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o HEADQUARTERS USAFFE ‘l'
| Sl - ELW/grb
’ CILETII SHEE
SR T , Do Not Remove From Attached Sheets
liote No. & File No, Subject: Cebu Motor Pool Payroll
=
FROM: Claims Service, USAFFE TO: Recovered Personnel
AF0 718 Section,HQ USAFFE ATO
501
9 June 1945

1. The inclosed payroll of the USAFFE lMotor FPool
Cebu City, Cebu, Philippines is forwarded herewith for
your attention., According to Mariano Y., Alo, who was
tlmekeeper for USAFFE Motor Pool in Cebu and malntained
this record, this payroll has not been paid. This record
was Torwarded to Clalms Service from Guerilla sources.

2. Since our arrival at Base "3" numerous inquiries

had been made by former civilian employees of the army
relative to thelr back pay.

A

EI‘E'ETT LI- ]HHITSEI.IT, JRir;
| 1E't|-| Ltlll J A.G D
Investigating Officer
Claims Service, US
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FOR THE LIONTH OF APRIL :
iRt Signature of Pyee Witnied t?.;i:mu o (o A?EEEEH REMARKS
[éihglh} ml.n ih;ﬂ} ‘
ﬁ/lwfvﬁ I‘fivi_-ﬁm[’l?}r‘tﬂi? 20 ila s a4 &% - g 5 (1) 2 - 3
MR, CHARLES A, BLUE $300.00 D )d NAKUA _44 ¢4lr¢"¢' ){
MR. PEDRO DE OCAMPO £200.00 i* ‘Qz,d*#:t‘ #‘*ﬂ’&i :
| Bl v o SRR RIS

MRy GABRTEL BUGKLATAN $125.00 @ S8 9.2
i MARTANO ¥, ALU #100.00 A ﬁ###i
Mit. ESTANESLAO BABANO FL00 .00 4’%*#&&*%@ ,
Mis JUAN ALFORQUS ¥ 75,00 ‘ﬁ 0% #ﬁ?jﬁ;‘ H :
MTR-. 'f.l.I'DI'-']J:LE' GM#]PU.E-D ¥ ?E-DG “"ﬁ -& .b 4 | r-i' "I
Mi. FRUCTUOSO OMAIIA | B 75,00 W '“‘fﬁ | e A
MH. SILVERTQ ENCABO | = 75,00 ‘i %‘& 5. | e 8
MR. WILLIAM TREMPER | ®75.00 &l ﬁ‘,*&*ﬁ' | X \’*
ME. FRANGISCO ALMADTN 1:.1a 75 ., 00 . -""‘:_,___ & *‘*'* | i \
MR. SIMEON LIWANAG ' 75,00 55 ‘/?} #‘ | |
Ik« JUAN CULANAY ® 95,00 -'!'.1_c ,("f, o :* k- l
UR. GAUDENCIO G. BARREYRQ ¥ 60.00 MK _f}}f}ﬁ_‘.@f‘:- NS
MR. JUAN U. CASTANEDA P 60.00  DUSIICICINS e’ l
MR. BEENVENIDO ALO P 60,00 ALK »-fif;'“‘} |
g, JUL TH P 60.00 AT AN d oy
MR, EDILBERTO BMPASES | ® 60,00 "/ KA """’* =R
ME. AGULIDO BABANO ‘s as5,0 - o, LT by
MR. CARMINIANO LAMITE 1 T 45 Ug B Wﬂ*ttﬁ*iﬁﬁzf‘ '
MR. LEOCADIO G : PSS IE

. ADIO GENRAULE P 45.00 B L XK |
Mi. VICENTE CONCEPCION | ® 45,00 pmﬁ.‘ﬁﬁf @.‘ 5
MR, GEORGE DXOQUING. . | ® 45.00 5 *‘3,*4&..#.{0“ X -
M FAcThO BAOMSG . LR 45.00  1o<X ‘...ﬁ! XIRD |
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INSTRUCTIONS

1. This form will be used in making pay rolls for
provincial and municipal offices. It should be pre-
pared for each office or dependency by the proper
administrative officer. As a general rule buot one
copy (original) of the pay roll need be prepared.

