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Duty A  Supervising Activities of Payroll Department
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Maintain office supplies inventory
Toordinate work of department
Fvaluate employee morale

Maintain good human relations
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Maintaining Department Personnel Level

SWN =

Keep proper number of employees in payroll department
Train new employees

Initiate status changes

Maintain employee records
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Maintaining and lLstablishing Communications of the Payroll Department
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Process incoming mail

Process outgoing mail

Greet and assist visitors

Collect and provide data at meetings
Prepare miscellanecus pavroll reports
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Preparing Employer Tax Reports
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Prepare form W-2 (wage and tax statements)
Prepare employer FICA and income tax forms
Prepare city and state income tax forms

Prepare federal and state unemployment forms .
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Duty E  Establishing and Maintaining Files

Set up filing system

Prepare materials for the files
Sort the materials
Cross~reference material
Arrange and place material

Care for the records
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court order deductions

miscellaneous deductions




SUOT3IONP3IP 3ID31I0dUY

S404Y3

xypuadde 9sg

sayouedaidosyp 3juaieddy
suor3ldwaxa JO Iaquny

(°8e3u9019d) 2an3y3 TEOTIPWAYIELY
99koTdma ‘sarTqel ‘siaey)

S3INJ

pouye> suoridmaxad a3ep-d
spao231 TToafed uo Junowe pIOOIY
1s93 K3y[Iqeucsesx A1ddy
umnowe LJTIDA

s3utuxes
aTqexes o3 33ea I3erxdoadde AT1ddy

%8®I-GNS

J3eINDOE IXE SIXEI
| Swoduy 103 SUOTIONPIP JT SuUTWIIIA(Q
W s3ugules arqexel o3 sayrdde
. a3ea 93ejadoadde yoyrym suTEIIISQ

SNOISIO3a

1931amadL]

(9-m)
23801313190 BurpTOoyylIIm s, a3akordey
sarqe3 93w3uadiad £11)H
saTqel 93e3uadaad ajeas

saTqe3 SurpToyylITM puR s3IeYd [eI3P3J

P1093x £1031STY S, IakoTdwy
paooax s3urured s, aafordwy
Teuyuxal xaindmo)

suyydsew 3uippe 10 I03BTNOTED

QyVvZVH — AL3d4dVS

I9AITMONM IONVIWHOIHId

NOdN Q3iJV $103r80
'STVIHILVIN ‘LNIWJIND3 'S1001

THOONI ALAdWOD () NIWILVIS NSVL)

Q

Aruitoxt provided by Eic:

E




S8

BdurdAl ‘diysuewuayg

swaoj
aurydeu o3l 3akoTdug Sut3TIp

sydead ¢safqel ‘spaooaa ‘siaey)
saxe3l awoduf LITD pue

syseydwd Yy3lIMm s3daduod pue STTTIAS OTIB3WYITA®R TTSBY uy 9syoaad ‘qol ayjl yiim JuaIaIND 3q 03 SPIAU IIJIOM V

A8oToutwaal ‘a3e3s ‘Teasapal 103 suofjeIndaa
| Te21UY233l ‘LaeTngedoa ‘uorsuayaadwo) XB3 3woduy Tejuawulaaold 331diajuy durpeay
|
7 S1d43I0NOJ/STTAS S3TdNWVX3 S3IAOW 3IDONVWHO4H3d
SNOILYIINNWINGD .
<=
P
sapod xel-8uipo)
AITTIQIXATI
uorleWIIS?d jo ardiourayg 30UB13AIISADY
£31TETIIUdPTIUO)
SUOYT3IONPIP snoliea °"IJ3°T L31T71qR3ldepy
suoijeaado jo a3pio ay3y o3 paedaa K3TRAOT
yays seynulioj [edIaaumu BuTA[Os pue ZulpuelsiIaAPu]] i £31a2893ul
A3TTIQRYITN
{aTnpayds 23ea uoTIONPI(] | Koeanodoy
sydea3 ao/pue ‘s3afqel ‘s3aeyd Jaidaajur pue peFy L3sauoy
uorjeandwod xel JwodUuy *IJ°T :s3TRa]l LK3TTRUOsxad
‘wa3lsLs Iaqunu Tea1 jo L3iadoaq -sadejuadaad uo SuimoTTO3 233 ITQIUXD Se T[9M Se JudfdIjoxd pue T1ed3a

SW3I1SAS YIBWNN — HLVW

3JON3IOS

SAXVI THOONI IINAWCD  (INIWILVLS MNSVIL}

Aruitoxt provided by Eic:

E\.




