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Month of.
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_ PRY ROLL

PAD BY

(Provincial or Municipal)

Treasurer of..

Province of .

ENTRIES

AMOUNT

Darr Crapiz

Torar |

RECORD OF AUDIT

Checked:

by -

Classifications by

To salary cards by -

To Cash Bool by -

To journal by -
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INSTRUCTIONS

1. This form will be used in malking pay rolls for

sl | s ) s s i e
{al or In the municipalitis, should be included. It
ol 4 g mehodnel Lo, the schedule
e i ErT prEsgnh ed by the

d according to

3, The designation of each position as given
_the Taw, plantilla cte., simala B fahivn, coreectt
and the nam of. the person lling same should be
Speled exactly as that name is it on his ap-

pistment, or o1 ke omeially s

. The dates to be shown d of Service”
e be inciair. Sl Lo
from January 5 to 10, it means that the person
2 from January 5 to 10, inclusive, or six

i ley and ontily salzies and wages should
aance with-Section 251 of tie

e Godes
mutation of allowances, computed by
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Tine on the pay zoll, tho
Vieto Jail Guard—
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VigTon_ Ghs_-Decomber e
mber 81, _subsistence
erday.

23500/ #35.00

Rt 5 1550
Vicror GauAJuly 1-Decam. /-

ber 81, cothing allovance !

per v = w00 200

7. After a pay xoll is prepared the adminisira-

to
(on every sheet, if the pay roll consists of mo
than one sheet), and submit the pay roll imme.
o o Yrmmcxal Treasurer,
8. Upon receipt of a pay roll the Provincial Treas-
B e i)
and shou he fnd it corsot b wil approo it by
accomplishing certificategNo. 2 on every shs

have th o Proine

then have the pay Tol tted to
Auditor for preaudit. y
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The Provineial Treasurer should always try

the books, and his app:

 he aptie araount of salries 834 woges earned,
paid and unpaid.

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

ol Absent creliors’ may bo paid in check
Amounts paid will be written by the paying official
under coltmn 18 or 19, a5 the caso may be. The
‘mumber of check, in case payment is made by check,
Crnu e SRR the
signature of the

s 1y ) e supporied by the
signature of the creditor. Such signature should

the
colon and 5t Tude Gpranles "y Critob
Gon: ignatures made by mark or so written
o Hegale 1 imd, oo s Feres
of government officials which, slthough appearing
illogible, ava woll known and properly identified on
G et el Card, General Form No.
78(A]

oty Dhyael empgeats Mol i

11 unpaid amounts will be ex-

13. The Provincial Treasurer will take up in his
cnshbwk ovineial Form No. (), the tatal
aid, Thereatter the pay Tols will e

S ahoa e o eduary, aan

IN CASE THIS PAY ROLL IS USED FOR
NICIPAL OFFICH

i e given in i oregoing par-
s which are ntended for provincil offias
and accounts wil as practicable, apply
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tor muniipal aecomts ono general pay.
iy e e e ey
ty,excopt teahers who should have &

Soparite pay
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eato No. 1, he will approve the pay roll on its face
as provided in certificate No. 4 thereon thus:
“APPROVED:

Btunicipal Mayor”

Approval of musiipal mayors on ssiepel die
bursement will not. however, be required when the
B mvnlved are National funds which are not

s aids to local governments but merely i
Vol 1o Joea reasurers for convenience of theix
dbursems
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‘and the duplicate to be kept by this oficial.

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

IN CASE THIS PAY ROLL IS USED FOR EM-
LOYEES INSURED IN THE GOVERNMENT
SERVICE INSURANCE SYSTEM

extra copies of the pay roll will be pre-
parod o 4 oA 1o Bt o
38-1(A

2. Columns 13, 14, and 15 will be duly i tor
those employees who are insured in the syt

3 The geand total of thess columns wil be shown
3 (e St o it o 7 oot ok
sheet of the pay ol

4. An amount guul.l o i o o ot
42 totifnata. 1 b entezed on Jine 2 of ¢
samo cortificate.

. All the amounts shown on this certificate will
be }aumahzed at the time the pay roll is journalized.
The total of certificate No. 5 will be credited to E-23.
T Gedend i Wl 1o & . charge o the propr 7
expense classification while the rest of the items are
e ot
atm

he three extra copies of the pay roll will take
o el forut presribed 1 Proviseal Dok
sion Cireular No.
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PROVINCIAL Form No. 38(A)

Voucher No.
Month of.

AT [ 1

_PAY ROLL

(Provincial or Municipal)

PAID BY

Treasurer of...

Province of-.

ENTRIES

AMOUNT

Deair CrapiT

e

Checked:

TOTAL ..

RECORD OF AUDIT

Computations by -

by -

To salary cards by .-

To Cash Book by -.

To journal by -

Reviewed by
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INSTRUCTIONS:

‘making pay rolls for
. This form will be P Ciices, Tt should be pre-
prmnml and 797"or dependency by the proper
pared for g “officer. As a general rule but one
admipiginal) 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 included. It
should be grouped in accordance with the schedule
of funds and classifications prescribed 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, etc., 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 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 person
worked from January 5 to 10, inclusive, or six
days.

