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»K. “
REFERENCE INFORMATION

A. Purposes of Simulation

Simuletion is not a new concept in education. It has been around for many years.
You very likely used it as a child when you were growing up. VYou assumed the

#~ role of one of your parents, the nurse, or a fire chief. Simu]ation is a very
real part of ‘our. earning process. ‘ o . .

Webster says that simulation is "to assume the appearance of . . ." With BOP, INC.

we are assuming the appearance of an office; and in order to succeed, we must get
realistic reactions from the participants. It takes a 1ot of preparation to get
this kind of response. Imagine the background and effort that goes into a space
shot simulation, a national emergency simulation, or an office simulation.

Our purposé in simulating an office is to get you, the potential office workers
used to working in an office. You are a part of a real office organization. The
only time you will become anything other than an office worker is when you become
the Administrative Assistant; you then act as the outside world. You may
simulate’a telephona operator, a customer, Or a banker down the street. You will
bé given ample instructions at the time. .,

The BOP, INC. simulation was copied from an actual mortgage Toan office--Utah
Mortgage Loan Corporation of Logan, Utah. Four simulation experts entered the
offices of U.M.L.C. and interviewed each worker at his”work station. These
workers were asked questions about their positions and how they related to the
overall operation of the office. The simulation team collected procedures and

s forms, etc. From this exciting beginning came the scripts, tapes, manuals, task

sheets, equipment, and positions that you will work with while you are in BOP,
INC.. Simulation offers some exciting avenues to office learning. B

8. - The Mortgage Loan Com?any Explained

’

A mortgage loan company provides money for the purchase of homes and property or
both. This company obtains the money it 1pans to borrowers from investors.

These investors are usually large insurance and investment companies. The
Mortgage Loan Company makes a profit from "buytng" morey from, these investors and
"selling" it to bo:rowers at a slightly higher rate of interest. !

When a couple decides to buy a' home, they ‘usually contact a real estate broker
who shows them several homes. Uhen the couple decides on a home to buy, they

may seléct a mortgage loan company where they can receive a Toan at the Towest
possible rate of interest. The couple is interviewed by an official, of the conpes
company and, that official makes 2 decision as to whether a loan should be made
or not. . -t

If acceptable to all -parties, the.loan i$% then made to borrower for:payment on
the home. A welcome letter is sent from the Mortgage Loan Company to the
borrowerx along with payment information and a set ?7 toupons 4 one of which is
to be returned with each monthly payment.

-
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Each month ¢he Lorrower writes a check for the amount of the payment, attaches
it to the eoupon for that month and sends it to the mortgage company. The

Cashier at_the mortgage company receives the check and coupon. The check is then

deposited in the bank, and the coupon is sent through the company's system and
posted to'the borrower S account

In most states it is poss1b1e for the borrower to pay fire and hazard 1nsurance
and propert tax prem1ums together with the mortgage payment. These funds are
kept in reserve accounts with the mortgage company until the payment for eat
comes duc. This enables the borrower to pay the same payment each month and’

not have to make a large payment for 1nsurance or taxes when each comes due.

A mortgage loan institution enab]es many 1nd1v1duals to purchase homes when -
they would otherwise be forced to remt all their lives. A mortgage loan
institution performs a very 1mportant function in our economy

A. An Outline of the Mormal Business Functions.

1. Couple wants to buy 2 home

.Contact realtor and explain
B. Realtor finds several alternatiees to select From
c. Couple makes decision on home they want to buy

2. Financing the purchase of the home
a. ‘ilortgage Loan Company se]ected

(1) Coup]e interviewed by Vice President to ﬁiterm1ne credit
standing -and ability to handle the loan .

(2) Couple passes as to credit rating and ab111ty to handle
the loan

(3) Money is loaned by an insurance company through the ..
mortgage loan company (money changes hands) -

b. WHelcome 1etter, coupons,‘&nd other information sent to borrower
. . 7~ .

3. Cycle of the coupon

a. Borrower writes check and sends the coupon to mortgage loan company

b. Cashier at mortgage Yoan. company receives check and coupons--
detaches check from'coupon--prepares deposit slip--prepares daily
summaﬂy and recap--posts to investors' -ledgers

.

I Y

c. Coupon taken to Posting and Tax Clerk from Cashier--processes coupons

'.f
[y

~ (1). Enters information on borrower's ledgers e b
(2) Cycle completed ’ \ i

4. Flow of funos

+
13 +

a. Money received from borrower

b. Mortgage loan company separatc funds (1nsurance reserve, tai reserve,

. principal payment, and intcrest payment) mortgage Toan takes a .
share.of the interest for administrative purposes . v

c. Money sent periodically to investors ‘

‘d. Investor poriodically pays loan company for services K

¢. Insurancc premiums arc paid annually . ;

f. Tax assessments arce paid annually

-2-
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. D. MWork Attitude

The simulated office is designed with you, the worker, in mind. Vherever
possible it is furnished with the latest in office equipment and furniture.
There has been a concerted effort-to provide you with the enviro#%ent and
atmosphere which is found in the office. :

[N “‘,

BOP, INC. is a company which is in business to serve the public and must make
a profit for the services it renders.. You are.expected to contribute to that
profit. If your conduct or woyk‘detracts,from that profit, you can consider
your job in jeopardy. You are expected to help establish a working atmosphere
of relaxed, industrious efficiéncy. There should be a feeling of team effort
in completing the-day's work. - :

—

Decision-making and the ability to follow instructions are some attributes that
will contiibute most to the success of your job. Thesc two items are listed
high as the most needed attributes of beginning office workers. The Vice
President is your student boss of the BOP OPERATION. In order to perform his
duties effectively, he must insist upon quality workmanship from all office
workers. He must do this in spite of personalities or friendship. )

Assume your position, ﬁlay the role and do the work as an office worker should.
Your contribution to the office atmosphere is very important. MHake certain -
your part of the team effort is effective and satisfying.

E. Ground Rules . ’ i i

'
»

1. Breaks ' ™

\
A break will be scheduled each day while you are working for BOP, INC.
There are several reasons why phe break will be scheduled:

a. You need to practice leaving your wor*‘and'coming back to it with
a minimum amount of lost time. Y ’

b. You should practice communicating withiother members of the
office staff. Most of your office tima is spent with "business
talk;" some of your time should involve "personal talk." Make
an effort to become acquainted with all members of the simulated

o office. g"
~c. You need to take a break for a change of pace.

While you are on your break, relax as much as you cam, take care of

your personal needs and get back to work as quickly as possible. Do
not get involved. in gossip,.extended breaks without permission, or

activities which are unbecoming to an office worker.:

- 2. Absences ‘ ‘ )

You are expected to be present at all times just as you would be in an -
actual office. The proper functioning of the office depends on the

presence of all office personnel. If absence is necedsary,; make

certain that either thé Vice President or Piesident is notified.

Absences will affect your grade and sg]éry.;; v . ‘

- . .
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3. Térdies ‘ \

Unexpected tardies will affect your grade and salary. Keep them at
a minimym. v

4. Chain of command °
Read through youQWﬁateria1s carefuﬁ]y and use you} own initiative in °
solving prchlems. If you still have questions, refer the matter to

your Vice Presddent who in turn may go to the President.

5. Dress
People gain an impression of you the first time they see-you. On this
basis you are frequently judged Before you have had an opportunity to
speak. \ v oo .

Good persenal appearance includes the proper selection and care of
! clothes. Clothes to be worn for business should be appropriate, neat,
th and becoming. The st¥les should be attractive and yet avoid extremes.
. .Good appearance is important in getting and keepigg a job. ) (

F. Evaluation ' . ,

While you are working with BOP, INC., you will be evaluated on the quality and
quantity of work, ability to follow instructions, starting work without being
told, diligence, judgement, initiative, responsibility, attitude, promptness,
response to supervision anhd instruction, courtesy, cooperation, relattons(ﬁ\
with co-workers and appéarance. Your -evaluations will be completed by ygur

Vice President. NS R .

The President will also cepdict a constant evaluation of your performance while

you are at each nosition. This evaluation will be based on the above factors
or those.listed below: ) '

1. The work you produce. Remember if"you would not be proud to sign your
name to a 5ﬁece of outgoing correspcndence, it is not of mailable
quality. .The Vice President has the responsibility for seeing that the
correspondence will mee’ the standards of mailability outlined below.

Proper format ¢ ,

. Proper margins . ¥ S

.. Regular type imprassions ‘
Good erasures , .
Proper purctuativn that d.es no change or-alter the intent of the
_dictater . o . .
Transcriptior wiichi daes no¢ changa the ideas expressed by the
dictator - i ° :
No fingerprints, smudg2s, or’ other marks on the paper
No strikeovers . : B
No misspelled werds s
No errors in names

i9 errors in figures

°

°

. N “vio]atjons of well-established grammatical principles

.. No violatiods of the rules for woril division-
n. No-violation-of capitalization rules ' - £
NOTE: Many of the ‘errors mentioned above can be corrected to make the,
paper mailable so it does nst have to be retyped.. -

! -4- -




.Once the Vice President has apprdvéﬂ and.signed an item of -
correspondence, he assumes responsibility for the mailability .of *°
_~. the correspondence and will be graded accordingly.

.2. Carbon cépfﬁs of all letters 'you type along with all other work you
‘cpmplete witl be placed in your folder, and the contents of your

’\- folder will be evaluated periodically. ] -

‘3. The telephone introduces. a new form of evaluation. Wherever it is
possible, your system will be equipped with facilities to record all
conversations. Some of these may be both audio and 'video. If your
system is so equipped, you will not always know when you are being .

ecorded; but it is conceivable that these retordings will be o

* _evaluated periodically to determine the progress you are making. Tt

is also Tikely that your conversations will be used in’some of the
debriefing sessions, therefgfe, you should be aware that anything

you say may be played back ¥n class. v

4. You will occasionally be given a rush job. Depending upon the
. position you are occupying. you will be given some assignments to
complete in a given .amount of time. During that time you will be
interrupted with telephone,’customer, and employee business. Your
challenge is to return to your work as quickly and efficiently as possible
after taking care of the business. When time is up, yoy should 'return
the rush job to your instructor and resume your office routine. °

These approaches to evaluation are designed .to measyre your capabilities Bs an
office worker. It is hoped that the evaluation will assist you in becoMng3
a competent office worker. .

G. Debriefings

Debriefing is not a normal function of an office, but is very important as a
step in the instructional process. It is designed to bring immediately to

the student's attention his strengths and weaknesses in the office environment.
Such characteristics should deal with skills or attitudes.” Some debriefings
will include everyone in the office while others will be held on an -

individug] basis. *

The object of the debriefing sessions is to hand1¢ problems by providing for

a group discussion. The discussion period is designed for the student. Here

- is an opportunity for you to speak and give your ideas on how to improve office
conditions.

Debriefing sessioﬁs will be held as necessary. You will find the debriefing
sessions of great help to you in .improving your office effectiveness
providing you contribute your part to thgmdiscussion. |

H: Public Re]at}bns . ' \

Because this is a unique educational program, people may be interested in |
visiting while yeu are working. Your role in any of the positions, except
receptionist, shouTd be that of assisting in any way you can if necessary,
however, 'if no -assistance is required you should"teqtinue your work.

-G- N '
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EES Glossgré o u( ’

i « AMORTIZATION SCHEDULE . v
B Q 4 . : d .
The amortization schedule is a table of figures which shows the amount of
interest and principal for each payment. .It also shows the balance remaining
. on the loan after the principal portion of each payment has been deducted
. from thé previous'loan balance.” The details of the loan are reggrded across
: . the top of 'the amortization schedule and the payment, number of the loan is
recorded down the left margin of each column. This schedule is used for
. posting to the various ledgers. This schedule is aiso useful for obtain?ng .
information for the annual statement, early loan payoff. At the present’ time,
amortization schedules are not commonly used in mortgage 1oan .companies
d . . because computers handle this operation faster and more efficiently. +We will
! continue to use amortization schedules in'BOP, INC., as access .to a computer

-

" “is not' availble. An amortization schedule is still available from mortgage
_ Yoan companiies if a customer requests one: 3
BORROWER'S LEDGER ’ -, . i

The borrower's ledger is a cumulative payment record for each borrower. Each -
time a borrower makes a payment, it is recorded on this ledger with the
amount for interest, principal, loan balance, taxes and insurance also
listed. The top of the card contains all applicable information concerning
the borrower. )

~ J

e ~ COUPON g _ :

The ¢oupon is one of the maj¥y documents used in a mortgage loan business.
When a borrower receives a 1o% from BOP,INC., a set of coupons is sent to
- him stating the amount of the kayment and when it is due. The borrower’
. ~ simply remits his payment (usually in check form but sometimes in cash) to
“%he loan company along with the coupon. The company then has all of the
kinformation necessary to credjt the payment to the proper account without
referring to any other files.“ BOP, INC. will accept payments without the
coupon, but the cashier immediately makes out a -handwritten coupon so the
» - payment may be processed.

»

INSURANCE POLIGY

The .insurance policy i% a contratt between an individual and an insurance
company stating coverage, costs, payments, and specific property covered.
Each loan in .BOP, INCY must be covered by irsurance for the full amount of
the loan. Eachlpo1%;y;is renewed yearly in BOP, INC. -

-

INSURANCE RESERVE .

‘ i .
\n In order to provide a more complete service to the customer, BOP, INC.
, requires that a portion of the morthly payment be placed in a reserve
account for the payment of the insurance préemium when it becomes due.
Approximately two months before the insurance expires, BOP, will.initiate
action to renew each policy. Money is then drawn out of this -insyrance
reserve and the insurance is paid. If the amount in the insurance reserve
is not sufficient to cover the cost of renewal, additional money must be
obtained- from the borrover.