UOTIONPIP 3IV3II00UY

Sunyy3

xTpuadde aag

sapouedaidsyp juaaeddy
3an3 13 TeOTITWIYIEW
uoj3edIJIssed aakorduy

93eINOOE ST UOTIONPIP IJT BUTWIIIA(
A1dde
sSua3sds JUIMIITIBI YOTYm SBuTWIIIaQ

SNOISI03a

piodaa 3akordwa ajep-dn

PTI9UYITA Junome Jo WIISAS
JuamWalIFiax Ijeradoadde wmiojuy
spxodax [roided uo Junowe PIOIIY
18931 A3FTIqRuoseax A1ddy
Junowe AFTIIA

s38uyuxe?d
arqexe3 o3 23e1 ajevidoadde A1ddy

sqsel-qng

I931amadL]

sSmIo] WIISAS JUAWAITIOX 93e1adoaddy
19353891 TT1014ed

poriac Led 103 s3utuaed

pi10231 L3031y S,93LoTduy

pio2aa1 s3ururead s,aafordwy

aTqe3l wWIISAS JUIMWIITIBN IIBATIY
s3a[qel pue siaeyd vIIJ

Teurmaal xajndwo)

aujyoeu Sulppe 1o I03BTNOTE)

r——

.

ayvzZvH — Al3dvS

»

3IDAITMONA ATNVINHOIHId

INITNTIILIY ¥0d

NOdN 431J0v S103r80
‘SIVIHILYW ‘INIWLIND3 'ST00L

Q

IC

Aruitoxt provided by Eic:

E




-1 &3 -
|
suidal ‘diysurvwuusaq SpPI0231 INO BJUTTTId SUTITAY
Spx023x ‘sydeasd ¢safqex ‘siaey)
suoyyeyndal wals(s
Juawaiyiax ajeatad 3axdiajug
L1eTngedoan suorjendaz
¢ {3oTourwial TeOTUY2a3 ‘uorsuayazduwo)d V¥n14 jusuuiaaod Jaadaajug Suipeay
SLd3ONOJ/STHAS S3TdNVX3 S3IAQOW 3INVIWHO4H3d

SNOILVIINNWWOD

S3P0D IJUBWAITIAI-3UTpoO)

uoyjlvUWIlIsa jo saTdyourayd
. A3TTIQIXITL
SUOTIONPIp JU3WDIITIAI Io/pue yOI4d °°°F IOUBIIAIISII]

suoypjeaado jo i13apio 3yl o3l A3TTETIUIPTIIUO)

pae8a1 yiym seTnwioj Jedfaswnu JulaTos pue 3uypuelsiapun £3TT71qR3dEpPY
AateLo1
[s9Tnpayds JuswalTIFY] £312893ut

syde18 1o/pue ‘safqel ‘siaeyd 3Iaxdiajur pue pey A3TT19®119Y
Loeanodoy
S9TNPaYIS WIISAS JUIMBATIAI I0 VOI4 °9°TF £3s3auol
wa3sks i1aqunu Jeax jo K3aadoag

:s3Tex3 L3FTRUOSIad
sa8ejuadaad uo SuMOTTO3 Yl ITQTIUX3 Se TIamM Se JUIIDTI0oId pue TTeda1

syseydua yiym sidasuod pue STTINS DTIWYITI® DISeg ur 3syoaxd ‘qol 9yl y3aTMm 3U3AIND =q O3 SpIdU I3RIoMm ¥

~

SW3I1SAS HIGAWNN — HIVW . JION3IIOS

INTHTIILTY ¥O4 SNOTIONAAA 3LNAWOD  (LNIWILVILS v_miem
1]

Full Tt Provided by ERIC.