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

6 Commatation of allowances, computed by

-units, should be included in tho. pay. <ol it

included; each allowance being shown on o separate
Tine on the pay roll, thus:
ViR CuntaflGuard—
December 1-December 31,
salary per month..
Victor Gawa—December 1-
December 31, _subsistence
a;

35,00 P35.00

allowance 50 1650
ViCTOR GAA—July 1-Decem-

ber 31, clothing allowance

per 4000 2000

v & pay roll is prepared b it
tive officer will total columns 8, 9, 10, 12, and 17,
for each separate functional and :xpenau L
tion. He will then date and sign certificate No. 1
B e i e o
than one sheet), and submit the pay roll imme-
diately to the Provincial Treasurer.

8, Upon receipt of a pay roll the Provincial Treas-
urer 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 Provincial
Auditor for preaudit,
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9. 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 cash 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 case may be. The
number of check, in case payment is made by check,
Al e entered cades column 20, instead of the
signature of the credi

11 Payments by oo he wopporien by the
signature of the creditor. Such signature should

name is 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. _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
m Specimen Signature Card, General Form No.

by closing the pay oll, certificate No. 6 on
each STt Shalt b seEomplimea by the paying oml-
cial, whether the Provincial Treasurer himself or
a deputy treasurer, and certificate No. 7 on the last
sheet only will be accomplished by the Provincial
Treasurer himself. All unpaid amounts will be ex-
e column 22,

The Provincial Treasurer wﬂl take up in his
cnshbook 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. Al the instructions given in the foregoing par-
agraphs which are intended for provincial officials

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
e mumiipaliy, except techats who should have &
separate pay T
5 Where ha mayor Will not have b slgn cartit
cate No. 1, he will approve the pay roll on its face
as provided in certificate No, 4 thercon thus:
“APPROVED:

Minicipal Mayor”

Approval of municipal mayors on municipal dis-
bursement will not however, be required when the
funds involved are National funds which are mot
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 offcial

4. When this pay roll is used for municipal, pur-
Doses, cortificate No. 2 should be signed by the mu-
nicipal treasurer, eancelling the phrase “subject to
preaudit” where the system has ot been installed in
the municipality concerned.

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.
38-1(A).

2. Columns 13, 14, and 15 will be duly filled for

on the proper lines on certificate No. 5 on the last
sheet of the pay roll.

4. An smount equal to that shown on item No. 1
of cartificata Ne .
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 credited to E-23.
The second item will be a charge to the proper “p”
expense classification while the rest of the jtems are
a part of the charge to the proper salary cla
cation.

6. T}le three extra copies of the pay roll will take
the place of the form prescribed in Provincial Divi-
sion Circular No. 476.

od.on Jin 9 of ha...
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INSTRUCTIONS

1. This form will be used in making pey rolls for
‘provincial and municipal offices. It should be pre-
pered 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 force employed during the period cov-
eved by the pay roll, whether stationed at the cap-
jtal or in the municipalities, should be included. Te
should be grouped in accordance with the schedule
of funds and classifications prescribed by the
Auditor General and each group listed according to
nlk or seniority.
£, 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 offcially signs it.

dates to be shown in “Period of Serviee”

are always to be inclusive. Thus, if dates are shown
trom Januas 10, it means that the person
worked from January 5 to 10, inclusive, or six
day Lo

5. Yearly and monthly salaries and wiages should
e computed in aceordance with Section 251 of
Administrative Code.

Commutation of ~allowances, computed by
-units, should be included in the pay roll if
1oy are payable at the same time as the salaries.
slore than one kind of cash allowance ma
included, each allowance being shown on a scparate
Tine on the pay roll, thus:
VICTOR GAMA—Jail Guard—

December 1-December 81,

salary per mont} i,
VioToR GasA—December

December 31, _subsistence

allowance perday.

Vicron Gaatg—_Jul !y 1-De

23500 P35.00

50 1550

cem-
ber 31, clothing allowance

: 4000 20,00
7. After a pay roll is prepared the administra-
tive officer will total columns 8 9, 10, 12, and 17,
for cach separate functional and expense classifica-
tion. Ele il then date and sign carifate No. 1

per yea

diately to the Provincial Treasurer,

. Upon receipt of a pay roll the Provincial Treas-
urer 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 Provincial
Auditor for preaudit.
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9. 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 cash 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 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

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.
T8(A).

12, In closing the pay roll, certificate No. G on
each sheet shall be accomplished by the payirg offi-
cial, whether the Provincial Treasurer himsel? or
a deputy treasurer, and certificate No. 7 on the last
sheet only will be accomplished by the Provincial
Treasurer himself. All unpaid 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 Wil be
journalized in the ordinary manner.

IN CASE THIS PAY ROLL IS USED FOR
UNICIPAL OFFICES
1. All the instructions given in the foregoing par-
agraphs which are intended for provincial officials

the municipality, except teachers who should have a
separate pay roll.

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

“APPROVED:

Municipal Mayor”

Approval of municipal mayors on municipal dis-
bursement will not however, be required when the
funds 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.

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 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 concerned.

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.
33-1(4).

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

. 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 No. 1
of certificate No. 5 will be entered on line 2 of the
same certificate.

. 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 credited to E-23.
The second item will be a charge to the proper “p”
expense classification while the rest of the items are
2 part of the charge to the proper salary classifi-
cation,

6. The three extra copies of the pay roll will take
the place of the form prescribed in Provincial Divi-
sion Gireular No. 476.
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INSTRUCTIONS

This form wil be used in making pay rolls for
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ATl the fnstroct in the foregoing par-
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‘bursement will not however, be required when the
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