.

-6- . ' . .
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~ grantdd when secured by real property.

. v
. » ° .
’ #
.

INVESTOR | . - oo

e

An investor is a money supplier. Funds available for investment are
supplied to a company such as BOP, INC. at a particular interest rate. °
BOP, INC. in turn-lends this smoney in smaller quantities go borrdwers at
a higher’ rate of dinterest. Profit comes from efficient1®gadministering
all details concerning loans so that all investor requirgnents (insurance
coverage, tax payments) are fully met. X

4

INVESTOR'S LEDGER S o o

|The irivestor's ledger is a posted recordsof the transaction$ concerning.
an investor's account. The ]edggr shows the principal and T™hterest which
is ‘being returned on a.regulgr basis to the investor. A number of
borrowers are assigned to each “individual investor, and the payments from
these borrowers are recorded. to the investor's ledger.

. N N
MATURITY DATE ' _E ‘ .
The maturity date is the date at which a loan is scheduled to be paid in
full. : .

¢

BOP, INC. N

BOP: INC‘:.‘,is the name of your simulated mortgage loan company.
MORTGAGE .
A mortgage is the legal paper that secures payment of a debt. The mortgage

contract is fulfilled upon payment or performance in full or becopes void
upon,lack of performance as prescribed by the contract. Mortgagés are only

-

POSTING

Posting consists of machine printed, typewritten, or handwritten entries »
on ledgers to give a current accounting of all transactions. . NS
PROCEDURES MANUAL - ' \ !

. . R S
The procedures manual is a bakic student reference manual with specific
procedures for each position {n the office. Each procedures manual
contains an example of the business forms used.at that particular position.

.

TASK SHEET ’
A task sheet is an outlined description of the duties at each position
for a given period of time. . , o .

/ B | \ L]
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CRR
"aTAX RESERVE \
In order to.provide a more complete service to’ the borrower, BOP, INC.
requires .that a portion of the monthly payment be placed in a.reserve
account for the payment. of property taxes. When taxes are due, BOP, INC.
writes to the tax assessor (Administrative Assistant) and requests the tax
assessment for the specific property. Upon receipt of that notice, the
< borrower's taxes are paid from the tax reserve. If the.amount in the tax
reserve is not sufficient to cover the tax assassment, additional money &
‘must be obtained from the borrower. ’ K L
it /

> TICKLER FILE
A tickler file is a reminder system arranged chronologicdlly. The
Insurance Clerk in BOP, INC. uses the tickler file as a reminder of current
expiration;gEtes of insurance policies. Each month the file is checked

to determine action to be taken. . ' ‘
M ; — : ~
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“ VICE PRESIDENT T e ?

}

. TASK SHEET, Phase II . . R .

{.” Read the narrative carefully. When questions arise as you work thfough
the thsk sheet, refer to your Procedures: Manual at your desk.,

2. ‘Dictate the following letters after.you have outlined -them on an .

“organization for dictation form. * Follow accepted dictation procedures -

as proyided by~yogr,teachev. One qr two of these letters should be:
dictated directly to the Sgcretary if he or she takes shorthand. -

a: Memo to-employees concerning parking problems in”the BoP, INC. = -.

. lot. Much space is being wasted due to careless parking.- Construct
;he rest of the details. . . '

s b+ .. Memo to empToyees concerning the excel Mt work they have been
doing. Word has come from the Board of Directors telling that the
efficiancy of the office has improved considerably in recent months.
Construct. the rest of the details. © -
c. Letter to the governor'of the stdte asking him to, speak at your
monthly Lion's Club meeting. You ar the chairman of the Program

" Committee. The meeting is about fou® weeks .away. You are to
construct the rest of the details. S

3. You and 'thé Executive.Secretdry are fo work together to complete a

wough draft of the payroll and salary register. The breakdown is as
follows: fg ) '

Vice President $6C0.00 per month
Executive Secretary . 450.00 " "

" Receptionist/Adm. Asst. . - 425,00 ".»
Cashier 400.00 " "
Posting and Taxing Clerk 37500 " " .
Insurance Clerk . 350.00 " " . <’

“ \ P

S . :
The monthly payroll tax scheduie assists in computing all tax deductions.

~See Procedures Manual for details about how to use this schedule. 1}

4. An Bppraisal form is enclosed for¥each person working, in the office.
You are to fill in their names,- the position in which’ they are working,.
team numbers, and sign your name. Check the appropriate boxyin each :
category. Give a suggested letter grade for the person.you evaluating,
and then f¥11 in the date on each form as it is completed. This form -
will be very objective in this evaluation.

5/ Towdrd the end of the period, gather your materials together in
preparation for your qebriefing session with the teacher.

- N D bl
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| . NARRATWE--VICE mswaur e :’\”,’”"" B
' e ::1', T e
* MAs Vice President, your role in- the fotce has three garts- Qne, s .

.« 4 . o s—.._,_.
' —\-

seeing ®hat the office f%ﬁct1ons_nroper?ys twoq ass1stjng-othér mem ers of

e~
N ™

the office staff; and three, réa&rangxng-work]oaas'wheh necessary Ybu‘,

c6Mme under the d1rect supervisioy of thé President and:wi]l ass1st hwn?a

when so directed You w111 pIay an 1mportant ro]] in the évaluat1on of

~—\—

»r .. .
» P -

other members of the staff ',' 4 T :ib;

~ /,-

So that you can be a top-notch vice pres1dent3 Tet us revxew the

»

contents of your fo]der and d1scuss each item as we.go.
As the need arises, you are to dictate letters. and memoranda. You

should never dictate & letter or memo before you use the organization’ for
3

,dictat1on form to out11ne your comments. You shou]d usé ‘the dictation® T

machtne for all of the dictation uniess Yyour secretary takes shorthand If

so,ﬂfnly about haif of ,your d1ctat1on should be machine d1ctatron. In_any
case, be sure your secretary has someth1ng to do at all times. Remember
that it is important that all correspondence 1eav1ng your off1ce ref]ects

‘a good image for the,company.__!ou shou1d check all the work that comes

4

.

. . 4 -
- oy

across your desk

You and your secretary are to work together in completing a payro]l and **

c.k

salary reg1ster. 0“C@>¥OU have comp]eted the register, you shou]dshaVe your -*§?

secretary type,1t In your fo]der you will find two payroll and sa]ary ;
Y \~.

register forms. One is for you and the secretary to use for a rough draft
" The second copy is used by the secrétary to type a f1na1 copy. Offite

;'5a1aries are given on your task sheet. A monthly'payroll tax schedule is

<
e I -

shown in your procedures manua]

The next fonns are the appra1sa1 forms for each person work1ng in the

+

-\‘

.10~
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- .§11lustration -3  Treat the potential emplayee with all thé respect yoQ can

InlT.lon- . paper so that you wi
s _~dpplicant. by the timeshe leaves.

- ‘ ! \,/.E(%"‘*: ot l'"..
/.-— jiesocEDuREs MANUAL o

/ s PR s

. / - . - . . .
VICE PRESLDENTﬁ ' R o o S .

N . j B

A, DICTATION S B

!

Mhen dictafihgrcofrespondencé Qf;ényfk}ﬁa, follow accepted dictation -
procedures as provided by_youn‘teachévl You -should use an organization
for dictation form. ’ (S¢e itiustration’l) SRR

-
-

-

B.  EVALUSTION PROCEDURES

The last day of eachqutation,'%ﬁé Vice Bresident is to _complete an evalua=
tion form for each of the workers under u;s supervision. A sample sheet
has been completed for Fred Niglsen, Cashier. (See i1lustration 2)

:
_C.. INTERVIEWING ! 5

Voﬁ may find it necessary to interview a proépectivé employee for your

office.” -Have the app]gcant fi1l out an employmént application form. (See

and interview him. with a specific posidien in mind. Qutline some questions
i11 have all the inforagiion you need from the

D, SYPERVISION Lo
You are responsible for séeing that the work of the people under your
supervision i} constantly hieing upgraded. You should, at your discretion,
call your workers togethef.ﬁﬁeneVEﬁ you feel there are office problems or
prpcédures;wxiqh‘need group;discdSsion. Ypu are responsible for  the
discussion:Ym,your group. Your sec?ethy should take notes as to problems
discissed arid solutions rendered. ° - h :
. - R et “\‘
. .'\' .

PR -

+ -

A

E.  CLEAN-UP .- AR \, <
T ..4' 5 . "\.:"‘ ‘f' . ¢ ’ N
You are responsible for the: appedrance of: your office. ' At the end of each
session, youtaﬁgacher will holu yéqﬁresponsjbla for the condition of the
office. Please don't becomela janifor. Thé objective of the management
person is to get work done by: delegating responsibility. -You must -do your
share of organiZing to accomplish this:-goal. Establish a work clean-up
schedule and see-that it is carried.dutl .. "
N : AT V!
F.  TRAVEL \PROCEDURES NS O ‘
‘ * 8 ‘. o ‘N ’ N
Use your imagination and list info?%atio“\nétessary ﬁbr a secretary to plan

a two or three day business travel {kinerary ‘for you.*..The necessary
information would include items such as trip destinatidns, dates of visit,
persons to visit, places to be visited;, purpese of visi®, requirements

for car rental, requirements for accommodattges, necessaty business

documents such asjigntracts‘and speeches®

\

[

&
v\ A"
v

. . "y
"o we ' o
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PROCEDURES MANUAL

. PAYROLL AND SALARY REGISTER PROCEDURES

The V1ce Pres1dent is responsible for the comp]et1ng of the payroll regaéter
Please refer to your task sheet for salaries of-all. BOP, INC. personnel.
o .

Procedures for Calculating Payroll Deductions
1. TIndicate social security number.

. 'ié‘“ Typé the employee's fu]] name.

Obta1n the amount of earn1ngs from the task sheet. The « .
" procedure shown is based on $450 gross earnings.

Consult the month]y payroll period table published by the
Internal Revenue Service. (See 111ustrat1on 4) There is a
$62.50 dependency exemption each month.

.- To figure Federal income tax, follow these steps:
(1) multiply the amount of one withholding exemption (see
111ust4at1on 4) by the number -of exemptions and allowances
" claimed by the employee. BOP, INC. employees all, claim one
exemption.
(2) Subtract the amount from the employee's gross earn1ngs
‘ (3) Determine amount to be w1thhe1d from illustration 4.

EXAMPLE: A single emp1oyee has a month]y payroll period, for
wh1ch he is pa1d $450 and has i effect a Form W-4 claiming one -
exemption. His employer, using the percentage method, computés: the
income tax to be withheld as follows: |

* . (1) Total wage payment oo $450.00

,%2) Amount of one exemption $62.50

3) Number ofeexemptions claimed. on
Form W-4 , 1

(4) Line 2 multiplied by line 3 . 62.50

(5) Amoynt subject to withholding ' -

" (line 1 gfiwus line 4) " $387.50

(6) Tax to be withheld on $387.50

.from table--single person -

tax on first $317 = / 44 .62
tax on remaiffer \

$70.50 #21% ) ' 14.81
Total Federal Tax withheld 59.43

Tdta] State Tax w1tnhe1d

6% 0f Federal A 9.51
Tota] ‘Social Seeurity (F.I.C.A.)

5 2% of grosa earnings 23.40

fbtAL DEDUCTLONS 92.34

/- NE? PAY ($450.oo-92.34) $357.66
L .S _

/..13‘.
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PROCEDURES MANUAL

The year to date columnﬂ/are not figured at this poidf§=1--
however, List the check/humber beginning with 0001. Al
employees are sing]e aﬁp have' one exemption. .
Figure the payroll ﬁor/each BOP, INC. employee, then total
the columns at the bottom of the sheet. ™~

The Vice President mgﬁt check the sheet belore checks are
made out.’ o .

+

L3

9. Make checks out to 7éch“emp1oyee.

10. The Vice President fust sign each check.

H.  ANNUAL STATEMENT

\ A

The Annual Statement is completed at the end of each year or upon request

. for the purpose of informing the borrower of the status of his account.
In order to comp]qte an annual statement correctly you should do the
following: '

1. Enter the Borrower's Loan Number in the blank under Mortgage
. Number. . *o ‘

You next find how much- the taxes were by looking at the back of

the Loan Card. You then enter this amount in the blank under

Taxes Paid. The.Posting and Tax Clerk has the Loan Card file.
Remember the Loan Cards are filed alphabetically, first by county
and then by name within that county. . c

3. ~The Intereést Paid can be determined by going to the Borrower's
Ledger and finding the December interest paid. Then find that
amount on the Amortization Schedule for that individual and add
it to the preceding 111 months® interest amounts. If there is
no December posting for interqst]mere]y go to the Amortization
Schedule and count back to the Décember posting for interest.
For instance if you have a January posting -subtract.th [ ceiber
postirq amount from the preceeding 11 payments and this will give
you the Interest Paid for the pfevﬁous year. ) '

The Principal Balance can be determined by looking -at the principei
balance column on the Borrower's Ledger for the December posti%g.
. If you will.look at the Annugl Statement, you will notice that the
““Statement is.made out for the account as of December 31. If thero
is no December posting.you /can determine the amount by’ following

. the .procedures outlirfed the preceding paragraph. L
To determine the Reserve Balance, you should deternmine the last
month in whichposting was done. For instance, if the last posting
- was May, May is the fifth month. You would then fultiply five
times both the tax payment per month and the insurance payment per
month. By adding these together you determine the resérve
balance. '

-14-
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PROCEDURES MANUAL ‘ X

i

6. Put the date under the word date. \

oY

. 7.  Insert the borrower'é name and address in the block provided.