SuoT3oNpap 3Idaxroduy

SHOYH3

xypuadde aag

sajoueda1dsTp Iuareddy
9wfoTdma jo UOTIBDIIFSSETD
$I9TOTITO4d

a8ei1aA02 jo adueyo ajep-dp
piodox TToafed uo junowe pioI)Y
31593 £31TTqeuoseai A1ddy

3jea 9jrlidoadde L1ddy

sMSseI-qNg

A19@3eanooe pajindwod
ST UOT3IEWIOIUT JT SurwWIIIaq
23e13aA00 pue 33ex AJTIBA

SNOISI03d

3193TanadLL

smioJ uorjezrTeltrdsoy
pue adueansur aietidoaddy
3193sF89x1 TT10aLed
p10231 AX03STY S.99LoTdwl
piooax s8uiurea s,3aLo7dumy
s3leyd ucileziTeltdsol
s31eYyd sdueansuy
193ndmo)
autydoeu 3urppe 10 I03EINDOTE)

ayvzZvH — Al134VS

3903 TMONM IONVIWHOSH3d

NOdN Q31Jv S103r80
'STVIHILVW ‘LNIWJINDI 'STO0L

NOILDNGQAC NOIIVZITVII4SOH NV JONVIASNI FLAJIHOD (INJWILVLS MNSVL)
\ N

\
Ry

Q

IC

¥

IText Providad by ERIC.



diysuewuad *surdAl

AxeIngqedoa

ASoToutwi®l TEOTUYIIY ‘uorsuayazdwo)

S1430NOD/311INS

$3INYTJ YUIpPI10293y

-Teatdsoy 10 @dueansutr 3axdaajuy

pue @dueansuy 103 AITTIQISTT? o4
gututeixad Aor7od Auedwod Iaada=auy

S3TdNVX3

autyorw 03 IYIsoTdwy urirapn
spaooaa ‘sydeasd “safqel ‘siaey)d
Lo110d UOTIEZI
s31Tjauaq uorjeziielrdsoy
Surpeay

S3A0OW JONVINHO44H3d

SNOLLVIINNWINOD

sapod Auedwod-3uino)
uoiljewilsa jo saydioutxyg

S9TNPaYds uolidNpap °I3°1
suoijerwdo jo I3pI0 3Y3l O paedaa
yatms senuloj Tediasunu Jurayos pue Suipleisiapu)

[seTnpayds uo;3onpaq|

sydead zo/pue ‘sayqe3 ‘s3aeyD 3I91didjur pur pedy
saju. °*9°F

ud3sds Iaqumu Teax jJo L3aadoiy

s3daouod pue STTIMS OT3Iawyllae oIseg

£3T71qI%a14
30URIIAIDSIIJ
A3TTe13UadpIIUO)
£3711qe3depy
A3Tefon
A3tagajuy
£3T11qeT 134
A2eanooy
A3sauoy

:s3t1exl L37TRUOsaad
3urmoTTol 9Yl ITQIYXD se [[9M se Juardyjoxd pue Jyedax
uy 3s1031d ‘qof 3yl YiITM JU3IXIND 3q OF SpPIBU I3¥JIOM Y

SW31SAS HIBWNN — HiVWN

JON3IDS

SFO1I1ONA3d NOILVZITVLIASOH ANV JONVHISNI JINdWOD

(IN3W3LVIS NSY' &)

\Ul
a8

X

Aruitoxt provided by Eic:




£T3091102
paindmoo axr SIUNOWE JT JBUTWIII(
sayouedaidsyp Juaaeddy pazfyaoyane ST uorINqral

sSUoI3ONpap 3Idaaaoouy suoyleZIIOYINE m-@N%OH&ﬁ—m -u0d 3uo ueyl aiow JI¥ Qﬁﬂaﬂug

SNOISI03

H4O4H43 S3NJ

sydead *‘saTqea ‘siaeyd aleridoaddy
3931amadsy,

sm103] uoy3jeId0Sse Ijeridoaddy
192351331 TrCaked

SUOT3IEeZTIOYINE UOTINQIIJUOD LIEJUNTOA
Pi0231 A103STY S, IDAoTdug
piodax Sururz’d s,avkorduy
x93ndwon