2. All the force employed during the period cov-
ered by the pay roll, whether stationed at the cap-
ital or in the municipalities, should be incladed. It
should be grouped In accordance with the schedule
of funds and classifications preseribed by the
Auditor General and each group listed according to
rank or seniority.

8. The designation of each position as given in
the law, plantilla, ete,, should be shown correctly,
and the name of the person filling same should be
spelled exactly as that name iz written, on his ap-
pointment, or as he officially signs it. '

4, The datea to be shown in “Period of Service”
are always to be inclusive. Thus, if dates’are shown
from January B to 10, it means|that the ‘pereon
worked from January 6 to 10, ‘inclosive, or six
daya.
5. Yearly and monthly salaries and wages should
be computed in accordance with Section 254 of the
Administrative Code,

6. Commutation of allowances, computed by
period-unitz, should be included in the pay roll if
they are payable at the same time as the galaries.
More than one kind of cash allowance may be thus
included, each allowance being shown on & separate
line on the pay roll, thus:

VicToR GAMA—Jail Guoard—

December 1-December 31,

salary per month................. 3500 ™36.00
Victor Gami—December 1-

December 31, subsistence

allowance per day...-.om... b5 15.60
VictoR GAMA—July 1-Decem-

ber 31, clothing allowance

g gy o P EE o SR 40,00 20.00

.T' After a pay roll is prepared the administra-
tive officer will total columns 8§, g, 10, 12, and 17,
for each separate functional and expense classifen-
tion. He will then date and sign eertificate No. 1
{on every sheet, if the pay roll consists of more
than one sheet), and submit the pay roll imme-
diately to the Provineial Treasurer.

8. Upon receipt of a pay roll the Provineial Treas-
urer will immediately review same administratively,
and should he find it eorrect, he will approve it by
accomplishing certificate No, 2 on every sheet, and
then have the pay roll submitted to the Provincial

Auditor for preaudit,
10=—158

-_—
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9. The Provincial Treasurer should always try
te have the pay rolls closed within the month for
which made in order that they can be taken up in
the books, and his appropriations charged monthly
with the entire amount of salaries and wages earned,
paid and unpaid.

10, Payments in cash will be made only te ths
creditor and immediately wpon his signing the pay
roll. Absent creditors may be paid in  checlk.
Amounts paid will be written by the paying official
under column 18 or 19, as the case may be. The
number of check, in case payment is made by check,
should be entered under column 20, instead of the
signature of the creditor,

11. Payments by cash should be supported by the
signature of the ereditor. Such signature’ should
be in the same manner the name of the creditor is
written under colomn 2. No variation in spelling
or orthography should be permitted. Thus if a
name 15 written onder colomn "Mame" Juesn Gon-
znles, it should be so signed in the “Signature™
column and not Juan Gonzales y OCristobal, or J.
Gonzales, Signatures made by mark or so written
as to be illegible will be witnessed, except signatures
of government officials which, although appearing
illegible, are well known and properly identified on
the Specimen Signature Card, General Form No.
TR{A).

12. In closing the pay roll, certificate No. § on
each sheet shall be accomplished by the paying offi-
cial, whether the Provineial Treasurer himeelf or

a deputy treasurer, and certificate No,.T on the last-

sheet only will be accomplished by the Provineial
Treasurer himself. All unpaid amounts will be ex-
tended to column 22,

13, The Provincial Treasurer will take up in his
eashbook, Provincial Form No. 86(A), the total
amount paid. Thereafter the pay rolls will be
journalized in the ordinary manner.

e =

——

IN CASE THIS PAY ROLL IS USED FOR
MUMICIPAL OFFICES

1. All the instructions given in the foregoing par-
agraphs which are intended for provineial officials
and accounts will, in so far as practicable, apply
when this form is used by municipal treasurers
for muonicipal accounts, However, one peneral pay
roll may be made for all officials and cmplovees of
the municipality, except teachers who should have a
separate pay roll,

2. Where the mayor will not have to sign certifi-

eate No, 1, he will approve the pay roll on its fice"

a8 provided in certificate No. 4 thereon thus:
"APPROVED:

Municipal iayor”

Approval of municipal mayors on municipal dis-
bursement will not however, be roquired when the
funds involved are Mational funds which are not
given as aids to local povernments but merely in-
volced to local treasurers for conveniencse of their
disbursements.

