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" thesums herein specified opposite our respective names, being in Ml compensation for our services for the period stated.
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GENERAL PAY ROLL—INSTRUGCTIONS

1. This pay roll will be 'prEpai-gd uﬂm&x duplicate for permanent employees alome, or for
0

temporary. employess-alone, The inal nhmitted to the Burean Auditor eoncernsd while the
daplicate will bE petcined by the Cesiiur 335 bi:S -

"~ 8. Tn ao far as possible, Burears and Offiees yyre requested to arrange the names of employees ap-
pearing on this pay roll in alphabetical opdéer by
office, or chief of department or division wh

3. Employecs should be classified nug'mi
ahown for each employes must be the spmeiEs

4. This puy #611 iz desipned to cover tWw bimonthly payments to each employee whose name ap-
pears thereon. On the fivst line under the eolumnlheaded “Period of Service, Inclusive Dates,” (Co-
lumn Mo, 4) will be shown the peried from the fipit fo fifteenth of each month and, on the second line
will be shown the peried from the sixteenth to end of each month,

5. Siznatures of the employess recelving !
payvment. As & general Tule, signatures Will be dfixed only upon receiving the zalary. Illepitla sig-
notures or those made by mark must ba witnessed except fn the case of government officials and em-
ployees whose sipnatures, althongh appesring illeribie, are recorded and identified on Genersl Form
Mo, TB{A). i

. Each pay roll should be made o show brisfly, vnder columm for “Remarks,” the dates of ab-
gences: perlod eovered by partin] payments of ®ary, if any, together with its jourpal voucher num-
her and date: the general nature of the serviee parformed where the employes does not belong to a
regulnr office force—for example: “Crew of Lin Pluto,” “Employess at rock quarcy,” ete. Pay-
ment for Sundays or overtime work, when @uthsrized, should be specificslly noted under column
keaded “Remarks,” the number of Sundays oF htsrs of overtime work being stated,

shall be written flrst
nutare of employment. The designation to be

7. During the perlod from the sixteenth to the end of each month, the pay roll will be held as -

cash item by the Disbursing Officer who made t for the first “quincena™ of the month. To
avold confusion in cases of examination, figures ary for the seeond “guincena™ of each month
top bie shown under “Net. 1 E
lewet five days before the end of each month wheh such figures dor the second “quincena”™ may meain
be typewritten therein, e |

4. Thiz pay roll must be sebmitted to the Barean Auditor for entry within three days after the
close of emch month. The total net ealury reesived (Column Mo, 17) shall be debiled to so clas-

sificatinns a” and/or “b”, as olassified, and crefited to the BE-4 mceount of the disbursing officer

eoncerned. When an officer or eruployes whose appears in the pay roll foils for eertain reasons.
to recoive his pay at any time before the np thereof, the net salary not received shown un-

der “Net Salary Recsived” (Column No. 17) shajj be crossed out or eancelled with proper initial and

transferred 10 Column 16 to be credited to C-1
piuimne due to the Government Berviee Insurancal
creditad to C-1-1, Accounta Payablp, Insular B

Accpunta Payable, Miscellaneous. Insurance pre-
yetem (Columns Nos, 10 and 11} shall also ba
aus apd Offices. Alterations or crasores of the
orlgingl amounts shown under this Column No. §F must be initinled by the disbursing officer with
propor certificate of the payes under “Remarks;® viz: “Roccived Pormron. (slgnature).”

0, Under clvil servies rules, all absonces of fﬂaﬂ and employees are presomed to be without
ay until nn application on the prescribed form |8 appbroved by the Honcrable, the Commissioner of

vil Berviee, to be with pay. Exeept in the casy of cmployeds who are entitled to the benefits of |

the Osmofin Retirement Act, ma salary mast, & ; be paid to moy other employes for any ab-
semee until a duly ppproved application for leave iy received the Burénn Anditor to be attathed to
the ¥oucher or warrant covering payment. Ab s shown i’a the monthly report of absences sub-

mitted by chiefs of bureans and offices to the Budenn of Civil Service for the next preceding month, ]

for which no criginel spplications have as yel byen receivod at the time of the preparation of the
eurrent pay roll or salary warrants, must be :
roll and eredited to C-1-8, Accpunts Fayable, Migcellaneous,

10, For the advance information of the Au , the original applieatlons for leave should invar-
iably be sent to his Office for notation immedis upon receipt thereof and before forwarding the
gamg to the Burean of Civil SBervite. A clear Cip MSI’ of the manthly report of absences afore-
said should alse be furnished the Auditor's Office for audit purposes.

11. Each Eheﬂfg)_mgf!r woll ghall be totalled pnd recapitulated by the disbursing officer in the
space provided therefor. grand summary sheet for euch mﬂﬁmtlmn segrognted by funds and
duly certified ms correct by the Bureau Auditor's clerk who audited the same, shall be ntbiched to the
pay roll to serve as s basis of formulating and checking the journal entries,

10—k

fong, except in the casze of the chief of bureau er |

shown in his appeintment or order of aasignment. '

pont hereon will be remired for esch bimonthly -

Saliry Received” (Colump Mo, 17) must mot apperar in the pay roll until at

Bnd be ghown under Column Mo B of this pay -
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GENERAL PAY ROLL—INSTARUGTIONS I

1. This pay roll will e prepared snd signedin dupleate for permonent emplovees alona, or far {
tamparary employesd alone. The criginal will be sulimittod to the Buresu Aundifar comcerned while the {
dupliemta will he retained b® the Cashier for hia gle,