auyyoew 3uyppe 10 I03IeTNITED

paajnbai uays spiodax- ajep-df
PT24YylT~ unoume
3jo uotaeylosse aleridoadde waojuy
spio231 JToafed uo Junowe PIODIY
1823 L3TTTqrUOoseax L1ddy
Junowe KJTISA
SUOTINQTIJUOD
Jo 3unouwe 33efidoadde L1ddy

xypuadde aag

syNseI-qns

NOdN Q310v $103r80

3903TIMONN IONVINHOIYId 'STYIHILVI ‘INIWIND3I 'ST001

QHVZVH — Al134VS

SNOILONA3q FLNIHOD (- NIWILVLS MS71)

Q

IC

E

Aruitoxt provided by Eic:




v

L6

A3oToutw1al TeO1uyd3a3 ‘uorsuayaadwo)

drysuewuad ‘suiday,

S1430NO0J/STTINS S31dNVYX3 S3A0OW 2ONVWHO4d3d

suloj uyl SUITTIA
QUTYIBW 01 2 hoyduy BUurITay

pue ‘sijieyd ‘swioj ‘saTqel ‘Spaodry
suo13onpap %umucnwo> ao3
uorleziioyine s.aakofdwa 3Iaadiajuj
A1eTNQEOOA uoI3INQTaIU0D Liejunjoa o3
dutujeiaad £oi7od Auedwod 3aadaajul Suipeay

sydeasd

SNOILVYIINNWINOD

sapoo Aueduwod.3uipo)

uorjewrlsa jo satdiduiag
SIINPaYDS UOTIONPIP °3°T
suoijeaado jo aapao ayjl o3l pae8az

yiis sefnuloj yedraaunu Juratos pue Juipueisaspup

[seInpayds uox3onpsq]
sydead io/pue *‘safqel ‘s3aeyd 3aadiajur pue peay

s9jea °9°%
wajxsds 1aqunu Teax jo L3jaadoayg

s3dadouod pue STTF)S OIjawyliaie oiseq

A3111Q %814

?duRIIALIISAI]

£31TRTIUSPIIUOD

£311TqRIcEpPY

£31edO7]

A31a893u]l

L3TTTqQRITNY

Lorvanooy

L3sauoy]

. ts3teal L3rTeuosaad
3UIMOTTO] 9yl 3ITQIYXad Se TI9M se JusIdijoad pue pIed3a
uy 9sidaad ‘qof 3yl yiIIM JU3LIND 3Q 03 SPaIaU I1I}jaoM VY

SINJ1ISAS HIBWNNN — HIVW

ION3I0S

SNOLLN

THINOD Z¥VINATOA Y04 SNOIIONGAG JLNJIN0D (LN3IW3ILVIS zw(._.\wm
a8

Full Tt Provided by ERIC.

r




SuOTIONPIP 3I031I0dUY

SHOYHY3

x1puadde a3g

Mmuucuawuumww‘mnwwmma<,
e T paed uoylezIIoyiny

S3nd

s3Tnsa1 a8ueyd uaym spiodax ajep-dp

Sp10221 uolun JIFPIID I03 JuMouwe pIodIY
spx0o2ax Tyoifed uo

a9koTdma £q paisanbax Junowe paoday

1593 £3TTTqeuoseax A1ddy

Junmowe AJTIDA

sysel-qng

ajeandoe
ST pe3onpap junowe 3Y3 JT SuTwWIaIaQ

SNOISIO3d

sydexg ‘safqel ~sileyd os3eradoaddy
x9311MadL]

Sw10J uOTUN 3TPa31d 33eradoxaddy
pied uoT3lezIioyine a3Lorduz
piooax Ppaed uoyun 3I¥paid IkoTduz
p10o231 £103STY S.93LoTduy

piodax sSutuaes s,2aa4oTdmy
TeuTmIal 13ndwo)

auryoruw 3uyppe Ic¢ 103eTNITED

QdvzvH — Al134VS

39Aa3TMONM JONVINHOIHId

NOdN G310V $103r80
'STVIHI LV "1INIWdINDI 'ST1001

Q

Aruitoxt provided by Eic:

E




pese:

drysurautfed < 3uyd4dl

A8oToutwial TeOTUyoal ‘uorsuayaizdwo)

SLd3INOJ/STTINS

SW103 ‘SPIcda1 AIBSSIDAU JNC JUTITTL

sydeas ‘safqel ‘s3aeyd ‘spuaooay

suorun 3YpPaad

Zuruxaosuod Loyjod Auedwoo 3Iaidiajuy

sai1orTod uoyun 3ITpPaid 331diajuy
uotun 3¥paid Jurpaedax

uorjeTn8ax Tejuauwuiaaol Jazdiajuy

S3TdINVX3

BurlTay

3urpedy

S3AOW JONVIWHO-44H3d

SNOILVIINAWINOD " -

sapod Auedwod-3urpo)
S3aTNpPayds IBpuaIEd °*3°T
suorjeiado jo 13pio 3yl o3 paedax
Y3ym SeTNWIOj TedTasunu 8uiAJos pue Suipuelsiapuy

[s@Tnpayds aepuare)d]
sydead zo/pue ‘saTqel ‘siaeyd Iaadaajuy pue pedy

Suoy3lonNpap pazyrioyine °I3°Y
wajxsAs zaqunu Tealx jo L3xadoag

s3doouod pue STTTINS OFIauylyie dIseq

£3TTIQIXITS
aOURI3AIISIAI
L31TeTI3UuapPIIUC)
£3111qR3dERPY
L3TeAOT
A31a893uy
£3TTTqRITaY
Loeanooy
A3sauoy

. :s3tex3 L317euosxad
3uTMOTTOF 9yl ITQIYXD Se TIam Se Juardyjoad pue [Ted3a
uyr astoaid ‘qof 3yl yiTm JUaIIND 3q 03 SPa3aU I)Iom Y

SWILSAS HIGWNN — HIVW

ION3I0S

NOIIDAAIA NOINN IIAFWD ILA4WOD  (INIWILVILS HSVL O
2
E :

Full Tt Provided by ERIC.

r

i

-




T 1aquaa - 19qmam
-uou ¥ WoaJ udjel suorldonpag s31oueda1dsIp sjuaxeddy . ® sy 93foydwa 3ay3z 3JT durmMIalza(q
SUOTIONPIP 3ID3II0dU]I s38¥T drUsIaquap —_3031300 ST 33ex Y3 3T auTuxalzaq
- - §40H4Y3 _ S3Nd SNOi1S103d
sydead 1o sarqel .muumnu 93etadoaddy
3937amada]
h _ . smxo3l 3jeradoaddy
] s3nsax adueyd usym Spiod3ax ajep-dpn aa3sI891 TrO0ILeg
- PISYY3Iy» 3uUnouwe Jo UOTI paoaax Li0asTty s (99koTdugy
~ .eJoosse 1o uoyun 33ejadoadde miojux pioo21 s3ujulea s,93LoTduy
spiodax [Toided uo pioday s3STT dyysaaquae -C(3IEFIOSSE 10 UOTW)
. 35931 £3ITIqruoseax L1ddy zandwmo)
- xypundde asg jumouwe 10 3jea ajyndwo) aupyoem Sujppe 10 103ETNITED
sysel-qng
7
- NOdN g310v S123r80
- G3TMON ONVINY 3 ., p .
aYvZVH — AL34YS JD0ITMONN JONVINHOIHI STVIHILVI ‘LNIWAINDI ‘ST00L
— : . sAnd NOILVIDOSSY ¥O NOINA FLNdNOD

) /

{(LN3W3LVLS MSV1)

IC

E

Aruitoxt provided by Eic:




dyysuewuad ‘duypdAp

(3oTourwziaj TeOTuUYda3 ‘uoysuayazdwo)

-

/

S1d43DNOJ/STITINS

sp4i0v3x ajevyadoxdde 3no BUTITITA
sydeay ‘saTqe3 ‘sixeyd °‘sprooay

Suyure3zaad saydrTod UOTIBIDOSSE
10 uorun pue Auedwod 3aidiajuy

S3ITdWVYX3

BuUTITIN

sanp 03

durpesay

S3GOW 3ONVWHO3H3d

SNOILVIINNWWOD

sapod Auedwod.3uypo)