8, Municipal pay rolls will be prepared in du-
plicata, the original to be submitted to the Provinelal
Auditor with the municipal treasurer's accounts,
and the doplicate to be kept by this official.

4. When this pay roll iz used for municipal pur-
poses, certifieate No. 2 should be signed by the mu-
nicipal treasurer, cancelling the phrase “subject to
preaudit™ where the system has not been installed in
the municipality eoncerned.

IN CASE THIS PAY ROLL IS USED FOR EM-

PLOYEES INSURED IN THE GOVERNMENT
SERVICE INSURANCE SYSTEM

1. Three extra copies of the pay roll will be pre-
pared on the thin sheet styled Provincial Form No.
3E-1(A).

2. Columns 13, 14, and 15 will be duly filled for
those employees who are insured in the system.

3. The grand total of these columna will ba shown
on the proper lines on certificate No. 6 on the last
sheet of the pay roll.

4., An amount equal to that shown on item No, 1
of certificate No. 5 will be entered on line 2 of the
same certificate.

5. All the amounts shown on this certificate will
be journalized at the time the pay roll is journalized.
The total of certificate No. 5 will be eredited to E-23,
The second item will be a charge to the proper “p*
expense classification while the rest of the items are
a part of the charge to the proper salary elassifi-
cation.

6. The three extra copiea of the pay roll will take
the place of the form preseribed in Provineial Divi-
glon Cireular No. 476,
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XX
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. s ABELO, RUFINO XK J{#W‘EWI’*
10_ AGUSFINA, GERILO ﬁi‘ﬁmﬂ'ﬂ'ﬁ'ﬁ" ‘
@ AGUSTIN, ALEJANDRO COCNNINXLAN G D ra whe;
i 4108, GEeARDO BRI KIALIIN | 1
© ABELLA, LEONCIO | %:"E&ﬁﬁ“ﬁi
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15 AMBUS, EUGENIO . R IRAIARRRIXIN
. 15 ARCHE, LUCAS CSIPY R X RERIR
17 AGUILAR, FRANCISCO RN L4
18 mq,;,ﬁ.-rsm ?‘#‘W'ﬁ"ﬂ’&‘%ﬁ "P*‘
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2 BARING, RAUMUNDO ,*:i"i:‘#"#ﬁ%ﬁ X4
22 BAYLON, ROQUE SIS I AR INAX
. BALABA, PABLO ﬂi"ﬂ'ﬁ'*ﬂk*@ﬂﬁiﬁ
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5 BACUS, DIONISIO S SCIRIIRDIIR
% BRIONES, MATEQ :i*i'ﬁk*dﬁ%%ﬁ",
21 BRIONES, VICENTE l’i.‘. *-‘d?‘w%ﬂ‘ﬁi‘i'
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31 BARTLLANO, LUPE M‘iﬂ?‘#’%ﬁﬂﬁ
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14 18 Ll | ¥ ® s o i ?r £6 Ok 1'9/*"5?"'3-’ A K r7 ol ) ﬁzﬁ’}?"ﬂ ‘c{lé;kﬂf/lf.liﬁ
1 G AMACHO , MARTANO ‘1 1#‘%‘5&;‘1"“ | T |
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ﬁg?ﬁg‘iﬂxf, MENARD -}:uﬂ%ﬂp 1#“*1:&,"&#!
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CANEDS» a0 SEIRIASHIXIREER |
14 CABRERA) o oy ¥ ANGOKS Dot ee% O |
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15 CAVAN, LEON II "E"b"ﬁ"ﬂﬁﬁuﬁ"* ‘ N I
17 UI?-'{JH; PERFECTO > ﬁ‘ﬁ“ﬂ"d'ﬁ-‘?ﬁ'ﬂwg‘ 4
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S INSTRUCTIONS

1, Thiz form will be used in making pay rolls for
provincial and municipal offices. It should be pre-
pared for each office or dependency by the proper
administrative officer. As a general rule but one
eopy (original) of the pay roll need be prepared.

