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. INSTRUCTIONS  'A

1. This form will be vsed in making pay rolls for
provincial and munigipal offices. Tt 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 roil need be prepared.

2, All the foree employed during the period cov-
=red by the pay roll, whether stationed at the cap-
itad or in the municipalities, should be included. It
should be grouped in secordance with the schedule
of funds and clussifieations preseribed by the
Auditor General and each group listed aceording to
rank or seniority.

4. The designation of each position 8% given In
the law, planiills, etc, shoold 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 us he officially signs it

4. The dates to be shown in “Peried of Service"
are always to be inelusive, Thus, if dates are shown
from January 5 to 10, it means that the person
worked from Jenuary 5§ to 10, inclusive, or six
davs,

B. Yearly and monthly salaries and wages should
be eomputed in aceovdance with Section 254 of the
Administrative Code.

6. Commutation of slowanees computed hy
period-nmits, showld be meloded n The pay Toll U
they are payable at the same time as the salaries.
More than one kind of eash allowance may be thus
included, sach allowanes being shown on a sepamte
line on the pay roll, thus:

VICTOR GAMA—Jail Goard—

Decembar 1 - Deeomber 31,

salary peér month. .. ..c00000 P35.00 F36.00
VICTOR GAMA—December 1-

December 31, subsistence

allowance per daF. ....0.00 : 50 1550
VICTOR GAMA—July 1-De-

samber &1, clothing allow-

ANGE AT WL . o xs e sdesteins 400,00 20.00

7. Aftar a pay roll is prepared the administra-
tive officer will total columns 3, 9, 10, 12, and 17,
for ench separate functional and expense classifien-
tion. He will then date and sign eertificate No. 1
{on every sheet, if the pey roll consists of more
than one sheet), and submit the pay roll imme-
Fintaly to the Provincisl Treasorer.

&, Uponreceipt of a pay roll the Provineial Treas-
prer will immedistely review same administratively,
and should he find it eorrect, he will approve it by
pecomplishing certificate No. 2 on every sheet, and
then have the pay roll submitted to the Provinecial
Aunditor for preaudit,

¥

= e

Y

. Tha.'e Provincial 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
ereditor and immediately upon his signing the pay
roll, Absent creditors may be paid in check,
Amounts paid will be written by the paying offlcial
under column 18 6r 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 crediter.

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 onder colummn 2. No variation in upeilmn
or orthography should be permitted. Thuas if a
name is written under column “Name” Juan Gon-
zales, it should be so signed in the “Signature™
column and not Joan Gongales y Cristobal, 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.
TE(A).

I{E,}m cloging the pay toll, certificate Wo. & on
sach gheet shall be accomplizhed by the paying offi-
eial, 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 unpaid amoonts will be ex-
tended to column 2Z

18. The Provincial Treasurer mll tal:t: up in his
cashbook, Provineinl Form No. 86(A), the total
amount paid. Thereafter the pay *zolls will be
journalized in the ﬂl‘d]]’.l.ﬂ.rj' TANTET,

S T Gl [ LR T e e—

IN CASE THIS PAY III:II.L IS USED FOR
MUNICIPAL OFFICES
1. All the ingtructions given in the foregoing par-
agraphs which are intended for provineial officials
and accounts will, in so far as practicable, apply
when this form s uased by municipal treasorers
for mumnicipal accounts. However, one general pay
roll may be made for all officials and employees of
the municipality, except teachers who should have a
separate pay roll
2. Whers the mayor will not have to sipn certifi-
cate No. 1, he will approve the pay roll on its face
as provided in certificata No. 4 thercon thos:

“APPROVED:

e Hum{:;pu.i! .i:l’.gj.-.:r'

Approval of municipal mayors on municipal dis-
bursement will not howewer, be required when the
funds involved are™Mational funds which are not
given as aids to local governments but mere
voiced to local treasurers for convenience of

disbursements, A 3

8. Municipal pay rolls will be prepared in ﬂuﬁl
cate, the original to be submitted to the Provineial
Auditor with the wmunicipal treasurer’s accounts,
and the duplicate to be kept by this official.