S3INPaYIsS Ilepuayed °*I°T

suoyjeiado jo 19pIo ayj o3 paedaz

y3itmM seTnuiol TedFiaunu SuyATos pue 3urpuelsiapu)
[se@Inpayds aepuaten]

sydead 1o/pue ‘sayqe3l ‘s3aeyd 331di1ajuf pue peay

SUOT3IONpap pIzyaoyine °*3I°1
wa3sds 1aqumu Teax Jo L3x3adoag

'

s3daduod pue STTINS OF3IaWY3ITIe dyseg

AJTTTQIXITSH
3d0UBIBALIISIIAZ
£3¥TEBYIUaPTIUOD
£3171Tqe3dEDPY
La1eLOn
£371a8a3uy
£31TTqRTTIaY
Loeandoy
L3sauoy

ts3TRI] %uwﬂmcvmuma

SurmMOoTTO0F 9yl ITQTIUXD Se TI9M Se Juaydo1joad pue [redaa .

uy 3sy2931d ‘qof ay3 yY3iIIm UaAIIND 3q O3 SPIBU INIOM VY

SW3L1SAS HIGANN — HLIVIA

]
L

30N310S

Ny

!

SdNd NOIXIVIDOSSV ¥O NOINA IINdWOD (LN3W3L1V1S MSvi!

Q

Aruitoxt provided by Eic:

E

a3

%




SuOTIONPaIP 3IdDaiiodul

sHoHu3
,

xJjpuadde aag

sopourdaidsIp 3Iuaxeddy
safqel 98e3uzviad-o siieyd LIFnuuy
830B1I3U0D UOTIEZTIOYINY

LE k)

s3TNsax aSeuyo uaym spIod31 IJep-dn
. PTaYYIA

Junowe jo Auedmoo 3jeridoidde wmaoyuy

31593 A3FTIqRuOoseax A1ddy

junome AJTI[

Spao23ax [roxfed uo jJunowe piooOIY

junome 10 9a3el1 ajejadoadde Ayddy

————

sqse3l-qng

ajeandoe ST a¥3ex 3T IPTO(
99koTdma TenpIATIPUT YdE3 03
soyTdde uerd L3muue Jeys apToa(q

SNOIS103a

asa7amadiy

suzo3j a3elxdoaddy

sarqe3 a8e3juasaad 10 aeyd L3ynuuy
30BI3UO0D UOFIEBZIIOUIAY

piodax Ki1o03sTy aakordwy

paodaa s3uruaes s, aakordwy
Teurwial. 13a3ndwo)

aujyoru Suyppe 10 103IBTNOTE)

QHVZVH — AlL3dVS

IDAITMONN FONVINHOIH2d

NOdN @312V $103r80
‘STIVIHILVIN ‘INIWGIND3 'S1001

SNOILOd3d XIINNNV IINIHOD (LNIWILVLS MSV1)




dyysuewuad ‘Yuyddj, [spaodaa ‘swioj 83eradoadde 3Ino JFUITTTI
aujyoew o3 IAoTduyg SUr3ITIN

safqel 1o ‘s3aeyd ‘spiroday

29koTdma
TenpIATpPUR Yoea o3 Jujurelaad )
oTOouUFW2a3 TEOTUYda3 ‘uojsuayaidwo)d so1oFT0d 30eI3UO0D L3ITNuUuE 33xdiaazul fuypedy
S143DONOJ/STINNS SITdNVX3 S3QOWN 3JONVIWEO4H3d

- SNOILVIINNWINOD

sapnd Auedwod-3urpo)d

S3TNPaYds Iepuaed -3°}
suor3jeiado jo 19pio Iyl 03 pardax
Yays seThmiol Tedoiisumu 3uiaTos pue Sujpuelsiapu)

[saTnpayos aepuate)]
sydead 10/pue ‘safqea ‘s3aeyo 3axdaajul pue pedy

SUOTIONPAP pIzraoyne °*I°]
wajxsds aaqunu Teax jo Liaadeag

: s3doouod pue STTPIS OFIaMY3ITIe oIseq

AITTIQIX3T4
3DUBIIAIISADI
£3TTETIA3PTIUOD
£3111qR3dEpPY
A3TeLO7
£31a893ug
£31TTqeTTY
Koeandoy
KL3sauoy