2, All the force employed during the peried cov-
ered by the pay roll, whether stationed at the cap-
ital or in the municipalities, should be included. IE
should be grouped in accordance with the schedule
of fundz and eclassifications prescribed by the
Auditor General and each group listed according to
rank or seniority.

8. The designation of each position as given in
the law, plantilla, ete, should be shown correetly,

and the name of the person filling same should be
spelled exactly as that name is writien on his ap-
pointment, or as he officially sigms it.
4. The dates to be shown in *Period of Service”

are always to be inclusive. Thus, if dates are shown
from January 5 to 10, it means that the persom
worked from January 6 to 10, inclusive, or Bix

days.
5. Yearly and monthly salaries and wages should
be computed in accordance with Section 254 of the

Adminiztrative Code.
§. Commutation of allowances, computed by

period-units, should be included in the pay roll if
they are payable at the same time as the salariea.
More than one kind of cash allowance may be thus
included, each allowance being shown on a separate
line on the pay roll, thus:

Vicror CGamMa—Jail Guard—

December 1-December 31,
galary per month - .ccooeocmcaicim £35.00 ¥35.00

Vicror Gama—December 1-
December 81, subsistence )
allowance per day..-..c- S0 1550

Vicror GaMA—July 1-Decem-
ber 81, clothing allowance
PET FEAL ..ooiicrmmmereirinamrrrrases 4000  20.00

7. After a pay roll is prepared the administra-
tive officer will total columns 8, 9, 10, 12, and 17,
for each separate functional and expense classifica-
tion. He will then date and sign certificate No. 1
{on every sheet, if the pay roll consists of more
than one sheet), and submit the pay roll immae-
diately to the Provincial Treasurer,

8, Upon receipt of a pay roll the Provincial Treas-
arer will immediately review same administratively,
and should he find it correct, he will approve it by
accomplishing certificate No. 2 on every sheet, and
then have the pay roll submitted to the Provineial

Auditor for preaudit.
10—186
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9. The Provincial Treasurer should always try
to have the pay rolls closed within the month for
which made in order that they ean be taken up in
the books, and his appropriations charged monthly
with the entive amount of salaries and wages earned,
paid and unpaid.

10. Payments in cash will be made only to the
creditor and immediately upon his signing the pay
roll. Absent ereditors may be paid in check,
Amounts paid will be written by the paying official
under column 18 or 19, as the case may be. The
number of check, in case payment is made by check,
should be entered under column 20, instead of the
gignature of the creditor.

11. Payments by cash should be supported by the
signature of the creditor. Such signature should
be in the same manner the name of the creditor is
written under column 2. No variation in spelling
or orthography should be permitted. Thus if a
name is written under column “Name” Juan Gon-
zales, it should be so signed in the “Signature”
eplumn and mot Juan Gongzales y Cristobal, or 7.
Goneales. Signatures made by mark or so written
ag to be illegibla will be witnessed, except signatures
of government officials which, although appearing
illegible, are well known and properly identifled on
the Specimen Signature Card, General Form No.
TE(A).

12, In closing the pay roll, certificate No. 6 on
each sheet shall be aceomplished by the paying offi-
cial, whether the Provincial Treasurer himself or
a deputy treasurer, and certificate No. 7 on the last
sheet only will be accomplished by the Provineial
Treasurer himself. All anpaid amounts will be ex-
tended to eolumn 22,

12. The Provincial Treasurer will take up in his
cachbook, Provincial Form No. B3(A), the total
amount paid. Thereafter the pay rolla will be
journalized in the ordinary manner.