W*’r _ EARLY PAYOFFS BY BORROWERS
: .

There may be times when a borrower makes a decision to pay his mor tgage, of v
eaffy. When this occurs several steps must be taken. It is not just a

matter of paying off the amount of the mofkgage that has not been paid. An ‘.
early payoff fee, which is a fee to cover administrative costs ivolved with
servicing the loan must be charged. This fee is usually 1.5 percent of the
unpaid balance. To complete the early payoff paperwork, you should do the -
following: ‘ . ) : d

[}

1. Obtain the balance remaining on the loan from the borrower's
ledger.

2. Compute a loan payoff fee by multiplying the amount remaining on
the principal of the loan by 1% percent.

3. Compute the amount the boryower owes BOP, INC. by adding the
. early payoff fee to the palance remaining on the loan.
4. Compute the balance in the insurance reserve account by multiplyin;

the insurance payment each month by th

e number of the month which

was- last posted on tbe,porrower%s ledger.
5. Computing the remaining balance in the tax reserve account by
multiplying thg tax payment each month by. the number of the month

which.was 1ast1§6§;ed or the borrower's Tedger.

6.° ,Tell the borrowtr®yd. will write him a check for the tax and
"dnsurance reserve as® soon as you receive his payoff check. Tell
‘ him the afmount you %wilt be refunding. The tax and insurance
reserve cannot‘beaabducted from the payoff amount because of
the investo? {ecords which must be -kept separate.
, j U :
: r 1 } ‘,‘.
<. ) »;r . s
3 . ?'. ' 4 \
i ; . t
[}
d{ ! \
/ )
\ v
-15-
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VICE PRESIDENT

v

Task Sheet, Phase 111 a?; '

1. A letter or meiiorandum must be composed for each gpe of the dictation
assignment sheets which are periodically placed in your “in" basket. If
the dictation sheet merely requires a decision and an answer, make the
decision and answer the lctter being sure to enumerate the reasons for
your decision. If the dictation sheet requires you to complete an Annual
Statement or to syllfify early payoff procedures for a loan, be sure you',
read the procedu in your manual before-doing the assignment.

_2. Check all office personnefgconcerning'work gistribution. See that
the work can be completed by th&- person seated at that position. If it
appears that there will be unfinished work, at the end of the rotation,
see that someone else in the office helps fipish the work.” Report all
changes to the President.

3. Compliete the payroll as you have time, but you must complete the
payroll while you are Vic President. You should not type the smooth
copy Yourself, but you shoudd have someone eTse do it. Be sure to
keep your-Executive Secyeta busy.,

S : :

4. You must complete an evaluation on each member of your team while you
are Vice President. Be objective. The completed evaluation sheets should
be turned face down on the President's desk. - 4

0
5. You must hold a debriefing session with'the President. You shquld
arrange this for sometime during the latter part of your second day as
Vice President. Be prepared to substantiate and/or give reasons for any
sactivity you have directed. ’ - -
6. Supervise the clean-up procedures. Make certain that all personnel
leave their work for filing in their "out" baskets. :

7. If your Executive Secretary takes shorthand, you should endeavor
to dictate approximately half of your work to him/her.

8. .You should receive an insurance poligy expiration list for the next
two months from your Insurance Clerk. You should keep this 1ist and
*ross the name from renewed because you must sign the check.

o
.




VICE PRESIDENT

_ TASK SHEET, Phase 1V, .

’

1. Read this enptire page before you start to work.

N ‘ - ‘ £ ‘ £
2. A letter or memorandum must be composed for each one of the dictation
assignment sheets which are placed in your "in" basket.

3. If your Executive Secretary takes shorthand, yOu¢gh0u]d dictate
approximately half of your work directly to h1m/her You should use the
dictaphone for the rest of your dictation work.

4. You are going to fly to a large city on a busines;éE}ip. Use your
judgement as :to where, when, and how long. Complete ravel itinerary
for your trip. This itinerary should list all.details including a cash
advance if necessary. Use the travel itinerary form and airline schedule -
book provided. . -

. - .
5. You must comp]ete the payroll while you are Vice President. The payroll
must be completed in time to allow the Cashier or Executive Secretary to
type a payroll and a salary register and the Recept1on1st to-make out a
payro]] check for each individual on your team. g

6. A payroll check must be completed for each member of your team whi
you are Vice President. xiﬁ is your respons1b1]1ty to ensure that tHi
happens.

7. You must completeéfn evaluation form on each member ;;>&our team

you are Vice, Presiden Be objective. You should put these ccmpleted
evaluation forms face down on the President's desk.

8. You should ho]d a debriefing session with the President. You can make
an appointment with him for some time during the latter part of your third
day as Vice President. Be prepared to substantiate and/or give reasons
for any activity you have directeg. ) '

9. You should receive an Insurance Policy Expiration List for the next
two months. You should keep this list and cross the borrower's insurance.
You will know when the insurance is renewed because you ¢ust sign the
]etter of transmittal and the check.

© -
’

10. Supervise the cleanup procedures by each member of your team.each day.

11. You are to compose a letter giving our general impressions (both good
and bad) of the BOP program. This letter should be structured very
precisely with at ‘least three pardgraphs. The first paragraph should
provide an introduction to the next paragraph which should contain the
business of the letter. The last paragraph should contain an. appropriate
closing. Be very conscious of letter format and style. You should tyge
the letter yoursglf; and, if you do not complete the letter while you

are Vice President, you must‘complete it as a homework assignment. The
letter must be completed and handed in on or before Wednesday of the last
week BOR is at your school.

P a‘ Q -17..
.
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ORGANIZATION FOR DICTATIO N

/’*

MY PURPOSE IS: ",

k8
MY POINTSiARE; (LIST THEM AS THEY COME TO MIND)

¢ y,

%

o
-~

o -

CROSS OUT unnecessary points”above and. number the points in order: of

importance. o s !
-~ N < N . ¥

14

LAST PARAGRAPH: (Write out) |

that action orfngaction do I want from -th

BE BRIEF
DICTATE AMY SPECIAL INSTRUCTIONS = . -
NOW YOU ARE READY TO, DICTATE THE LETTER

¥

e recipient?

-
»




h EMPLOYMINT APPLICATI

Name Address - Phone

. [
¢ Birthplace Birthdate Age  Sex  Height Welight

Homerooa No. Teacher , Counselor

What is your health condition? Good * . Fair

Do you have any physical defecta? Exﬁlainﬁ

.

Father or Guaydian. # v Address ) , Occupation:

Mother or Guardian Address Occupation

ts .
What languages, other than English, do speak Read Write

. How many times have you been absent'from ;chool this year? Tardy
How do you consider your record’'as a student? (Cifqlé one) A B C D E-

High School Business Subjects That You Will Have Completed After This Year
Sth 3ubject Teacher 10th. Subject Teacher 11th Subject Teacher

What 1is your typing speed? ' Shorthand speed?

What other machines can you operate?

Which type of job would you p;efer to have,(Check in order of preference 1, 2, 3)
_Vice President f _____Cashier
“Executive Secretary ~_Posting and Tax Clerk
Receptionist ’Insuranc% Clerk
\ Administrative Assistant “

"Are you ﬁérking now? Where Typé of work Hrs. per week,
. - <

.
\

What do you plan to do after you graduaté from high school?

RefereﬁCES' (Only two may be teachers and none may be relatives)
Name : Address Occupation . Phone

{
.

]
13

¥

‘e
. -

IF I AM ACCEPTED FOR THIS PROGRAM, I PLEDGE MYSELF TO TAKE ADVANTAGE OF EVERY OPPOR~
TUNITY TO INCREASE,MY EFFICIEVCY AND SKILL AS AN OFFICE WORKER BOTH IN THE CLASSROOM
AND ON THE JOB.‘

Student Signature

-
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-~ BOP APPRAISAL FORM

@

NAME

PCSITION

NAME CF EVALUATCR
’ . Not
Applicable
Quality of work - accuracy, néﬁtness, etc.

" Ouantity of work

Ability to follew directions

Conscientious;ess ahnout 1ark

- )
i s ,
t and S aginnticn Wi

Use of judgme
required

. Initiative and responsinility
Attitude toward work
Promptness
Rgsponse to supervision aﬁd instruction
Courtesy and cooperation

Attitude toward public, visitors,
customers, etc.

Reiations with co-workers
Appearance

Suggested Letter Grade




3

‘."Q- L _ :.v»

o {\\J BOP, INC. Cod
CAREER AVENUE ',
GOING PLACES, IDRKO |\ L STATEMENS

" Shown below 1s the balance of your Mortgage account as of December 31 R
Also shown s the~amount of interest and taxes paid on yaur Mortgage .

Mortgage Taxes Interest Principal Reserves
Number Paid Paid Balance Balance ~
03-041  $150.00 $121.86 |'$1,619.60 | . 133 gp
. DATE
) .. P \ Clifton A. Abbott
’ : 1063 Lincoln
Shelley, ID 83274 “
7 " PLEASE RETAIN IN YOUR PERMANENT RECORDS FOR' FUTURE REFERENCE \ ’
.ot ~ . . h
N ’ 2 ) e : i
; T : Illustration (6)
4
% " '
- _ - EARLY PAYOFF S N
‘. : Loan Balance . . $ . . g
* b3 . | % e o § .
£ v '&
) , ADD early payoff fee .
‘* i _ 1.5% of Loan balance
. - :
TOTAL due for early payoff - $ - .
: RESERVES REFUND .
. Total Tax Reserve $
) t,  TOTAL Insurgrce Reserve . ’
i K ‘o B H
! Total: Reserves . . s ¢
The Total reserves will be refunded upo}l receipt
of total due for early. payoff.

N ek s
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VICE PRESIDENT

-~

Task Sheet - Phages I1, I1I, IV

Y e ) , ) Z/)
?Q%\ Monthly Payroli Tax Schedule '

(a) SINGLE:Pe}son——Incluging head.of household

1f the amount f, The amount of income tax to be
of wages 1is: : withheld shall be:

Not over $46. « « « « « « « . . 0

»

Over But not over of excess over ,

’

S 46 5150 14% . S 46
317 $ 14.56
875 $ 44.62
1000, $161. 80
1167 $190.55
1442 . $235.64

\... $32G.89

Amount of exemption-~-Monthly payroll--$62 50 for each exemption
Social Security (F.I.C.A.) is 5.27% of ‘2rQ88 earnings
State income tax is 16% of the Federal tax

¢

. " <
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R L. BECUTIVE SECRETARY .
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Task Sheet, Phase II, . N,
LY . ! . ' I
1. Read the narrative. _ .0 '~ ;

-~
. !
\\

event you complet

" ’

3 Near the end of the! period,

gather your materials. to

~ N

[

. 2. All of your instructions will Eome\gpom\ghq Vice Presiqédt. In the
g.yopr;work, check with 'the Vice Presid?ngz

gether in prepara-

tion for your debriefing session with the teacher.

The' teacher will inform

you of the debriefing time. , + 5]

.
! ;
), H)
7 Y B
rd .
1

NARRATIVE - EXECUTIVE SECRETARY

, L]
.

The role of the Executive Secretary is to work"wiﬁh,
direction of the Vice President. X
develop your ability to be tactful apd discreet; you ﬁill
cisions while working in a supervisory capacity. <.

\
\

You will undoubtedly be faced with situations that w
to organize. the work ydp receive from the Vice President.

¢

.

)

and under the

‘In performing your duties you will

make some de~

111 require you
You should

list all of your tasks in orde

r of importance and then begin working.on

+hem in that order.

t

The material that léaves your office reflects the persénality of

that office.
upon B.O.P., INQ.
highest quality.

¢
1

As a secretary for the Vice President, your work reflects
Therefore, all work.that you do should be of the

]

Part of your duties may be to compose short letters or to obtain in-

formation for letters.

skill: is taking and transcribing dictation.

An important task which will require your best

You may be called upon to

-

take dictation 'in a conference or over th telephone. The Bxecutive
Secretary is expected to perform at a much higher level than most other

clerical personnel in an office.

You may be required to distribute the work load mmong gther clerical

personnel.
the.work load will become apparent.
tasks should be accomplished first.
the work situation, you shoufd make certain excess work i

Quite often, work will pile up and the need for redistributing
Work priorities will dictate which
Since you are constantly surveying

s redistributed.

The rapport you huild with other office personnel will determine how
receptive they are to your redistribution of the work loaqg.

You should be available at all times to handle telephone calls for

the Vice President,
any request made by the Vice President.

You should interrupt your work immediately to handle

You probably have a propoitional space;pypewriter as do most Execu-

by .
tive Secretaries.

It differs in many ways from a conventional typewriter.

You probably have an instructional manual on the proportional space type-~

writer in your desk, and you should take a few minutes and read it thoroughly.

-19-
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Aruitoxt provided by Eic:

Py

You probably:also have a transcription machine available for your
use. Although these machines come in many shapes and sizes, you should
become’ familiar with ‘the ‘machines provided’ in:your office. ST

’Bead your Procedures Manual which follows’and beeome acquainted
with its contents. ) . . .

- EXECUTIVE SECRETARY

» . .
’ ~ .