_ :1s3yR13 L3TTRUOSaad
SurmoTTOI 3yl 3ITQIYXd se [Tam Se Jualdijoxd pue TTedaa
uy 9s7o3xd ‘qof a3yl y3zagm 3Juazand aq 03 SpaIdu IINIOM VY

SW31SAS H3GANN — HLVIN

JON3IDS

SNOIILONAId XLINNNV JINJH0D (LNIW3ILVLS MSVL)

Q

IC

(o0

Aruitoxt provided by Eic:




b \

R maw/awamuomﬂv juaxeddy

piooaa1 8,23koTdwa

SUOTAONPIP 3ID31ioduy sSuoFINTNS8ax Teiapdj 10 3IIWG
s§H0BY3 §3IND

3Tnsax sadueyd udym SpIodIx a3ep-dn
ua*e3l u’adq sey
UOF3IOE IBYM PIATOAUF JINOD wWIOJU]

aIjexndoe
aae pajndmod s3juaowe JF SUTWIII3A(QA
suoyIonpap jo A37i107ad supmaalzag

SNOISIO3a

d931amadLy
swi103 33eyadoxddy
193s¥32a Troxkeq
SaTAST SUI
3axoddns pPITUD
juatmysyuae) X3

- o T101Led 1oyIoNpap Suyziaoyine I3pio INO)
o UO SUOTIONPIP JO IUNCUIE TI0IFY p1od31 A103STY S, 99KoTduy
3523 AL3FTYqeuoseax A1ddy paodax sSuyuiea s,dakordumy
- ) K37Te89T A3TaeA a9a3ndwo)
xypuadde 23S . jusuysjuzed jo Jumowe INdwo) auryoem Surppe X0 103eINOTED
sAseI-qNns

- : NOdN G310V S1O3rd0
QHVZVH = A134VS IDAITMONN JONVAHOIH3d 'STVIYILVW 1NIWNdIND3 'S7001

— SNOTLONQAA JUFWACHO 180D FLNJWOD
Lean _ (LN3W3ILVLS diSvl)

[°]




dyysuswuad ‘3utddy ) mﬁuoumu pue suioj 3Ino SUTTTTd ) " duratap

sydexs ‘saiqel

uOoT3IONPIp PpadIOJUI 3INOD 031 Bururel
-3ad smel Teiapa3 pue 2a3els Iaxdaajul

f53IBYD ‘Spaoday

adeingedsoa uoy3oNnpap, urainbax sispio 3inod o3 -
curwiai TeoTuydal ‘uuvysuayazdwo) furuyezaad sayd1T0d Auedwod 3a1daajuy ]
8utpeay
S1430N0OJ/STTINAS S3TdWvX3 S§3AOW JONVWHO3b3d
m SNOILVIINNWWOD
_ -
*2312 ‘31x0ddns PIFY> ‘sjudwystured °3°T h
suoyjeiado JO 13pio ay3 o3 paedax - KITTIQIXDTI
4y3TM sernuioj Tedr1asunu SuyaTos pue Juypuelsaapuy JDUBIA.IBSId
) A3yTeETIUapPTIIUO)
sapoo Te3aT-3urpo) - £3111qe3depy
'\ KiTeLoq
[saspio 3an0)| ' L K31a893uy
sydead io/pue ‘saqel ‘s3iaeyd 3axdasjuy pue peay -y L£ITTIqQETTY
7 Adeanodoy
SUOYTIONP3P PaIIPI0 3IN0d  °ITY ' £3sauoy

wa3sds . 1aqunu teax jo %uumao»PIII1

sadejuadzad uo
syseydua yim sidaduod pue STTTAS OrIawylirae disegq

— ;
:s37E13 A3TTERUOSIAd
JuEMoTTO03 @Yl 3ITQTYX2 Se ([om se JuafdTjoad pue [redax
ur 3sy931d ‘qof 3yl yatm 3uUazand aq 03 SpaIau aajaom VY
Y '