————r=uri

IN CASE THIS PAY ROLL IS USED FOR
MUNICIPAL OFFICES

1. All the instructionz given in the foregoing par-
agraphs which are intended for provincial officials
and accounts will, in so far as practicable, apply
when this form iz used by municipal treasurers
for municipal accounts. However, one general pay
roll may be made for all officials and employees of
the municipality, except teachers who should have a
geparate pay roll.

9 Where the mayor will not have to sign certifi-
cate No. 1, he will approve the pay roll on its face
as provided in certificate No. 4 thereon thus:

# s PPROVED: 1 -
L, \J 0 ;.ﬁ:-fn 'J -

Municipal Mayor”

Approval of municipal mayors on munlcipal dis-
bursement will not however, be required when the
funds involved are National funds which are mnot
given as aids to local governments but merely in-
voiced to local treasurers for convenience of their
disbursements.

3, Municipal pay rolls will be prepared in du-
plicate, the original to be submitted to the Provincial
Auditor with the municipal treasurer’s accounts,
and the duplicate to be kept by this official.

4. When this pay roll is used for municipal pur-
poses, certificate Mo, 2 should be signed by the mu-
nicipal treasurer, cancelling the phrase lignhject to
preaudit” where the system has not been installed in
the municipality concerned.

—

IN CASE THIS PAY ROLL I§ USED FOR EM-
PLOYEES INSURED IN THE GOVERNMENT
SERVICE INSURANCE SYSTEM

1. Three extra copies of the pay roll will be pre-
pared on the thin sheet giyled Provincinl Form No.
GB-1(A}.

2. Columns 13, 14, and 16 will be duly filled for
those employees who are insured in the system.

3. The grand total of these columns will be shown
on the proper lines on eertificate No. 5 on the last
sheet of the pay roll. ]

4. An amount equal to that shown on item No. 1
of certificate No. 5 will be entered on line 2 of the
same certificate,

5. All the amounts shown on this certificate will
be journalized at the time the pay roll is journalized.
The total of certificate No. § will be credited to E-23.
The second item will be a charge to the proper “p"
expense classification while the rest of the items are
a part of the charge to the proper salary classifi-
cation,

. The three extra coples of the pay roll will take
the place of the form prescribed in Provincial Divi-
sion Cirenlar No. 476.

=
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I HEREBY CERTIFY on my 0ffic;,

and employee whose name
name, under column 17, he having sig
above, in my presence and at thet "l'_le th

edgment of receipt of the money

=
T

appears

—— e

Unpzid
Amount Due REMARKS
{Cr. G- )

! oath that I have paid in cash to each official
the gbove roll the amount set opposite his
ned or marked his name under column 20
at payment was made to him, in acknowl-

e —

(7) I HEREBY CERTIFY on m¥ “Wejgy oo 0 = o
pears on the above roll has beett patd
amount shown under eolumn I8

payments made by me in this peY rorg AMaunts to
P

i Wfﬂ}iﬂﬂ whose mame Q- /
' cash or in check, and in no other mode, the |
Da bove, opposite his name. The total of the
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INSTRUCTIONS 9. The Provinclal Treasurer should always try Approval of municipal mayors on municipal die-
to have the pay rolls closed within the month for bursement will not however, be required when the
1. This form will be used in making pay rolls for which made in ':'1:'1“' that t_hE!_F can be taken up in funds involved are Wational funds which are not
provincial and munieipal offices. It should be pre- thl'"-‘ boolks, Fl_ﬂd his BPPTDFT‘lE‘-hIL"ﬂE charged monthly given ns aids to local governments but merely in-
pared for each office or dependency by the proper with the entire amount of salaries and wages earned, voiced to loeal treasurers for convenience of their F"
disbursements, —

administrative officer. As a general rule but ope
eopy (criginal) of the pay roll need be prepared.