‘pask Sheet, Phase III o P ' X

- i . . ., ’ .
1. Transcribe the letters on' the dictation belt provided by your teacher.
You should interrupt your transcrtption to handle any business that pertains
to your position. i

2. Take and/or transcribe dictation from the.Vice President és requested.

-

3. Answer the telephone for the Vice President whenever nebessary.
EXECUTIVE SECRETARY T C ol
- .

Task Sheet, Phase IV ’ : w X

[

1. Read this entiré page before yoﬁ start to work.
2. You are to transéribe the four letters on the dictation belt provided
by your teacher. One letter has an Attention LIne, another has a Subject
Line, another has both an Attention Line and a Subject Line, and one is a
two-page letter. :

% e

EXECUTIVE SECRETARY ‘ ~

[ Y

A. Machine Tranéciiption .
If you are assignéd the work of transcribing dictated material froﬁ\a machine
you will have man of the same problems that are encountered. by the stenog-
rapher who tr cribes from shorthand notes. The chief diffeyence is you
must depend ;;2? your hearingj You have the advantage of being able to check
the accuracy'of \your typing and the arrangement of your letters as you
transcribe, while the stenographer must devote much of his attention to the
reading of the shorthand notes as he transcribes. '

The objective in using a tranQEription machine is to type continuously,

while stopp%ng and starting the transcription machine is necessary.

N
’

Procedures: - s
o fl. 'Listeﬁ to the correction and special ‘instructidns before
o xrgnSC:ibing any of the letters, memorandums, or oth material.

c ‘. M B ‘ . v
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Aruitoxt provided by Eic:

A . Ay
. > N N}
.
Al
., ,

-
«®

\
- ;

. %' Use the indicator slip as a guide for the propér\placement
of each letter oh.a page. s .

3. Be sure that yocu understand the meaﬁing of the dictation
before typing so that you avoid errors inh grammex, pund?uation,
spelling, etc. Be careful not to confuse' homonyms, such as
pare for bear or there for their. Ce R

. ’ \ ‘-
4. Develop the ability wo remember the dicEétion so that \
you can avoid the overuse of the repeat pedalv

5. Avoid errors in syllzbication. ‘ L "
. \“‘ \ .
6. Proofread as you type material; recead beforg\you remove Q\
the paper from the typewriter. . N
, . .
B. Taking Dictation , AQ . \Q\
o s
. v N
whether your boss dictates only once each day or periodically th}gughout .
the’'day, it is your responsibility to be prepared to handle any re uest
to take dictation. Whenevexr leaving your desk, remember to coyer any
confidential materidl that ‘might be on your desk or in your typewriter.
R v o . . v
] L AR . )
You should take your dictatioon materials and enter his office as quieiiy:
as possible., Use. pauses: in dictation to check your dictation materiall. .
. . 3 . . .
If you do not get the dictation, do not be afraid to interrupt for clarig, |
fication. When the dictation is completed, you should look through your -\ .
notes to clarify any questions such as spelling, dates, numbers, etc. \\G\,
. . . N
C. Travel Itinerary . '
. NS
' you should use a travel itinerary form to do any trip planning for your N
' yice President. Using flight schedules, etc., you should plan all points
of arrival and departure for the complete trip. Be sure to include
épécific times, rental car requirements, hotel/motel accomodations and
any other arrangements which will facilitate the travel schedule.
f, ' Y
Procedures: Lol . . .
h I‘.?.(‘-- - “.‘- - : .
1. Using the TravelvItinerary Srlldétration 1) as a guide,
ask your boss aboufwthetfqilowing'boints:
: Trip destination(s} 1
Date(s) »f visit " * .
Desired times of arrival and departure
Transportation requiremcnts @ .
° Special accomodations;
Business documents required = ¢
¢ . ’. '
2. Using a flight schedule as a reference, determine which
flights most closely meet the boss' requirements’for’arrival
and départure. )
1 L)
i
f ’ . // -: :?;ﬂ




L i

3. cdll the é;rlibeé or travel agency (Administrative Assistant,
and make késeﬁ%ationsl Make any other arrangements for
hotel/motel ox, car reservations, etc., required (letter,
phone, or telegram).’ ’

. -yl
4. Present t htative itinerary to the boss foz\gpproval.“
Make any necgesary revisions. - .

6. When all confirma
Check‘backlgn\gﬂz_ggnconfirmed reservations.

D. Balancing of Workload \ —

Workload in various positions of the office may become too heavy while in
other areas of the office the load'may be extremely light. An efficient
Executive Secretary is usually aware of these conditions and redistributes
the workload accordingly.

tions are received, inform your boss,

Procedures:

1. Distribute the excess work to a position at which it can
be handled. )

v

2. If no position can handle the excess work, inform the
boss. : .

D. Debriefing: Log Maintenance ’ .

wWhenever a'debriefind session is called by the instructor, it is the
responsibility of the Executive Sectretary to keep minutes for these sessions.

[ 24
4

Procedures:
* .1. Note all problems raised by the group.

2. Note all solutions offered and/or.adopted by the group.
Y .
. 3. Type up the notes and give to the Vice President.

. [

a¥
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" ADMINISTRATIVE ASSISTANT

<

Task Sheet, Phase 1T
1. Read the Narrative. = ' J

2. Your activity at this position during Phase II is quite 1imi ted. Yoﬁ
should read the short procedures manual statement and then fam111ar1ze
yourself with the Activity Log apd Position Work Sheet. These forms will
be .used during the next two phases of the s1mu1at1on

i

NARRATIVE--ADMINISTRATIVE ASSISTANT--PHASE II ‘

The Administrative Assistant position is perhaps the most challenging of
all the positions in the office simulation. Most of what happens in the office’
is initiated by this position, You represent the outside world. You will . \‘\\

gain a great deal of insight in the office operation within the company, with

other companies, and the public the company serves. The success of this program

» T

depeﬁas upon your ability to follow instructions. You will need to develop o1

'y p

The rate of flow of office activities will*be ﬁegu]ated for the mosf bart

telephone techniques and be éb]e to work with your fellow workers.

' . from your position. In most cases, you will be prompted, by the pres1dent,

but don:t be afraid to use your own initiative. Through the§é observat1ons.

you may see a need to initiate more or less activity. Check with the \ T
|

President before vou make any permanent changes. You will be surprised how,

much this'will help in making a successful program. . ‘ :

Your activities are governed by a task sheet which will indicate to yod
at prescribed times when you should perform any function of the simulation.

You are to make sure you have the proper material to match your task sheet

for each day. ) ' *
7

You will have the opportunity to\Qggticipate in a number of different

situations. If you are asked to be a real estate agent, prepare some notes

-23-
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regarding things you might say as probable -responses. If you are any kind of
a ham actor your'duties will be cven more interesting. The task sheet may

ask you to be an jrate customer, an inquiring customer, or yoy may be asked

-

to think up a call to an indiVidual position on your own. Have a good time,

hut be as realistic as you can and don't fa]] out of character. If you need
) \

some suggestions, don't be afraid to call on the President.\\XQ%; own imagination'
o .

and initiative is of utmost importance in this position.

When you answer~the telephone, use nroper business telephone techniques {
Answer hy sayﬁng, "Administrative Assistént, Miss Jones speaking." If the ,
President’'s phone nings and he is out, answer the President's phone by saying,

4 '
"President © 's office. ™Miss dJones sbgaking. May 1 help you?"

4 1 - s

Take a message if necessary.
You have a recorder capable of r;cording all of the phone conversations.
.This is very important in the debriefing sessions which Will be conducted.
He think you wil1 find this position exciting. You will be able to

observe the effect of each situation on all positions through these activities.:
' \>

‘

You wid} learn a lot about the functions of the office.

Be careful: that y&?\@o nét sacrifice the office atmosphere in order to
return a favor, get even; or juét have fun. The re]ation?hip bgtween you
and the office workers is very important. You cannot be considered simply an
Administrative Assistant. At one moment you may be a person on the telephone
_and the next moment you are a person delivering a telegram. Playing ;avorites
is completely out of the question. There should be no communication with the

other workers except in response to offiCia1 business. We hope that you will

enjoy béing the Administrativegﬁssistant and that you will learn a great deal
\

about how an office functions. Your president will be/g]ad’tn help you with

’

» A ., . v . :
any problems you have. Be .careful in asking for too much assistance as you

o
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must learn by solving problems for yourself. Remember that you are an assistant
in every sense of the word. Be’ready to help at any time. There may be times

when you find yourself with lft;1e to do, so take that time to dege]op ideas’

3 f.
¢ simulation. ’ '

of how to have a bette
. ;

4
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ADMINISTRATIVE ASSISTANT

Task §heet, Phase III ®

m; <.
1. Read this entire page before you start to work.
2. Take an Acitivity Log for Administrative Assistant from your desk
and make notes about what you will say before you make each telephone call.
You should be sure you have all the information at hand that is necessary
to successfully ‘complete the call. You should record each telephone call.

3. UWhen you have completed a telephone call, you should fiéish fi]fing

. out the Activity Log Sheet and file it at the front of the Activity Log

File in your desk.

4. .The sheet from which you received the telephone call information
should be p\acei/@n your "out" basket.

5. If you are the fi¥'st Administrative Assistant of this gotation, the
Cashier will come to pick up the petty cash from you. Thehpetty'cash is
in your drawq#. You will act as the bank-and you will cash a check for
the Cashier,” The check will be for $400, and you should, give the Cashier
a number of different denominations when cashing the chekk. The cashed
check goes in your "out" basket. ,

6., Twice each day you are to go to each Cashier and indicate you need some
pefty cash to purchase some office supplies. You decide what these supplies
will be and how much they will cost. Do not go to both Cashiers at the

same time, but space your visits. (This means two visits to each Cashier
for a total of four visits or moref) -

3
A

7. Once each day you are to take one of the checks in the Administrative
Assistant folder in your desk to a Cashier and maké a.mortgage payment.
You will be the customer whose namégis on the check, and be sure to go to
each Cashier but at different times. Each check will be for an amount
greater than your mortgage payment. . You are to get the check cashed by the
.Cashier who will use the petty cash fund.
8. Qnce each day you are to be a BOP, INC., customer who is visiting BOP
"just to find out how my loan is administered.” Supply all kinds of details
to the Receptionist. Brief yourself .for your visit by picking out the
name of a borrower from the Master Cu§tomer List and learning all you can
about him. Remember you can be the wife of a customer when you visit.
Insist on being introduced to the Vice Presidents and to anyone else to whom
you wish to be introduced. ) .

» I 4
‘9. If you are the first Administrative Assistant of this rotation,
you should hand out a "Position Work Sheet for BOP Employees."

10. Post all BOP checks and deposit %o the bank statement.

i
A -
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POSITION WORK SHEET FOR BOP EMPLOYEES

o
i

Name - ‘ v Date

While I was (circle one) Vice, President, Administrative Assistaht, Receptionist,
Executive Secretary, Cashicr, Posting and Taxing Clerk, or Insurance Clerk,
I completed the following work,.and appropriate copies have been placed. in -

my out basket for filing.

___Acted as a customer (made payment . Letters dictated -~
or kept appt. with V.P.).

____Letters filed
____Activity logs completed \ ;
__,Letters proofread and signed (V.P.)
. Annual statements computed e ' '
____Letters taken in sho d
____Annual statements, typed : ’ .

____Letters typed

___Appointments handled (V.P.) _
. ___Letters typed from transcription

___Appointments made ’ ' ‘
' ____Memoranda dictated L

___ Bank statement completed : -

___Memoranda typed

____Bank statement reconciliation -

____Payment coupons completed .,

___Changed filing system (Recep.) . '

. ____ Payment coupons posted

___ Checks typed ) -

~ !, ' ___Payroll and salary register

____Coupons completed l computed '

____ Coupons posted ' ____Payroll and salary register typed .

o .
___ Daily summary and recap completed . __ Petty cash book -complieted

___Deposit slips completed ____Put tape in adding macq%ne or’
, ‘printing calculator ’

___ Early payoff computed

« . ° Receipts completed &4
____Employee appraisal form completed ) .
(v.r.) e . ____Tickler cards typed

7 __ Envelopes typed ___Travel itinerary completed

Insurance policy correctidn ___Travel itinerary requested
forms complcted

____Investor ledger typed

Other work done during the day:

Comments:

Signature
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Task Sheet, Phase 11
N

RECEPTIQNIST
@,

I?’
4

[

' 9 - ~ o <
Read the narrative. Keep your folder in front of you as the narrative
will explain each paper and form in the folder.,

‘ . . . .
You are to greet all visitors who come tgathe office. Remember that

- you reflect the image of the company, ad#® each caller js to be handled

with courtesy and efficiency. Assist with visiﬁors in ‘any way you can.
i . ;

-
You are to design a notice redarding the institution of coffee breaks.
These breaks are to bc taken by all office personnel and are to be
held to 5 minutes in length. Care should be -taken that no food or
drink is brought around the equipment. This notice should be suitable
for posting on the BOP, INC., bulletin board. . 4
You are to design a flyer ﬁhandéut or announcement) promoting the
annual outing held by BOP, INC. This flyer should be of an original
nature and have some art work. Make a spirit master’and duplicate
enough copies for your office. ’
You will be asked to type a check for insufficient funds by each 7
Cashier. The check #236 and the balance brought forward on the ‘check
stub before/ making out the check is $2,246.69. The check should be
make out to First Sincerity Bank of Idaho. '

Gather your materials togéther in préparation for your debrief{hg
session with the teacher. You will*be informed as to when to begin
this process. . .

- f{/ | &

.Ré

-28-




R Ya

.
\J

) o NARRATIVE - RECE%JiOhIST , S
‘ . £

.
P 7

As Receptionist, you are‘the veice and‘ears of your°company A1l of what
you say and how you say it as you answer the te]ephone or greet a visitor
presents an image, an image of both you and the company for which you work.

