIZATIONS.: THE BLUES SHOULD BE. SENT INSTEAD.) 

FIXED PAY  ORGANAZATIONS  

;ANY ORGANIZATION.NOT.ON'UNITS:BUT PAID ON FIXED; PAY SHOULD GO OVER 
THE ABOVE AND PENCIL OUT ALL REFERENCES TO UNIT CALCULATION TO SIMPLIFY 
THE USE OF THIS DIRECTIVE: 

COMPlIkNCE.,  

THIS SYSTEM IS EFFECTIVE AT ONCE UPON .AECE1PT4? MAKE UP CREDITOR 
FOLDERS FOR STAFF MEMBERS, OBTAIN ANY OF THE ABOVE MENTIONED EQUIPMENT 
AND'GET:THIS . BYStEM IN BECAUSE IT WILL SAVE.YOU.'t1ME." 

IF YOU ARE KEEPING PAY BOOKS, ETC. ETC. DROP THEM AND FILE THEM IN 
AN EXTRA FOLDER A7 . 11.1E:BACK OF THCSTAFf CREDITOR.' fOLDERS'ZO - THAX THEY 
CAN BE:USED FOR sThr• THAT'WANTSiYEARLY . SUMMATIONS. ALL SUCH,BUMMATION.S 
SHOULD COME' IN THE , FUTVRE.FROM THE FOLDER OF THESTAFF. MEMBER - 'SINCE THAT 
WILL NOW CONTAIN ALL FUTURE DATA. 

PLEASE REALIZE IT IS EASIER TO DO THIS AND THAT THIS IS MORE ACCURATE 
THEN THE SYSTEM YOU ARE USING AND GET IT IN ACTION NOW. 
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