2, All the force employed during the period cov-
ered by the pay roll, whether stationed at the cap-
ftal or in the municipalities, ghould be included. It
should be grouped in accordance with the echedule
of funds and eclassifications preseribed by the
Auditor General and each group listed according to
rank or seniority.

3. The designation of each position as given in
the law, plantilla, ete., should be shown correctly.
and the name of the person filling same should be
spelled exactly as that name iz written on his ap-

poeintment, or &3 he officially signs it
4, The dates to be shown in “Peried of SBervice”
are always o be inclusive. Thas, if dates are shown

from Jannary 5 to 10, it mesns that the person
worked from January 5 to 10, inclusive, or Bix

5. Yearly and monthly salaries and wapges should
be computed in pecordance with Bection 254 of the
Administrative Code.

8. Commutation of allowances, ecomputed by
period-units, should be incloded in the pay roll if
they are payable at the same time as the salaries.
More than one kind of cash allowance may be thua
included, each allowance being shown on a separate
line on the pay roll, thus:

Vicron GamA—Tall Guard—

Decomber  1-December 31,
salary per momth...oeeme e

VICTOR GAMA—December 1-
December 81, subsistence
allowance per day...casoe. b0 1560

Victor GamMa—July 1-Diecem-
ber 31, clothing allowance
PR FOAL . e ... 40,00 20,00

7. After a pay roll is prepared the administra-
tive officer will total columns 8, 9, 10, 12, and 17,
for each separate functional and expense classifies-
tion. He will then date and sign certificate No. 1
(om every sheet, if the pay roll consists of more
than one sheet), and submit the pay roll imme-
diately to the Provinelal Treasurer,

B. Upon receipt of a pay roll the Provincial Treas-
arer will immediately review same administratively
and shounld he find it corvect, he will approve it b,r,:
accompliehing certificate No. 2 on every sheet, and
then have the pay roll submitted to the Provineial

Auditor for preaudi,
Ll

T35.00 T35,

paid and unpaid,

10, Payments in eash will be made only to tha
ereditor and immediately upon his signing the pay
roll. Absent creditors may be paid in cheek.
Amounts paid will be written by the paying official
under column 18 or 19, as the case may be. The
number of check, in ¢ase payment iz made by cheek,
should be entered under column 20, instead of the
signature of the creditor.

11. Paymentz by cach should be supported by the
signature of the ereditor. Such signature sheuld
be in the same manner the name of the creditor is
wiitben ander column 2. Mo variation in spelling
or orthography should be permitted, Thos if a
name iz written under column “Name” Juan Gon-
zales, it should be so signed in the “Signature®
column. and wobt Joan Ty Oristobals or J.
Gomzalen, - Signatures o mark or so written -
as to be illegible will be witfessed, éxcept signatures.,
of powvernment. officinla which, although pearing
illegible, are well known and properly identified on
the Specimen Signature Card, General Form No.
TE(A). :

12, In closing the pay roll, certificate Mo. & on
each sheek shall be accomplished by the paying offi-
cial, whether the Provincial Treasurer h¥meelf or
a deputy treasurer, and certificate Mo. 7 on the Jast
sheat only will be accomplished by the Provineial
Treasurer himself. All unpaid amounts will be ex.
tended to colummn 22,

13. The Provinelal Treasurer will take up in his
eashbook, Provinelal Form No. B5(A), the tatal
amount paid. Thereafter the pay rolls will be
journalized in the crdinary manner,

——

IN CASE THIS PAY ROLL I8 USED FOR
MUNICIPAL OFFICES

1. All the instructions given in the foreroin -
agraphs which are infended for pl'uvinctgi} 'I:IEE.EI::.:H.
and accounts will, in so far as practicable, apply
when this form is used by municipal treasurers
for municipal accounts. However, one general pay
roll may be made for all officials and employees of
the municipality, except teachers who should have 5
separate pay roll,

2. Where the mayor will not have to sign certi.
cate No. 1, he will approve the pay roll on its fuce
a8 provided in certificate Na, 4 thereon thus:

“APPROVED:

Minisipal Slayor

3. Muonicipal pay rolls will be prepared in- du-
plicate, the criginal to be subgnittad to the Provincial
Auditor with the municipal treasurer’s nccounts,
and the duplicate to be kept by this official.