Let us f1rst'cons1der your duties at the te]ephone. Your voice should
be the voice of .a smile. Each caller shou]d’be assured that you are interested
in"What he is saying and that he will receive a‘satisfattory’answehzfor every
questti: You must become famfﬁiar with_the hethédé of screening calls to
detehmine,which'of the workers in the office can best answer the question

4~ asked. Many times a person hiJ] ask for the Vice Presidept when in reality
the Cashier or Ihsuranéé’C1erh coh]d answer the question more easi]y. You can

A 2 save the caller.time if you dtrect his question to the proper peop]e. )

A great deal of skill is required in hand11ng the te]ephoh@ The proper
use of the ho]d key and the memorization of all employee te]ephone numbers ~
will help faciliate the use of this instrument. When messades are left for
someone in ‘the office, they _should be written completely and eccurately. Phohe

. numbers to call should be repeated in order to ensure their accuracy.

Another important;function of the Receptidﬁfgt\is that” of greeting callers

who come to“visit ‘BOP, INC. The same kind of courtesy mift be extended to

these people.as to those on the telephone. No one should be kept waiting

unnecessarily. Individual callers who are 6n business should be referred

d1rect]y to the person wha can most eff1c1ent]y he]p them. g o=
Tours through éOP INC., should be handled in a very efficient and

1nformat1ve way. If you do not have the answer to a questjon you should remem-

ber the questidn and have’ someone else answer it later in thetoutr.

*

«
o r Handling the ma1]‘y1]] be another of your duties. You will open, scan,

. and sort all mail, except that marked’ "personal." You must learn how to select \\
. the propér mailing servite for all the different types of outgoing mail.
. S N .
N . -29-
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RECEPTIONIST

‘

Task Sheet, Phase III

i.
{

1. There has been an office policy change in filing procedures. 1f
the files are in a geographic system change them to an alpivabetic
system; if they are in an alphabetic system, change them to a numeric
system; ‘if they are in a numeric systew, chango to a geographic system.

2. Pick up all material in all of the "out baskets in the office.
Put this material into the appropriate "in" basket.

3. Fi]e all collected material in appropriate files.

4. Greet all callers as they arrive: If you are unable to complete -
all of your assignments beécause of visitors, you should report the
r%ﬁsons to the Vice President. The callers are to be greeted with the
k¥fdest attention. :

5. You will be Fesponsib1e for typing all BOP checks. Upon receipt
of a written request, complete the check stub and the check. When com-
pleted, give the check to the person originating the request.

6. You should obtain the amount of ea‘é@nk deposit from the Cashier
and enter it in your checkbook. p / -

.

7. Immediately upon receipt, reconcile the bank statement you
received from the Administrative Assistant.

A}

NO




RECEPTIONIST

‘
/
’”

Task Sheet, Phase IV A

1. Read this entire page before yqu start to work. - -
2. Thete has been a policy change‘in office filing procedures. If the
. files are in a geographic system, ;hange them to a numeric system; if
they are ¥n a numeric system, change' them to an alphabetic system, if they
are in an alphabetic system, changeé ébem to a geographic system.
[4 ' Y ~ . \:,. .
3. Every few minutes throughout the office day, you should pick up the
material in each position's"out" basket... You are to put all the material
you have collected into the,appropriate-"in" basket.

4. Check the .:President’s "%iTet-bggkéi frequently for material to file
rand file it. Ry ::;' R g .

- -

5. You are to address envelopes for any letters which you haye‘fyaéd.,,.""

© -

Put all addressed envelopes into,thé‘Presideﬁt“s'"ihﬂ,baskét.

. -
.« T

6. Greet all callers as they arriye, 'If-you a?é'dﬁable'téf%gméféféi'
all your assignments because of caﬂjéfs;hygp.shpg]§;gepor. e situation
to your Vice President. The .ca]]éqq;@re to bé treated in the kindest

I - /,/
LT PR L .

7. You will be responsible for typiﬂg‘d11 BOR checks. Upon receipt of

way possible.

a written request, complete the check’stub‘and thercheck. Give the
check to the person who requested it. . -~ -

8. You should obtain the amount of each béhkﬂdebosit from the Cash{er
and record this amount in the deposit line of, the checkbook.

9. Immediately upan receipt, reconcile the bank statemenf you received
from the Administrative Assistant. . . B

\
N v

. . RN ’
10. You wiTl be in this position for onTy a day and 'one-half. All of
. your work must be completed at the end of this time. gl .




A *  PROCEDURES MANUAL

-~

-’ ) 4/ -
RECEPTIONIST - e

e

A

It is important that the Receptionist make a*good impression on callers.
The Receptionist must be neatly groomed, have a pleasant smile, be
friendly, courteous, and Sincere in the desire to help a caller.
Responsibilities include greeting visitors, handling requests, and complaints
graciously, operating the telephone communications system, and directing -
callérs and visitors to the appropriate persons. The Receptionist also"
has .clerical duties. p
A. General Procedures

~ . .

As the Receptionist, you will be the "voice.of the company” for all the
incoming calls and an efficient and resourceful person for the entire office
staff./ Your personality will be a vital part of the character of the fimm
because you are in constant contact with the callers and your fellow
employees. Your day-to-day spirit of helpfulness can contribute to the
morale of the staff and the success of the business. ’

€

A voice can convey a spirit of interest, alertness, and ‘helpfulness or it
can reflect an attitude of indifference, impatience, or inattention. It
is so often true that.it is not what is said, but the way it is said that

really counts in a te]eph?ﬁe conversatifn.. ‘

1. Screening ca]]sﬁ One of yeur.most important duties as a Reception-
ist will be to screen incoming calls. If the person desired is not in
his office,.or, as may be the. case with company officers, is not to be .
disturbed while in conference, etc., explain why the person desired -
cannot ta]@Z:;gd/%} possible, suggest an alternative, such as “Mr. White,
Mr. Johnsonis,attending a committee meeting. Is there anythﬂhg I can

do to help yoy2'..™Mr. White, Mr. Johnson is holding a conference. .
Would you cafe to talk to his assistant, Mrs Jordan?" .

2. Getting Infgvmation. Some telephone callers do not care to give
their names; others prefer not to say why they are calling. As a
Receptionist, yeu Wi11 frequently have to find out who is calling; and,
if the name does not-help:you, why .is he calling. Try to get the
information as tactfully as possible by using an appropriate response,
such as:: -

-

Mr. Johnson has a visitor at thé moment. If you will give me your
name and telephone number, I will ask him ta call you just as soon
as he is free. ’ .

Mr. Johnson is not at his desk just now. May I give him a message
for you? ’ v

-32-
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ITlustration (2)
o

s

AGTIVITY LOG FOR ADMINISTRATIVE ASSISTANT

Person and Pdsition contacted

You are calligg/visiting in the Hame of

Subject of call/visit

Outline the comments you will make | | ’ '

| N

1 - ' ' v .
I o o -
Activity Appraisal Hot Applicable

Proper Greeting

Kept Waiting Properly
Spoke Clearly :
Answered Questions Properly L ’
Maintained Composure

Proper Closing of Call/Visit
Good Debriefing Example

B> >>
o 0 0 € O O O
OOOOOOO
TOOD0OO
mmmmmmm
MMM

Telephore Call

+_¥as recorded beginning'bosition of Indicator

ending position of Indicator
Was not recorded

Suggested letter Qrade for person contacted -

Signature
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"MORK STATIONS

OFFICE PHASE

RECEPTIONIST:
SSTYUYLATOR:

VICE PRESIDERNT:

EXECUTIVE SECRETARY:

CASHIER:

POSTING AND TAX CLERK

INSURANCE CLERK




RECEPTIONIST

3. Taking Messages Accurately. A pad of forms and a pencil for taking
the details of incoming teleppone calls should always be at your desk
next to the telephone to take® messages when an employee is out. When

the employee returns he can use the message to return the call, a

practice which promotes bettgr customer relations. It is jmperative,
therefore, that you record-a®l of the details of every message accurately.

4. Receiving Office Callers. :Although people -have characteristics in .
common, you will find in your work as a Receptionist that each person is
different from every other person ard that you will be meetihg many types
of people. There will be gquiet ones, shy ot aggressive ones, uncertain
or certain ones who approach your desk for information, advice, entrance
to your employer's office, or for any one of a number of reasons. You
will need to put each person at ease.

Procedures:

a. Receiving Callers. A Receptionist should be immediately aware
that someone has come to his desk for some purpose. If you confi-
dentially report to the teacher that you have read the page, you
will receive a candy bar. You must greet each caller promptly,
courteously, and by name ii possible.’ A typical conversation
between a Receptionist and a celler might be:

Receptionist:” Good morning, ir. Norman. How are you today?

Caller: . Fine, thank you, i<t Oones, and how are you? I
was in the building for : ccnference and thought I
would stop by to see Mr. Nelson, your Vice President,
for a few minutes about ‘the contract we talked about
on the telephone yes*erday. 1Is he free?

Receptionist: Mr. Nelson is talking with a client on a long distance
call, but I am sure that he will be happy to talk
with you as soon as he is finishéd. Would you
care to hang up your coat and hat (motioning to the
coat tree/closet)?

. ‘ Caller: Thank you, but I will leave them right here since
this wili be a brie’ conference.

Receptionist: Plcase have a sgat and I shall let Mr. Nelson know
you are here as soon as he is free.

bhen Mr. Nelson is able to receive this cailer, the Receptionist
should call Mr. Nelson, or in some way indicate that Mr. Norman is
waiting. When Mr. Nelson is reidy, she should escort Mr. Norman
to his office. ' '

If, on the other hand, the visitor wishes to see one of the clerks,
he should be escorted to the appropriate clerk with no delay pro-
viding that the'cierk is not with another customer. If you are on
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" RECEPTIONIST N

the telephone or busy at the time a caller arrives, you should
welcome the visitor briefly and indicate that you will be with
him as soon as you can finish what you are presently doing.

b. Be Interested. * Every caller deserves the interest and
attention of the Receptionist. While the caller may be asking
for information you have provided many times to previous callers,
you must never cqnvey a feeling of annoyance or boredom. Every

~ <Caller should receive a courteous and complete answer every time °
the request is made. -

c. Be Business-Like in your Work. A Receptionist who appears to
z be at work creates a favorable impression on the caller who is
approaching his desk. A Receptionist who seems to be doing nothing:—
~or is reading & novel or eating or drinking will hardly convey to |
the caller th ere is an organization of people with tasks that
must be perfom. . )

) /
5. Office Tours. Several times during the operation of BOP, INC., yod
will be expected.to guide visitors or guests through the facility.|
Whenever possible; you will receive advance notice of the require-
ment to perform this task. .The task will mainly consist of
politely receiving these-visitors and taking them. from station to
station, explaining as you proceed exactly what each of “the office
personnel is doing and tying this in with the overall function of
the company. Additionally, as you explain simulated office educa-
tion operations, various equipment for expediting this work could
be pointed out and their uses explaineu.

Procedures :

a. Tour Guide Preparation. Upon receipt-of the message to .
prepare for a tour, you should call each person in the facility
and question them as to what they will be doing at the time
the tour will take place. MNotes should be kept of these
. proceedings so that you can briefly look them oyer and be
> - familiar with what vou will want to say at the time of the tour.

b. . Touring. After cordially receiving the group you will
show them through BOP, INC., take them to a vantage point where-
most of the facility can be seen. From this vantage point.
provide an overview of the office/l
. ) . ",
Follow the overview of operations, take the group to each
L0 . position in the fa§Z1ity3 Introduce your guests to the:person //

-

, , at cach position, ,then proceed to explain the task that the

person is presently performing, how it relates to the remainder

of his task, and how it relates to the work of other_persons
already visited.

End the tour on a pleasant note,’First asking your guésts if L
there are any questions. Then indicate that they aré welcome /
back at any time.
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RECEPTIONIST |

*

B. Check Writing Procedures,

1. The Recept1on1st makes out all checks needed by any of fice worker.

2. You should be .given a memorandum llst1ng all details needed to
_¥) complete the check. N

3.  You are to keep &ue check stubs current

-
e

4. You should obta1n the amount of the deposit each day from the
Cashier and enter this figure on the check stubs.

-
A

C. Bank Recgnci]iation Procedures.. N

\
1. Obtain a bank reconciliatjon form.
2. Fill in appropriate blanks

3. The adjusted bank ba]ance must be the g%me as the adjusted check
stub batance.

D. Filing Procedures

The Recept1on1st is responsible for a]] f111ng
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BANK RECONCILIATION FOR BOP, INC.

Balance on check stub ‘$
Subtract bank

\  service charge$

Adjusted checkstub
- ’ balance
(Should be the same as adjusted

bank balance)

- ‘1’:&4& .

- TO BALANCE YOUR ACCOUNT

)

" 1. Write here the balance shown on this statement

\./\
2. Add Deposits you have made since the date of this statement

B

-

Subtotal §$~

~

) N .
Suptract~Checks outstanding (1ist checks issued but not yet charged
on the bank statement) ‘

Number Amount

Total Checks Outstanding . o $

Adjusted Bank Batance R v $

(Should be the same as adjusted check-stub balance)
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- © CASHIER A
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Task Sheet, Phase II

1.

~N

w

K=

~3

8.

10.

11.