5

(o2

SWILSAS HISWNN — HIVW

3ON3108

<

SNOILONAAd qIFIAAIO X¥N0D ILNIHOD (LN3IW3ILVLS NSVI ‘

O
‘l
&8

Aruitoxt provided by Eic:

-




SUOTIONP3p 3I931100UT

Suouy3

xypuadde 2a93g

garouedaidsyp Juazeddy
wi03 uoyIVZIAOyIne Iakoydwy

§3nd .

s3msax a3uey> uaya spiod>ax 3jep-dn
PTIYYITA

uotIonpap 3o Apcq 3jeridoadde wrojul

10 ST UOTIONPIP IEya £130ex2 23EDIPU]

spaiodax .n.no.;na o JUNGWE PIOOTY

1833 K3y1IqRuoseax A1ddy

junowe £3JTIAA

sisel=-qng

£193€aN00R
poIndmod ST UOFIIMNP3p JT SUPKIaa(g
pozyicyjane ST UOFIONPIP JT durwIaIAI

SNOISI123a

J93TamadL]

suxo03j 23eyidoaddy
81001
saseyoand aaforduy
STEIU3AX WAOIFUN
3urnaeq

sTe9yl ssordwex?a

mx03j uoylezyioyine Iakordun

12381821 TT014eg

p10231 K103STY S,Iako1dmy

piooax s3uyuire?d s,3akordwy

13a3nduo)

aupyoeuw 3uyppe 10 103ETNOTED

ayvzvH — Al3d4VS

39Q3TMONI IONVWHO4H3d

SNOILONA3A SNOANVITIISIH ALNAHOD

NOdN @310V S103f80
‘STIVIHILVIN ‘LNIWJINO3 'ST00L

(LN3W3LVLS dNSV1)

E




oL
-4 —— : = :
. . -
' . i .
3uydA3 ‘arysuewuadd swioj ‘sproday , SuriTan
+ -
. Ia3nduoo o3 a3korduy
syde1sd ‘sapqel ‘s3ieyd ‘spioodxy
: - SUOTIONPIP SNOJUEB[TIOSTW 03
TW1d3 TeoTuyoal ‘uoysusayaxdwo)d gurure3lasad £oy7od Auedwod 3Iaadiazu] Suripesay
S143IONOI/STITAS - SITdNVX3 s3aown 3ONVWHOJ43d
\ SNOILVIINNWINOD
o>
o
sapod Auedwlod-3uyrpo) . L3ITTTQIX31g
9DURIIALISIIG
sanpayds Jepua[es °I3°F £A3ITTE13UaAPTIUO)
suorjeiado 3O x9pio 3yl o3 paedax - A31T1qRadepy
y3ym se[nmioj JedTIaunu JujATOS pue 8urpuelsaapun L3TekO01
£313893uy
[saInpayds aepuate)|] / £ITTTqRTITN
sydead lo/pue ‘saiqel ¢s3IPYd 33x1daa3uy pue pesy Aoeanooy
K3S9Uuol
SuoT3IoNpa9p paIzyioyne °I3°F :
waisfs 1aqunu Teax jo X3axadoayd :s37e131 L3TTeuosaad
SuTMOTTOJ 343 3ITQTUYX3 SB T[aM SB JUaTdTyoid pue TTed31
’ s3daouod pue STTINS OF3Iawylfie Oyseq uy 9s1oa1d ‘qof 9yl YITM IUSIIND 3q 03 SPI3AU 1INIom ¥
SW3ILSAS HIGWNN — HLVIN . JONIIOS

SNO1IlDONAIA SNOIANVITIOSIW IALNJWNOD (LN3IW3LVLS SV C
g \Umm%
L

Aruitoxt provided by Eic:




Duty I

Paying the Payroll

AN W -

Prepare checks (regular)
Prepare self-processed‘checks
Prepare cash pay envelopes
Distribute payroll

- Replenish payroll account

Reconcile payroll account
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Duty J

Posting Wages and Salary Data
1 Prepare payroll register

2  Record payroll data to employee’s earnings
3 Record payroll entries for journals

g
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