4. When this pay roll is used for municipal pur-
poees, certificate No. 2 should be signed by the mu-
nicipal treasurer, cancelling the phrase “subject to
preaudit” where the aystem has not been installed in
the municipality eoncerned.

IN CASE THIS PAY ROLL 18 USED FOR EM-
PLOYEES INSURED IN ;THE GOVERNMENT
SERVICE INSURAMNCE ETEM

1. Three extra copies of the pay roll will be pre-

. . on tho thin shest o cwineial Form Moo
L B e s
‘2. Columns 18,714, and 15 will he duly. filled for.

 those employees who are insured in the system.

3. The grand total of thess columns will be shown
on the proper lines on certificate No. 6 on the Iast
sheet of the pay roll.

4. An smount equal to that shown on item No, 1
of certificate No. 5 will be entered on line 2 of the
same certificats,

E: All the amounts shown on this certifiente will
be jeurnalized at the time the pay roll is journalized.
The total of certificate No. 5 will be credited to E-23.
The second item will be a charge to the proper 'r‘j;""
expense classification while the rest of the items are
a part of the charge to the proper salary classifi-
eation,

6. The three extra coples of the pay roll will take

the ::-la_we of the form preseribed in Provineial Divi-
sion Cireular Mo, 4786,
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INSTRUCTIONS

1, This form will be used in making pay rolls for
provineial and municipal offices. It should be pre-
pared for each office or dependency by the proper
administrative officer. As a general rule but one
copy (original) of the pay roll need be prepared.

2, All the forece employed during the period cov-
ered by the pay roll, whether stationed at the cap-
ital or in the municipalities, should be included. It
should be grouped in aeccordance with the schedule
of funds and classifications prescribed by the

Auditor General and each group listed according to
rank or zeniority.

3. The designation of each position as given in
the law, plantilla, ete, should be shown correctly,
and the name of the person filling same should be
spelled exactly as that name is written on his ap-

_pointment, or as he officially signs it.

* 4, The datez to be shown-im-“Period-of-Hervice™
are always to be inclugive. Thus, if dates are shown
from -January 5 to 10, it means that the person
worked from January 5 to 10, inclusive, or six
daysa,

6. ¥early and monthly salaries and wages should
be computed in accordance with Section 2564 of the
Administrative Code,

6. Commutation of allowances, computed by
period-units, should be included im the pay roll if
they are payable at the same time as the salaries.
More than one kind of cash allowance may be thus
ineluded, each allowance being shown on n separate
line on the pay roll, thus:

Victor GamAi—Jail Guard—
December 1-December 31,

galary per month......ccceeenee ..

VictoR GAMA—December 1-
December 81, subsistence
allowance per day..................

VICTOoR GaMA—July 1-Decem-
ber 31, clothing allowance

Per YeAr ...

-

*35.00 P36.00
Bl 15.50

40.00  20.00

7. After a pay roll is prepared the administra-
tive officer will total columns 8, 9, 10, 12, and 17,
for each separate funectiona] and expense classifica-
tion. He will then date and sign certificate No. 1

@(on every sheet, if the pay roll consists of more
than one sheet), and submit the pay roll imme-
diately to the Provincial Treasurer,

8. Upon receipt of a pay Yoll the Provincial Treas-
urer will Immﬂdiﬂtﬂir Treview same Edl’ﬂjﬂiﬂfﬂti“&]}'.
and ghould he find it correct, he will approve it by
accomplishing certificate No. 2 on every sheet, and

then have the pay roll submitted L
Audit-ﬂl' for Preaudit, to the Provineial

¥

-

“ag ta be illegible will he
"~ of government . officials swhich, although, appearing

8. The Provineial Treasurer should always try
to have the pay rolls closed within the month for
which made in order that they can be taken up in
the books, and his appropriations charged monthly
with the entire amount of salaries and wages earned,
paid and unpaid.