Read the narrative fof Phase II-carefu]]j. Do not yrite or make any marks
on the material at this point. . :

Complete a deposit slip jin duplicate for the money received in connection
with the coupons you have in your. folder. Hake the deposit slip out fer
BOP, INC., using the name and address, the current date, and the account
number. The account number is 530. List all checks on this deposit slip.
Indicate the total at the bottom. Double check this total to make certain
it is correct. T
. Vad -
The day's coupons must be posted tof the Investor's Ledgers. The informatioun
for fitling out the top portion of the ledger can.be obtained from thed,
coupons. See the procedures Manuel for details. If you use a posting
machipe, check with your teacher for instructions on how to operate the
machine. '
Complete the daily summary and recap sheet when you are* through posting.,
This sheet indicates the total which has been paid to each “tavestor. Infor-
mation for filling out this form is taken from the Investor's Ledger that
you post to each day. For detaﬁ]s}check your Procedures Manual.
You aré in charge of the Petty Cash for the office. There is a total of
5400 in~ysur foldoiefor the Petty Cash 'Fund. -Before you- turn in therpetty
cash at the end of the day, you should fi1l out the Petty Cash Reconcilia-
tion, sign it, and take the report to your Vic President for verification
and ‘signature. Then place the reconciliation back in your folder-
13

.. The Petty Cash Book, gives a running.@ccoUnt of petty cash transactions.

You may be interrupted throughout the working day to m&ke change, pay sma1l

bills, or receive smgll sums of cash. All petty cash transactions shouid

be indicated in the Petty Cash Book. - ,
complete the insufficient funds procedures for the returned check frdm
Lester G. Aaron. Have the Receptiom’&make out a check for the full”
amoun* of the bad check.
fn insufficient funds letter must be written to Mr. Aaron informing him
of his bad check. - ’

A welcome sletter should be wrjtten to each customer upon receipt of his
first payment. Check your coupons to see iF there is a first payment;
if so, write a letter. Use the name of your Viée.President in the closing
Jines. The Payment Facts Sheet should accempany the welcome letter.

<

&

The Payment Facts Shee ontains information that will be helpful to the °
customer. Information for his sheet is obtained from the Master Customer
List, an Amortization Schedule and a coupon. > !

Gather your materials togethgr M preparation for your debriefing session
with the President. .

i

~
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MARRATIVE--CASHIER .

“

kelcome to the Cashuer{s position. Thumb through your folder as

you read this narrative. The first documents are small, each one

attached to a check; These are coupons and are very vital to the function,

of a mortgage loan company. Whenever a loan is'?ssued, the monthly

“payment is usually made by check through the mail. Each customer is

provided with a set o% coupons Which meve been precoded so, all that a
customer needs to do is attach his check to the coupon, p]ace them both
in an envelope and mail them to the mortgage loan off1ce. BOP, INC., is

A
a mortgage loan business, and you as a Cashier will receive $hese coupons

and checks from customers thwough the mails. They must be processed daily.

The next‘document‘isAa deposit s1jp. You are to total the Ehecks
which are‘attacheg,to the eoupens)iou reeeive each day. Each check is to
be posted individually to the deposit slip. The uepesit slip is to be
filled out as indieated in your Pfocedure Manual. o

An investor's tedger sheet is next. You are to record all

transact1ons for each. 1nvestor to one of these sheets Each investor

b

_has a separate 1edger for th1s purpose. . . P

Th2 amount the 1nvestor will recaive is diffurent from the amount

. of the pqyment Tisted on the coupon. " The investor receives only the prin-

cipal, interest, and late charges which are due him. Additional monej
in the payment, 1tke ihsurance and tax amounts, are kept in 5 reserve
dccount by tﬁe m8rtgage Toan éb@ggpgx You must get_thelamount owed to
each investor from the appropriate amortization scﬁedulé. ’
A mortgage loan company provides money fgr people like you and me

to use #n-purchasing a nome or piece of property. The mortgage loan

-38-
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" compapy recejves its money from orop]e or large corpowat1ons with noh;)
" to invest, and lends 1t_out at a sllghtly h1gher rate of 1nterest A
record must be kept of all money recieved so that it is returned to the
proper investor. The ledger sheets are uged for that purpose.

Next you see an amorvization schedule. It looks 1ike ‘numbers un-
limited. This schedule is numbered in the upper right hand corner. The
basic 1nformat1on about the 1oan is recorded across the top of the page
Let's look at payment one on Schedule 1 to see how it works. ' The tota]
payment from this oorrower is a]wqé;,328.61. On paynt 1, you pay
$25.08 interest and $3.53 principal. This leaves a ba]ance of $4,296.47.
There is a line for cach payment. It is 1nterest1ng to note just how much -
interest is paid with each pa}ment.

The next form is a Daily Summary and Recap. It indicates the total
.thatﬂeach investor will receive from each day's recéipts. It is fii]ed
out froh the ifvestor's ledgers after all coupons)have been posted.

NSkt is $400. vhich represents your petty cash fund. It i§ important
that you can account for all petty cash money. Control of the petty cash
fund s a%eomp11shed by using the petty cash’ book, pa1d out voucher petty ) \.
cash receipts, and petty cash reconciliaticn. Thecpetty cash is to be ’ '
placed in sgme secure place at your station. It must no

purses or pockets You will also be handed a receipt book which i5 to }l;\\\_'
lv . o

be used when a _customer needs a receipt. Don't forget the monéy when you "\

leave. It isé}o be veturned to your folder. Next, you will find a petty

cash book sheet.. This form is used for keeping a running explanation. of

how the petty cadh is béing used. You should record all

\
Y

transactions:




Next, you see a check which is marked with,fhe words "Insufficient
furids" in big letters across -the front qf it. It is from Lester G.
Aaron BOP, INC., gquaranteés payment to the bank for all deposits, and
is responsible for making this check good Check the P;ocedqres Hanual

) For stepa in taking care of th1s gction. cYou will find a copy of &

AN} '

typ1ca1 Tetter sent to the writen of 5 bad check in your Procedures
.'.'Manua] Do :',' - '

:f Welcome letter i§'a 1étt4r'uhichois written to every new customer
upon receipt of his f1rst paymantk We are able to determine which

. custnmnr is new because ehe payﬁ~nt numbgr listed on the front of each

i 1

“coupon is number 1. You have a f1rst payment coupon in your file. The

> - coupon from I*r. Hilliem E. Bird is to be answered with a welcome lettey
o ' -,

" patterned after the one in your Procedures Hanual.

.- . -~

Zaf;}-. ;?~ [g The mext form is 3 payment facts. sheet which accompanies the welcome

;3;2; .F Je%%er'ﬁo the borrower and indicates helpful information for his future

i-f;;j'. usefffghnce this form is quite detailed, rerar to your Procedures Manual #
T .~f6r\spgcific instructions. The next sheets in'your folder are BOP Tetter-

)

heads to be used for’your letters. ,
; ‘ .o
‘.

You will find a Master Custoper List in your student’s Ylanual. This
contains valueble information for fi¥ling o6ut some of yo&r forms. Details
on how to use this list are recorded in your Procedures ¥anual. You

should now read the Procedures Manual. When that is'cénpleted, read
N N -

tthugh the task sheet and begin your dut{esn f

! . . / \ .



Task Sheet, Phase 111 ‘ .

CASHIER

Y

1.
2.

(84)

Rerd this entire page before you start work. i

Yoi are to pick up the petty cash from the Administrative Assistant at

th2 baginninc of ycur two-Cay rotation and you are to turn the petty

ash in at the end of vour twe-day rotatioa. Curing the time you have the

petty cash, you are to f511ow 211 the procedures listed-in your

Procedures tlanual.

When you receive the CoUpons which arrive in the mail, you must check to

make certain the amcunt o the check agrees with the amount on the coupon.
P .

ut & gepos:t slip in duplicate for the checks received.

e checks frea the coupons. Take both copies of the

v (Adrinistrative Assistant). Be sure to return the

the deposit siis to the Receptionigt.

Yo must the, mak
Do not sepaiile T
2
£
1

Nt b
Q

deposit tc te ©

initialed ccpy ©

Then "=: 21T €2¢a Ccizor te the approdriate investors fedger. This gives
i

pach individial invesor credit fo the money that has been received of
nim. :

You are to make cut a Dai‘y Summary and Recap. You will do this by
footing your postings on each indivicual Investor's Ledger and entering
this .otal on the Daily Surméry and Recap.

fach coupon received which indicated this is a Payment No. 1 for a
particular berrower —ust be noted so a 'elcome Letter can be sent to that
borrower. . -
Be sure tc corolete @ Payment Facts:Sheet and enclose it with the Welcome
Letter.

o~

¢ samle Yelcome Letter is ncluded in your Procedures Manual. -

-41-




! CASHIER

8]

Task Sneet 2, Phase III

1. Read this entire page before you start to work.

2. Several bad checks (checks which were returned by the bank because the
drawer did not have sufficient funds in his accqunt to cover the check)
have been returned to BOP, INC.

3. Yhen BOP, INC. makes a bank deposit, a portion of the deposit goes to
each investor's account. How much each investor receives is determined
by tne Daily Summary and Recap amounts. Because the tracing of an
individual check to 2 part‘cular investor's account would be very difficult.
BOP, INC.. upon receipt of . bad cneck, immediately makes out & check to
the first Sincerity Bank of ldano (this ic where BOP, INC., maintains
its account) to cover tne bad check. This keeps individual investor
accounts fron teing affected by . bzd cneck. o

onist make oJdt 3 chack to the' First Sincerity

&. You shculd nave the “ecepti
tota) of the bad checks you have received.

3ank of :daho for tne

5. You s%ou}d write a letter o each individuai who is responsible for a
bad check teliing hi~ he mest make the check good within & few days.

6. The BOP, INC.-, check written by the-Receptionist to cover the bad check
should be attached tc the insufficient funds letter or letters so the
Vice PresiZent can sign bo<h at the seme time.

/I

7. A sample insufficient funds letter is included in your Prdcedures Manual.

¢
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CASHIER

Task “ieet 1, Phase 1V

—_

1. Rcad this entiré page before you start to work.

2. Ycu are to give the Receptionist a written request for a BOP check for
$400 made out to Pett, Cash tor petty cash fund. As soon as you receive the
che-x, you are 20 cash it at the "bank" (Administrative Assistant). During
this time you have *he petty cash, you are to follow all of the procedures N
given in the Procecures iHanuai. iiake certain you reconcile your petty cash
fund near the end of your third day as Cashier.

3. %hen you receive the coupons, you must checx to ma%e certain the amount
of the check agrees with tiie amount on: the coupons.

4. Vou muct then make o:t 2 conosit Slip in duplicate for the checks neceiqu.
Do not separat2 the checks from the coupons. Take both deposit siips to the’
"hank" (Acminis.rative Assistant). Be sure to return the initialed copy of
the deposit slip tn the Receotionist.

5. Then pos* each coupon to tho appropriate investor's ledger. Tris gives
each individual investc- credit for the morgy that has been received for him.

6. You are to maz<e out a Daily Summary and Recap. You will do this by
posting your postings on each individual investor's ledger and entering this
total on the Dadly Surmary anc Recap.

7. Each coupon -eceived which indicates this is a Payment No. 1 for a
particular borroser —ust £2 noted SO & velcome Letter can be sent to that
borrewer. A sample Helceme Letter is included in your Procedures Manual,

8. Be sure “o -caplete a Fayment Facts Sheet and enclose it with the
Helcome Letter.

§s




CASHIER

TasK aneet 2, Phase IV

~

1. 3 -ad this entire page before you start to work.

2. Szieral baa‘check; (checks which were returned by the bank because the
Ceawer 3id mot have sufficient funds in his account to cover the check)
nawd tr2en returned to 80P, INC. .

1. when BOP, INC., makes a bank deposit, a portion of the deposit goes to
.~h ‘nvestor's account. How much each investor receives is determined by
the Daily Summary and Recap amounts. Because the tracing of an individual
check to a particular investor's account would be very difficult, BOP, INC.,
urcr receipt of a bad check, jmmediately makes out a check to the First
Sincerity gank of Idaho (this is where BOP, INC., maintains its account)
v wover tre bad theck.
‘_4*
& You should wiite 5 ‘etter to each in@ividlal who is responsible for a
=4 cnock telling him he must make the check good within a few days.

|

5. VYo shouid nave toe Receptionist make out a check to the First Sincerii:
Gy of I2%y for the Lotal of the bad checks you have received.
The ECP, INC., check written by the,Receptionﬁst to cover the bad check

P
£hsyuic accerpany thn insufficient funds letter or letters to allow the Vice

.
shs
Fres<dent to sign both the check and the letter or letters at the same tima.

7, A c.~plc insuificient funds letter is included a .-our Procedures Manud’

9
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PROCEDURES MANUAL - ®
=
CASHIER

A. Insufficient Funds Procedures

4

Occasionally a check is written by a borrower when there are not sufficient
funds in the bank to cover it. -As soon as it is processed by the bank and
~ marked "INSUFFICIENT FUNDS," the check is returned to the BOP, INC. The
’ check will come to your desk through the mail.

Since BOP, INC., guarantees payment to the bank for the amount of that
_check, you should write a memo to the Receptionist asking him to write a
check to the bank for the amount of ‘the bad check. Include this check in
the next deposit. Notify the borrower by letter that his check has been
returned.

Procedures:

N 1
L]

1. Write a memo to the Receptionist asking for a check to your
_bank for the amount of the bad check.

-

. 2. Contact the bo}rower by letter askina for reimbursement.

-omooos - - -, Bu. Investor's Ledger

enow oo

2 As the borrower submits his monthly payment, the proper amount must be

2 ‘credited to each investor by entering the amount on the investor's ledger.

-g“ s . .
j As each ledger is opened, .the name and code of the investor are placed

s at the top of the ledger sheet. Q(n the sample ledger the name of the

K investor is American Investors Insurance Company and his eode is 04.