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

IN CASE THIS PAY ROLL 15 USED FOR EMPLOYEES

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.
28-1(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 certifieate No. & on the last
sheet of the pay_roll

4. Amn amount eqoal to that showm on item Hn 1
of certificate Mo. 5 will be entered on line 2 of the
same certificate.

6. All the amounts shown on this certificate will
be journalized at the time the pay roll is journalized.
The total of certificate Mo, & 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 arve
a part of the charge to the proper salary classifi-
cation.

« B, The three extra copies of the pay roll will take
the place of the form preseribed in Provincial Divi-
gion Cirentar Mo, 476.

DECLA SRIFIE D
Authorizy

Provinerit Foasr No. 38(A)
{ Revised Janupary, 1945)

Foucher ¥o. e




et Aok ve Telnded \n the ey ol %

thev are payeile at the samie Uume ae the salrien.
Wore than ooe 'lﬂ.:l'l:‘uil.'. of engh allowenes TRy o thma
imeluded, ench allwanee being Poowm on & SepaTate
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VICTOR GAMA—Jadl Guard—
Decomber | - December 81,
snlary per menfh, .. ........
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.......... B0 1550
VICTOR GaMai—July 1-Te-
comber 81, clothing allew-
ANGE PAT WBAT.....ievaeiaa- GO0 20U00
Aftar » pay roll i= prepared the sdminiztra-
tive officer will totnl calumns B, 8, 18, 12, and 17,
for sach separate functional ond expense elassifica-
tion. Ho will then dete and sign certificate No, 1

{aon every shéel, if the pny moll conmists of more
than one sheot), and sobmil the pay voll imme-
dintely to the Provincia!l Tressuorer.

5 Upon receipt of a4 pay roll the Provineia]l Treas.
urar will imnediataly review same administratively,
mnd sheuld he find it correct, he will approve it by
necomplishing certificate Mo, £ on every sheet, amd
flsem have the pay ol submitted to the Provinedal
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Lo, A0 RISLE Lk By Tohl, CRTURCRNE Ko b on
eme'n Sheet gnall be meermyplisted vy fhe paymg off-
cial, whether the Provinelal Treasurer himeelf or
a deputy treasurer, and certificats Mo, 7 on the last
gheet only will be accomplished by the Provineinl

Treagurer himsatf. All unpaid amounts will be ex-
temded to eolumn 22. .

13, The Provincial Treasurer will take up in bis
enshbook, Provineial Form Ne. 85(A), the totl
smount paid. Thereafter the pay "pells will be
journplized in the ordinary monner,
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IN CASE THIS PAY ROLL IS USED FOR
MUNICIPAL OFFICES

1. All ithe instructions gliven in the foregoing par-
agraphs which are intended for proviecial officials
ond mecounts will, in so far ss practicable, apply
when this form i5 used by municipnl tressarors
for municipal accounts. Howewer, ome penernl pay
rall may be made for all offieials and employees of
ghe municipality, exespt benchers who should have &
separate pay voll,

£, Where the mayor will not bave to sipn certifi-
eate No. 1, he will approve the pay roll on its face
83 provided in certifieate No. 4 theraon thus:

"APPROVED:

s

A DAL atniunt eaual o thal shewn on e Mo, 1
of cettificate No, b will be entered on line 2 of the
same eertifieate,

B. Al the amounts
be journalized af the
The total
The seco

shown on this certifients will
time the pay roll is jowrnalized,
of certificate Mo. & will be eredited te E-23.
nd item will be a charge to the proper “p”
oxpense classification while the rest of the items are

B part of the charpe to the &
ks EE proper salary classif

B, Thalhtt:mtracupitanithparm“wﬂluh

the place of the form prescribed in Provincisl Divi.
siom Cirenlar No, 476,
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1. mmﬂmfﬁmmmm
offices. Tt should he pre-

pmdhru& . or dependency by the proper

sdmiisfrative officer. As &

copy (original) of the Wﬂm

: & ﬂhmmmwm-

are-siways to e ndhusibe, s, iF dukes:aes Showm

from Jan 6 to 10, it means that the person
worked fromy Jamuary B to 10, inclosive;, or aix
daye.

§. Yearly and monthly salaries and wapes shouald
be compuied in accordance with Section 2564 of the
Administrative Code.

6. Commutation of allowanees, eomputed by
period-unite, should be included in the pay roll if
they are payable at the same time as the salaries.
More thapn one Kmd of cash allowance may be thus
ineladed, each allowance being shown on a separate
fine on the pay roll, thus:
VICTOR GAMA—Jail Guard—

Decembar 1 - Dedember 31,

salary per month .