. 2 In go far as possible, Boreaws and ﬂlﬂuuéﬂ requested to arrange the names of employecs ap- -
pearing on this pay roll o alphaberical order boedivisions, except in the cpse of the shinf of boresy ec
offive, or chicl of dopartment or division whose rame sholl be writien first,

- & Employees should be clossified according fo nature of employment. The desipantion o ba
shewn fop each emploges must be the same s that shown in bis appointment or crder of assignment

d. This pay roll s designed to cover two bimonthly payments to each employee whose name ap. . -
reard Aberesn. On tho first line under the column headed “Perfod of | Bervice, Inplusive Dates,” {Co-
lamm Bao, 43 Wil be showmn the period from the fitst o Afteenth of ench month and, an the second line
will e ghown the period from the sixteenth to the end of epch month, ’

G. Signatures of the employess receiving nayment heveon will be roquired for onch himonthly
rayment  As o gemeral rule, signatures will ‘beaffixed only wpen receiving the salary,  Illepible -, IJ
nabures or those made by mark must be witnua.!gﬂd, txcept im the cape of government cfftcials and eme
E:‘Iu';aeu whass sigmatares, although appenring illegible, are recorded and identified sn Genersl Ferm
Moo TR{A).

6. Each pay roll should be made to show briofly, upder column for ‘Remarks” tha dates of sbe
sences; period coverod by partin] payments of sslary, if apy, together with its fournal voucher nom-
fer and date; the genoral nature of the service pirformed whera the empliyee doss pot belong o o
regular office force—for mample: “Crew of Lénmh Pluto,” “Employees st roek quarry,” ete.  Pay- "
ment for Sundays or overtimo work, when nuthorized, should be specifically neted wnder pcalzmn
hoaded “Remarks," the number of Bundays or haifs of overtime wopk being stnted, ;

V. During the period from the sixteenth to the ond of oach month, the pay roll will be Beld as
Iy eash ftem by the Drsburaing Officer who made the payment for the first “quincens™ of the month, To |
f wvoid eonfusion in ensea of exmmination, Sgures Boeopaary for the secomd “guineens” of cach month
I tn ba shown under “Net Salary Heceived” (Coluin Mo, 17) must not appesr in the pay voll until st
I -1 ; fenst five dugm hnctnu;% the and of each month wWhe such figures far the seeond “guineona™ oy oprin |
be Lypewriticn tHCreio, i g B e
8. This pay roll must be submitted to the Betens Auditor for entry within three days aftor the
L eleze of gach month. | The total net ealary Fos {Colomn Me 1Th ehall be debited to expenss clas-
¥ ] sificationg “p" andSor "B, ae classified,” gmd to the B-4 account of the dishursing oficer
\ h B conzerngl.  When an officer or empleyes whose, nppears in the pay roll failz for pertein vensons
I to receive his pay At any tlme beforn the mebox fi tha net salary mot recelved shown an.
der “Net Balary Received” (Column Ne. 1T) ‘e erossod out or cancslled with proper. inftial and ;
. teansferped to Celonn 186 to be credited to -1

% Accounts Payoble, Miscellnpeous. Insurance pre-
miums due to the Gowvernment Servioe Insurines System (Columns Noa 10 and 113 shall alss be'
eradited fo C-1-1, Accounts Payabls, Tnomlar s snd Ofices, Alterotions or crosuros of the
# v ariginal ameunts shown under this Column No. 17 muet he nitisled by the dishursing officer with | 3
proper eertifitate of the payes under "Romarksy' vig,: “Recelvpd ®._ L. . . (Sipnatupa)
- . 8. Undor elvil serviee ruales, o1l ahgences qirﬁgﬂ. and employess are presumed to he without
- » ' : pay until an appleation on ﬂ:uﬂpcrncrllmd Torm p?:pmuﬂ by the Honoralde, the Commissioner of
’ e Civil Servica, to be with pay. Exeept in the of emplayees who are entitled to the bopefita of
F ' the Csmefin Relirement Act, no salary must, th®efore, be poid to any other employes for any sb-
senca untll & duly approved application for lave @ veceived by the Burear Auditor to be sttached to . i
the voucher of warzmnt covering paymeont. shown in tho mopthly report of abeesees mib-
mitted Ly chiefs of bureaus nnd offices to the t of Civil Bervies for the next preceding momth,
' for which wo- oflginal applicatiorm have ns yet receivod b the time of the preparation of the *
s carrent pay roll or salary worennts, mdgt be ond be shown under Colomn No. 8 of thiz pay '
it roll and eredited to’ C=1-3; Accounts Fryable; neome.
3 ;. A\ ! 10, For the advance infarmation of the A v Eha original applications for lenve should Invars
} N fnlly ke sent to his Ofide for nobakion fmmed Fupen receiph thereof and befors forwarding the
] { a1 | saice to the Borean of Qivil Bervice. A clear eopy of the monthly report of sheences afore
. ! L =aid should mlse be furnished the Auditor's ¥ for aodit purpeses.
11. Ench sbeet of the pay rol]l shall be tobal'®d gnd recapitulated by the dlsbirsing oficer in the
iy o : - —na . spoew provided thosefor, A grand mmﬁﬂ for aech recapitaintiong sogregabed by funds and
W g oG | duly cortified s corfiet by the Buresu A '8 ¥lerk whe auwdited the same, shall be attached to the
oy roll to sorvo ns o basis of formulating aod chetking the journnl entries.
Wr-—2
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