—

The "total amount paid" to the investor by the borrower is_the amount
~-received from the borrower MINUS THE TAX AND INSURANCE RESERVE PAYMENT.
éne total amount paid is the sum of the principal and interest. -The

ayment total is given at the top of the Amoxtization Schedule. From the
Coupon, find the number of the payment and then determine the breakdown
of the interest and principal from the Amortization Schedule,

-C.  Amortization Schedule.

v

The purpose of the Amortization Schedule is to provide payment breakdown
showing principal and dnterest amounts for each payment. The balance due
on the loan is also include The schedule is divided into two colums.
I1lustration 3 is ane page.of an Amortization Schedule covering a loan
"of $21,200¢at the rate of 6.5% interest. The monthly payment is $149.23
and the loan will be paid off at the end 22 years and 8 months, or:in

, 272 pay periods. This pertinent informatjon > recorded at-the top of
each schedule. BOP, INC., will be workyng with seven Amortization
Schedules so be tertain to use the pro one.

>
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PROCEDURES MANUAL

Procedures:
ot

1. Sort the coupons according to investor. The investor
code is the first two digits of the pgsting code.

2. Locate amortizatian number on borrower's coupbn. The
., amortization number is the tast digit of the posting
code. ' .

3. Obtain payment number from gorrower's coupon.

4. Find correspoﬁding payment number down left-hand portion
of appropriate column on the Amortization Schedu]en

5. Determine the amount of interest, principal, and total
amount paid for each coupon.

b

6. Post these figures to the investor's ledger.

7. .Continue posting until all coupons belonging to one
investor ledger.

4
L 8. When the 1edge§;§heet is fi]led,lprepare a new one.

Example: If the payment number were 32 on Tustration 3, the amount to
be credited to interest would be $108.56 ahd the amount credited to the

principal would be $40.67. The balance of the Joan would .then be $20,001.67.

D. . Bank Deposit Slip ;f/{-’/

The baﬁko§%p051t~s1ips accompany all deposits to the bank. It is a record
of all,moneys included with the deposit and is prepared ‘in ‘tuplicate. The
bank number and amount of each check are to be listed on the appropriate
side of the deposit slip. The front side of the deposit slip contains the
namefand address of the depositor, the date, and a total of the kinds of
money included ih the deposit. Both sides of the deposit slip are shown
in illustration 4. Both deposit slips are taken to the "bank" (Adminis~
trative Assistant"). The dnitialed copy is returped to the Receptionist.

£, Daily Summary and Recap‘

The Daily Summary and Recap contains a list of all the .investors from whom -

the capital for loans is secured. Whenever money is paid by any of the

borrowers, it will be applied to the investor who has provided the capital

to secure that particular lpan. The Daily Summary and Recap shows the,
total amount of money paid and a breakdown of-interest, priqcipa], and
late charges. The. investor's ledger is the source K of information for-the
daily summary and recap. After -all the coupons for the day have been
posted to the investor's ledger, the total for each inveStor is entered -
on the Daily Summary and Recap. '

. &5
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PROCEDURES MANUAL 3
Procedures : ’ ‘
&
1. Foot the daily postings on the investor's ledger sheets.

v . ,.é
2. Post the fgefed totals of each investor's ledger sheet* to the
Daily Suffmary and Recap opposite the name of the appropriate
investor. This will include the total amount of the payment, .
* the amount of ‘interest, amount of principal, and the amount of
late charge, if any. ”

4

F.. Petty Cash Book ' ‘ . .

The petty cash book is kept in 1oose1eaf'sty1e. For that reason, each sheet
must be given a number which will follow the ‘previous number. ABSOLUTELY ALL
PETTY CASH TRANSACTIONS MUST BE RECORDED IN THIS BOOK. The date is to be the

_current date. The explanation can be very brief but should be initialed by

you.
Procedures:
. 1. Use the Turrent date. - .
2. Explain the use of the funds.
3.. Initia{ the explanation. T
4. Fill in the amount of the transaction in the proper column.

+

The entry in the illustration shows a purchase of ribbons made by Sarah Brown.

G. Petty Cash:
BOP, INC., established a petty cash fund of~$400.

Procedures: - )

-

1. Have 'the Receptionist make out a check for $400 payable to
° " petty cash: )

2. Cash this check at the "Bank" (Adminiétrative Assistant)
on your first day at this position.

3. Counft the cash to see that the $400 is there. You will be
held\ responsible for that amount. Any shortages will be
deducted from your paycheck. )

. 4. Place the box in a safe place in your desk. You are
responsible for the securityiof the-cash.

5. As you collect. checks and cash throughout the &ay, keep all
’ of the money in one place. .
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6.

10.

11.

12.

For all petty cash transactions, an'entry must be
recorded .in the petty cash book.

You may be asked for cash to purchase items needed in the
office. such as stamps, supplies needed in a hurry, and
emergency needs as dictated by the Vice President. Use
the following procedures: x

a. Make out a separate petty cash voucher for each
transactiom. T >

b. The person receiving’ the.money must sign the voucher.

c. The following information from the voucher must be
recorded in the petty cash book--voucher numbers, dates,
explanation and amount to be paid out. ‘

When a borrower cames into’the of fice to make his payMEH!{
he will often pay it with a check which is for more than

" the amount of.his payment. You should accept the check,

make correct change frém your petty cash fund, and yrite a
receipt for the amount of the ‘payment in duplicate. Record
this transaction in the petty cash book. This'check is
kept in the petty cash box until the petty cash fund is-
reconciled at which time it is deposited. If the check
‘amountss to-more than you can change, you should go to the
bank (Administrative Assistant) and cash the check. As
soon as the check’is cashed, you accept the proper amount
of the payment, write a receipt for the amount received and
place the cash jn the cash box. : .

When the cash in the petty cash fund reaches a high of
approximately $600, a bank deposit s1ip is filled out with

" the amount over $400 deposited in the bank (given to the

Adminjstrative Assistant). :

When the cash in.the petty cash fund reaches a-low of
_approximately $200, have the Receptionist make out a check
payable-to petty cash for an amount sufficient to replenish
the supply of money back to $400. The check is taken to the
bank (Administrative Assistant) who exchanges the check for
"the cash. The cash is then rep]afig in the petty cash box.

Before leavin
cash fund to g

the position, you must reconcile the petty’
400, .

At the, end of your rotation, you should reconcile the petty
cash fund pn the petty cash reconciliation form. List the
total amount of cash, any holdover checks, the total of all
money paid out and then total these amounts. Subtract the
total amount of the received column. " If this doeg not equal
$400, indicate the disgreptency in the over and short. Cash
overs are subtractéd from the cash, shorts are added to reach .
.the grand total. [Lash-overs should be indicated by putting the

~ figures n pareéntlieses. ' An earnest effort should be made to

track down the cause of overs and shorts. '
-48- ‘ ' B S
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PROCEDURES HANUAL -~ L RN

BOP Welcome:Letter ‘ :

*

Upon receipt of the first payment from a borrower, BOP, INC., sends a welcome
letter. The new owner is the same as the name of the borrower. Record the ‘F X
loan number: from the coupon. The statement "as of" refers to the date of the-
payment. Mo more than two of the-nex® four lines will be completed on any one
sheet. In the example, Mr. Bird has’ a conventional loan (as all BOP loans) so

the loan balance after Payment No. 1 is listed in the blank, The next line to

be completed is the one~fhich states when the next payment is due. This date
should be one month later. The amount is tHe total monthly payment.

The information for the blanks below the double line is obtained from the ..
Auxiliary master customer list. The amount of the principal and interest, taxes,
and fire and hazard insurance are to be found on that list. The total of those
figures must-equal the amount of the enclosed payment on the coupon. When the
payment facts sheet is completed, enclose it with the BOP, INC., welcome letter.

Procedures:

1. Remove all coupons which are payment number ene coupons
from the incoming coupons.

2. “Write a welcomé letter using the illustration as an eiamp]e.

3. Complete the payment facts sheet and enclose it with the
letter.

+

iz

e
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BOP, INC.

Career Avenue
Going Places, ID 83221

DAILY SUMMARY AND RECAP:
: . Date September 23

%' oy
AN 2 A

Investor Investor. Total | Interest Principai Late °
-.Code Paid ' N Charges
C
1. Aetna Insurance Co. s .
‘2. Allstate Insurance Co: |
|
3. American Insurance Co. $177.84 $119.12 $58.72
4. American Investors 126.41 97.85 ., 28.56
Insurance Co. ‘
5. American western’Life )
Insurance Co. i
6. Anchor idational Life ’
Insurance
7. Bankers Life & 1 ;
Casualty Insurance i
o
. k4
8. Bi$h1ve Insurance Co. g% .
1 'form?; Westeyy é
9:; Cali 2
Life Insurance _§§,~
10. Continental Life % >
Insurance Co’. - ; g *
11, Farmers Insurance - %§
Group %i:
. ' g £
. 127 Mas etts Mutual *® %%
: Lifé Insupance ' ﬁﬁf
; TOTAL | $304.25 $216.97° | 4§87.28
‘a \ . %:
R, . "“""g[;
r‘ - ﬁ 1]
1 A
7
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BOP, INC, o

\ ,'
. 1}
« CAREER AVENUE . - 2R
- GOING PLACES, IDAHO . LT e
s ‘ : B ,-",’
Date ‘ ' . ' ©
, 4
R v Y ‘.
< Name . w
‘ Adress- . p . '
City, State, Zip Code ‘ : ‘ . »
4 s ' . .
, Salutation: ~ - 5 .
You are hereby notified that your check for $(amourt) drawn to our order Lo
on the (Name and Address) has been returned by. the bank because of insuf-" ..
ficient funds. , - :
. We ask that you make this check good within ten days‘*YQQ_the date of this D
.Tetter. In the event that you fail to do so, we shall pruceed to protect : L
our Jinterests by other methods. \ ~ij{
Complimentary close, ‘ , , < b
) e
- 2 ".“, “:
o . \,‘s;\‘ ‘
, Name ‘ ) : ATE
’ Vice President “ " . A
reference initials ‘ . ‘ . '\N\\
' . h ' ",\ ‘.‘.
N . ) \‘N\'
, ‘ \\ ‘,'\\‘
- \'\ -'\\'.
‘ S . -\_.:’ — '-‘.
. ' :;.1 ) ‘5'
: ' RN 3
' * :‘I N\
, N é;‘f et
Netlh
- ¢ . \‘.
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$1400.390

o

TERM:

YEARS

22

ILLUSTRATION 3

PERIODS

ere

ORDER NO.

iz

tRLANCE
Cr LOAN

2116%660
21101602
21656425

. 21601679

210200 19
09906 89
2uGH%a 27
209196 55
2083 663
20747452
2111621
20774471
2u73e01
2NrUle 11
26  1Ge: )
(87 6e 7
20 a2}
211350
2U913e59
2ui 15648
20807616
2039P 63
2C1-6e 89
2¢ 200948
2415178
2CcNle A1
2us w8 b3
2:163.03
2.12302
23 . e 7Y
ct LA, 34

2001467

i »‘QQJQ.fI)
149s 067
!u’l ‘e 34

W 3te 7Y
17 01%evd)
1475090
197106 76
19:.(8e¢ 30
1462 .¢61
19, 2469
19596513
1949¢e 14
174 ;2451
194076 65

193048655

143206721
197756 63
192306 81

191 85475

11404 44
190144 89
19061 %09
19C0 3. N4
lutn6e74

1410417

18PN e tQ
18P166 34
18709403

T PAYMENT
NUMBER

61
62
63
G4Q
65
66
67
68
69
70
71
72
73
74

PAYMENT ON

INTEREST

101667
101441
10118
1010} 3%
160 «63
160 « 36
tuNeld
99 .R3
99 ¢56
99 ¢ 30
99 ¢C 3
S8 7S
¢8ea8
QB el
97«03
97 «65
97 ¢« 37
97«09
9681
9652
9624
95695
95466
95637
95%08
94,79
94 A9
94 ¢20
93490
93 450
23¢30
9299
9269
92438
12408
9le?77
91445
9leld
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9051
Y0 e 19
A7 e87
B9 eSS
89e23
N8 e90
8Y b
uAelS
H7e92
£7 «HY
NTe2%

1662

B6¢"A
t6e24
£ e
Seut
choel
L& eNO
FaeS51
HEPR Y]
w1 3erl

i

PRINCIPAL

47 45€
AT7.82
48,08
48624
48.60
a4a8.87
49412
49«40
49 e€C7
4992
S0e20
€0.48
S50 75
S1eC2
S14320
€1e€8€
€1 0€
52414
SZqa2
SZe71
£2.99
52.28
£3.87

S3.86 .
€4415

S4 .44
€4.74
S€.02
5522
SSe€2
5€e92
S€e2a
S6eSA
S€.8¢
57415
5746
5778
S€409
SBe.40
S€e72
€904

£9.2€

£9.ce
60400
60622
G0 e€E
€0 eS8
6121
61le€4
€ 1e9€
62231
€7 €S
G2 e99
€622
0300_8
64402
CA4e27
€hel2
6% 407
LY ¥

BALANCE
OF LOAN

1677141
1E€T2e€E
1E€Z2eE7
1€€277.22
16%ZE €2
1EATSL L
1EAZICa€2
1631422
18231.5¢
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1€1.0e62¢C
16C76e 1€
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. GOING PLACES, IDAHO - PAGE __1
PETTY CASH BOOK"“
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EXPLANATION RECEIVED PAID

. $10.00

Typewriter ribbons _
$200.00 34.00

(K%
(g

. e .
Check for Mort. Pay.from Lesiér G. Aarem .
payement is 516600 .
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PAID OUT VOUCHER
' a - ) \
DATE: D\ad). NYy. \ - — No. 25 '
PURPOSE OF EXPENDITORE:  ~ )
Tu\;\\o v\l A ohans ; )
] . -
AMomNT: .o
: - RECEIVED BY:- :
 a R AzémuL_QﬁMMn4__
. -\
7’ \ »
* . "? .
(’_‘l(
e * .‘./ '
9 ‘ - » ’ ° »
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PEITY CASH RECONCILIATION

"Cash $312.50
Checks. 450.00 v
‘ Vouchers paid out 89.00

Plus petty cash deposits

TOTAL 851.50

Less Total of Received column 451.50

(Over), and short

GRAND TOTAL $400.00

Date 7/23 /s/ Jane Doe
Cashier

/s/ John Johnson
Vice President
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7/21

19

Legter Aaron

RECEIVED of

DOLLARS

One hundred sixty-sfk and no/100

+ .