VICTOR GAMA—-—DE-I:Emh&r 1-
Degember 31, aubsistence
gllowanece per daW.......... A0 15560

VICTOE GAMA—July 1-De-
cember 31, clothing sllow-
BOCE PET YORE. .Lovvoraoross 40.00  20.00

T. After a pay roll is prepared the administra-
tive oflffcer will total colomns 8, 8, 10, 12, and 17,
for each separate finctional and sxpenge clazsifica-
tiom. He will then date and sign cerfiflcate No. 1
{op every sheet, if the pay roll consists of more
than ome sheet), and submit the pay roll imme-
diately to the Prowinecial Treasurer,

8. Upon receipt of a pay toll the Provincial Treas-
urer will immediately review same administratively,
and should he find it correct, he will approve it by
asceomplizhing ceytificate MNo. 2 on every gheet, and
then have the pay roll submitted to the Provineial
Auditor for preguodit,

P85.00 P35.00

Peovincas Fosm No, 38(4)
{Revised January, 19-15]'

o —— —_—

Foucher No. ..

roll, —Absent creditors may be

E
- TR
L1 : i
9. The Provineial Treasurer try
“\.#tc have the pay rolls closed within he menth 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

10. Payments In eash will be made only to the
ereditor and immediately upon his signing the pay

Amounts paid will be written by the paying
under column 18 or 19, as the ease may be
number of check, in ﬁl&mﬂtiﬁm thmk,
should be entered under eolumn 20, innﬂ of the
signature of the creditor. Ty

11, Payments by cash should be rted by the
signature of the creditor. Suoch ' should
be in the same manner the name of the creditor is
written under eclumn 2. No variation in spelling
or orthography should be permitted. Thus if a
name iz written under column “Name” Juan Gon-
zales, it should be so signed in the “Signature®
column and not Juan Gonzales y Cristobal, or J.
Gonzales. Bignatures made by mark or 30 writien
as to be Megible will be witnessed, except signatures
of government officials which, although appearing
illegible, are well known and properly identified om
the Specimen Signature Card, General Form XNo.
TB{A).

12. In closing the pay roll, certificate No. 6 on
each sheet shall be accomplizshed by the paying offi-
cial, whether the Provineial Tressurer himself or
a deputy treasurer, and certificate No. T on the last
sheet only will be accomplizshed by the Provincial
Treasurer himaelf. All unpaid amounts will be ex-
fended to column 22,

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

e mw—

IN CASE THIS PAY ROLL IS USED Fﬂﬁ
MUNICIPAL OFFICES

1. All the instructions given in the {oregoing par-
agraphs which are intended for provingia! 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, exeept teachers who shonld have a
separate pay roll

2, Where the mayor will not have tosipgn certifi-
cate No. 1, he will approve the pay roll on its face
as provided in certificate No. 4 therson thus:

"APPROVED:

ﬁf‘ummm Mayor”

e

s *

=
S .

‘L_?»‘*}, .

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

8. Municipal pay ralls will be prepared in dupli-
cate, the originel to be submitted to the Provineinl
Anditor with the municipal treasmrer's aceounts,
and the duplicate to be kept by thiz official,

4. W‘I’l&n this pay vell is used for municipal pur-
poses, certificate No. 2 shonld be signed by the mu-
nigipal treasurer, cancelling the phrase “subject to
preaudit’” where the system has not been installed
in the municipality concerned.

IN CASE THIS PAY ROLL IS USED FOR EHH.\D‘I’EES
INSURED IN THE GOVERMMENT SERVICE
INSURANCE SYSTEM

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

2, Colomns 18, 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, 5 on the last
sheet of the pay roll

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

6. All the amounts shown on this eartificate will
be journalized at the time the pay roll is journalizad.
The total of certifieate Mo, b 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 eclassifi-
cation.

6. The three extra copies of the pay roll will take
the place of the form preacnhad in P‘rﬂ?mclal Divi-
sion Circular No. 478

*
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I HindBY CERTIFY on my officizl oath that the above
ZaY ROLL ig 2yrrect, and that services above stated have
been duly rendcred. Payment for such services is also
hereby approved from the appropriatl ns indicated.
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