10. Payments in eash will be made only to the
creditor and immediately upon. his signing the pay
roll. Absent creditors may be paid in check
Amounts. paid will be written by the paying official
under column 18 or 19, as the ecaze may be. The
number of check, in case payment is made by check,
should be entered under cu]umn@ﬂ, instead of the
gipnature of the creditor. '

“ 11. Payments by cash should be supported by the
gignature of the creditor. Such signature should
be in the same manner the name of the creditor is
written under column 2, No variation in spelling
or orthography should be permitted. Thus if a

name is written under column “‘Name"” Juan Gon-
zales, it should be so signed in the *“Signature™
column and not Juan Gonzales ¥ Cristobal, er J.
Gonzales, Signatures mﬁn_hﬁr mark or 80 written

tnessed, except signatures

=

'- _illegible, are well “knosn and. properly identified on

%/ “ABPBOVED: .
. VESIS D] /

the ‘Specimien Signaturé Card,. General Form No.
TR(A). :

12. In closing the pay roll, certificate No. 6 on
each sheet shall be accomplished by the paying offi-
cial, whether the Provineial Treazurer himself or
a deputy treasurer, afd certifieate No, 7 on the last
sheet only will be accomplished by the Provineial
Treasurer himself. All unpald amounts will be ex-
tended to column 22,

13. The Provincial Treasurer will take up in his
cashbook, Provincial Form No. 85(A),, the total
amount paid. Thereafter the pay rolls will be
journalized in the ordinary manner. .

IN CASE THIS PAY ROLL IS USED FOR
MUNICIPAL OFFICES

1, All the instructions given in the foregoing par-
agraphs which are intended for provincial officials
and aceounts will, in so far as practicable, apply
when this form is used by municipal treasurers
for municipal accounts. However, one feneral pay
roll may be made for all officials and employees gf
the municipality, except teachers who should have 5
separate pay roll .

2. Where the mayor will not have to sign certif.

cate Hﬂ: 1, he will approve the pay roll on Ita faeq
a3 provided in certificate No. 4 thereon thus:

o0 )9 . 00

Minigipal Mayor”

-

Er

L

F

&
Approval of municipal mayors on municipal dis-
bursement will not however, b required when the
funds involved are National Tunds which are not
given as aids to local governments but merely in-
voiced to local treasurers for convenience of their
disbursements.

3. Municipal pay rolls will be prepared in du-
plicate, the original to be subiitted to the Provincial
Auditor with the municipal. treasurer's accounts,
and the duplicate to be kept by this official.

4. When this pay roll is-used for municipal pur-
poses, certificate No. 2 should -be signed by the mu-
nicipal treasurer, cancelling the phrase “subject to
preandit” where the system has not been installed in
the municipality concerned.

e
=

IN CASE THIS PAY ROLL IS USED FOR EM-
PLOYEES INSURED IN THE GOVERMMENT
SERVICE INSURANCE ﬁffETEM

1. Three extra copics of the pay roll will be pre-
pared on the thin sheet HtFlEfPrwint!ilT Form No.
a8-1(A). - .

2. Columns 13, 14, and 15 will be duly filled for
those employees who are insured in the system.

3. The grand total of these columns will be shown
on the proper lines on certificate No. 6 on the last
sheet of the pay roll.

4. An amount equal to that shown on item No. 1
of gertificate No. 5 will be entered on line 2 of the
same certificate.

5. All the amounts shown on this certificate will
be journalized at the time the pay roll iz journalized.
The total of certificate No. § will be credited to E-28.
The second item will be a charge to the proper “p"
expense classification while the rest of the items are
a part of the charge to the proper salary classifi-
cation. x ;

6. The three extra copies of the pdy roll will take
the place of the form preseribed in Provineial Divi-
gion Circular No, 476,
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