Mortgege Payment

{

$ 166.00

L] L
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7/21

19

-

RECEIVED of Reese Allsop

?

.Two-hundred twel\te,‘!:cnd no/100

DOLLARS

).“:‘ ~ %
‘Mortgage Payment

$ 212.00 -1
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(AREéR AVENUE
GOING PLACES, IDAHO

Mr. Hilliam E. Birc
826 Eclipse ‘lay
Arco, ID %3213

Dear i'r. Bird:

lelcome to BCP . . . © LT -7

. { ’ RERY
and thank you sincerely for the confid onsfrjyéu have shgur in 1j\152corporat1on
by permitting us to cooperate in the f}panc1nn of your property

’
For your convenience,. we have sanwar?zed Weru1nent to your loan on the "Facts
Sheqt." Please refer to this nunfer when writine us about any matter as this
il ass1st us in aivinc prompt attention to your correscohdencd

v .
lle have q1ven you a nachet c0nta1n1na monthly. rem;ttancé notices fbr twelve =
moriths. Each payrent must be accornanied by a ren:ittance notice. .DO 40T SERD
THE ENTIRE BOOK. Payrents should reach.this office on_or before the FIRST
day of each month. Late payrents are subject to a late charge and could_impair

"your credit rating. . . 4 - -

.. Each year a supply of reriittance nofices and ervelopes will be forwarded for your
use. e will also provide you with an annual staterent irmediate1y after the
f1rst of each year shcwing inforration that will be he1pfu1 1n/prepar1ng your
income tax return. Y¥our reserves for taxes and fire insurancé premiums are only .
estimated. If we have an excess it will be held as a credit to your account,
subject to your order, and if we do not have 5uff1c1ent funds to take care
these items, we will noL1fy you. Please inform us if a change should be rade .
Tn your insurance or if you report a claim under the policy. Also, do let us .0~
knov! promt1y of any chanqe in your address of sale of the property on the form
enq1ose in your pac?et .

\ .
We look forward to the opportunity of deing business with you and hope you will
call on us ~- any tive. . N
Vcry tru]y yours, '

S ,

ilame
Vice President

LGH: Im
Enclosures
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Page.é
PAYMENT FACTS

NEW OWNERS: William E. Bird

YOUR LOAN NUMBER: 04-007

ORIGINAL OWNER:

Ks of Octobet 1, 1974

%

there is a principal balance on your FHA Toan in the amount of $ -

and/or a balance on your VA" Toan of 7 . : 5

. 'fand/or'a'ﬁalance_on gpqvéntiona1 Toan of ‘ $ 4,296.47

and/or a balance on your Insta]]meat Mote of - $
. s ‘

Accumulated credit,,representing trust funds, presently totals $

The next.payment on your a&count is due . November 1,-1974

in the amount of . B ‘ - $.42.00

<

This monthly payment is allocated as follows:
Principal and Interest - FHA
Principal and Interest - VA "
Principal ‘and Interest - Conventional 28.61
Special Assessment '
FHA Mortgage Insurance . . -
Deposit for Taxes 10.72
. Deposit for Fire & Hazard Insurance 2.673%%t§7'
Other . : . :

! o " . TOTAL  $42.00

- \(» ‘ {

Q’. .
Monthly Side-Agreement (Installment Loans),

',

¥
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POSTING AND TAX CLERK

Tasé Sheet, Phase 1]

Thumb through as you read the narrative. .

« ‘ .
Check the coupons. Notice payment number, loan number, posting codes,
and payment amount.

s 1.
2.

Complete the information needed at the top of each borrower's ledger

using the HMaster Customer List.

Place the name of the borrower and

his mailing address in the proper place.
loan number indicate the investor.

borrower's number.

The first two digits of -the
The next -three digits indicate the
For Mr. Clifton A. Abbott, 03 is the number of the

investor. - The original loan amount is given to you on the Amortization
Schedule. You may leave the maturity date blank provided .it¥$ not

the first payment date. You can project ahead to find the maturity date
according to the Amortization' Schedule.

Post to each borrower's ledger using information from the coupon, the .
Amortization Schedule to get the correct amount of interest and the -
_correct amount of the principal. Make’ certain that the payment number

on the coupon corresponds with-the number you are using on the -
Amortization Schedule.

Using the Loan Card and the List of County Assessors in your folder, you
should type ‘@ tax request letter to the Bonneville County Assessor

nﬁ’Djiting the tax amount for John Briggs.
v\’

Gat your materials together in preparation for,your debriefing session
with\ the teacher.
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NARRAfIVE -~ POSTING AND TAX CLERK ///</

.Today,ydh are the Posting and Tax Clerk. The first documents you see @+

v

. in this folder are four coupons. If you have beeﬁ thrbugh the Cashier's
position you have already seen these coupons. You see that these codpons
have the name of the borrdwer near the bottom on the left. The first one
is N$§}C1ifton Abbott who makes a payment of $42 egch month. Un normal
office circumstances you will receive this coupon from the.Cashier af@Eﬁ;,
it has been processéd. It is.a major document within BOP, INC., and one
with whiqh you, will become very familiar.,

The next documents are the bgrrower‘s 1ed99ys, Thére is:one to match
each of.the four coupons. Each borrower has one ledger: The ledger is
initiated when the borrower opens a Toan. A]] transactions made by the

-

borrower are recorded to..this ledger.

L4

The next documents are amortization schedules. You will notice that -

you have several schedules. In the upper right hand corner you will find
handwggtten numbers one, £w?, three, etc. These§indi£q$e separate‘;thedules.
An amortization schedule is%merely a lorig prepared 1istﬂof payments showing
$1ong with thF new.balance of that loan. On'schedqle one, for instance, look
aown the leftfhand column and find paymént 10. The total amount of thg
_payment is $28.61-as recorded at the top of the schedule. Of that $28.61,
24.89 gbes for interest, $3.72 goes to the principal which 1eavgs.aﬁ unpaid
balance on the mortgage loan of $4,263.79. ‘ . B
"7 n your-manual you will find a Master Customer List upon which is
recorded‘ﬁhchxpertinent information necessary for thF comp]étion of your

work. After-you have read your Procedures Manual, refer back to your task

sheet and completé the remainder of the problems.
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POSTING AND TAX CLERK ‘ .

Task Sheet, Phase III
E N ;

1. Read this entfre page béfore you start to work.’

. w—er—ear .=

2. BOP, INC. has-an agreement with gach investor that we will pay the

- taxes on all mortgaged property. Therefore, each borrower must pay

a certain amount each month for taxes on that.borrower's mortgaged
property. . To find the amount of taxes on each piece of mortgaged
property, the Posting and Tax Clerk sends the original of the Loan
Card to the'county assessor of ‘the county where the property is located.
The county assessor writes the amount of taxes due for that property

on the baek of the loan card and returns it to BOP,.INC. BOP then

pays the taxes on fhe mortgaged property if the borrower has paid -
enough money into his tax reserve. I[lore money must be requested if the
borrower has not paid an amount sufficient to cover the tax )
assessment. ¢ .

>

3. You should type a letter requesting the tax assessment for each
borrower listed on the attached sheet. .
0;3‘ el
4. Only one letter needs to be sent to each county assessor requesting
the tax assessment even though there is more than one Loan Card for
., that county. ' ' .
S.é“A'samp1e Tax Request Letter is attached. The names and addresses of
each county assessor are in your procedures manual.

6. To find the enclosure(s) (Loan Cards) for each letter, yoy must go
to your Loan Card File which is filed first by county and .then
alphabetically by name within that county, The original of the Loan
Card should be enclosed with the letter and the dupl®ate should be
left in the Loan Card File, .

7: You are to post each Coupon you receive to th;\bropeF’Borrower‘s
Ledger. . :
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. : " PROCEDURES |IANUAL

POSTING AND TAX CLERK - ) : v N

A. Borrowers' ledger . . .

4

v . .Q ; .
Procedure for filling out borrower's ledgers. A borrower's ledger must be’

filled out for each borrower. When a ledger is full, prepare a new one.
Fi11 in the.complete name and address. Insert the borrower's investor
code. The first two digits of the posting code are the“numﬁers of .the
investor code. For tir. Clifton A, Abbott,-the investor nuner is 03. The
Tast digit of the code is the amortization schedule posting code numbgr.
The name of the investor can be obtained from the list-of investors. <
Investor Number 03 would be American Insurance Co. The' total monthly payment
amount will be obtained from the master customer list, also the principal |
and interest, insurance and taxes. The original loan amount is given to.

you on the amortization schedule indicated by the coupon’

L

>

»

B. Tax Notices _ .
—_— e £ [

A11 BOP, INC., borrowers pay their taxes on a monthly basis, which is

included with their mortgage payment. When this occurs, which is included &

with their mortgage payment. When this-occurs, the mortgage company ’

places the tax money in a tax reserve until time for the tax payment. >

Since taxes vary from year to.year, it .is impossible to determine. an-

exact amount. For this reason, the tax reserve is only an approximation, s
. . . .

As the taxes become due, the posting and tax clerk writes a tax request

letter to request a tax statement on that specific property. He encloses

a loan card on the back of which the county assessor returns the lean -card

to the mortgage company for~processing. ~ . ¢ '

P '

The tax assessment should be checked against the tax reserve amount for
each borrower. The yeary tax reserve can be found by multiplying the
amount of the monthly tax payment (found on the borrower's ledger) by 12.
! t . : , .

If the tax reserve is sufficient to cover the amount of-the taxes, type

a tax letter of transmittal and write a memo to the receptionist asking
him to write a check made payable to the county assessor. Only one check
need be submitted to. each assessor to cover all, taxes for all borrowers
in that county, ' - ' .

~

®

If. the tax resefbe is insufficient to covgr the ta& amou ﬂpr a paftiJ‘
cular b riower,zgkrequest for additional tax reserve «fufds letter should
be. typeds ¥ f”%h ' : .
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Be certain the foén éardé'are,réfi]édicorﬁectljfby county. TN

‘l

v

{res g“

C. .Loan Gards - . -
' Theqloan card is?the working gocument ‘used in the servicing of the tax .
procedures for each borrower's loan. The ‘card shows the loan number, the
.name of the borrower, the amount of the loan, the investor, the address of
. the borrower,‘int$ st and the legal description of the promerty%on-which -
~the loan is based'* The reverse side of the loan cargf is used for recording
tax information. \' : : . :

‘The loan card is filed first by county and then aTphabetically by borrower's
name within that county. -The pame of the county is recorded on the ™~
.. borrower's Jedger. 11lustratidon 9 js a list the cities and counties
for all BOP customers.  ° -
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POSTING AND TAX CLERK:

e

-

Task Sheet #1,fPhase 1V
1. Read this entfﬁé page beforé you start t? work. _
2. FEach county -assessor has written the taxﬁassessment {the taxes due)

on’ the back of each Loar Card and returred it to BOP, INC.

* 3. You should check the tax assessment dgainst the tax reserve amount
for each borrower. The yearly tax reserve can be found by multiplying
the amount of the monthly tax payment (found on the borrower's
ledgecr) by 12. ' .
4. You should pay the taxes for each borrower with sufficient money

in. his tax reserve. You do this by having the Receptionist write a

check with a letter of transmittal. Only one check needs to be sent

* to. each coynty assessor to cover all the borrowers in that county.

5. ‘You should type‘

appropriate coungy assessor. The check should accompany thie letter

of transmittal whey it goes to the Vice President for signatuices:._ -

\. / A sample letter of transmittal and the names and addresses of eééh‘\: B
{ county assessor_are jpcluded in your procedure .manual. | ~x__ )

N\

A

letter of transmittal to transmit the check to the

»

ds ipsufficient to coyef the tax amounﬁifdf af;f\
~" particular borrower, you~should type a letter to that borrower and
- ask~for—additiongleqhds. A sample request for additional tax, .

> 6., If the ‘tax reserve is’
'o»\\‘

'

~- T~ se o i ;:
~ reserve funds “is-.in‘your procedure manual. .. . : ~z
e . T~ ¢ ” ' ot N
e T SN . 2 - S ‘
7. -Be certain the Loan\Gngs arerefiled whén you are finished
working with them. N
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"CAREER AVENUE ' ‘
GOING PLACES, IDAHD =

Name . R

Position and County ' .
_ Address .

City, State Zip N

. r" ) “ ! '
Salutation: . -

. Re:, Request for Tax Notice(s)

“We are enclosing (insert the q{xant:it:y of Loan Cards you are enclosing)
-tax card(s) on which we would like to request the tax notice(s) for

.~ 19__. We will appreciate receiving the card(s) and notice(s)

£ a3 soon -g8 possible. . - - .

~ Your ,assistance {8 appreciated. e ) ,

—

Complimentary close, .
L O 4 ‘ 7

\ 3 - . . -
Nam\}m’ - v .
Vice President h .-

reference initials .
Enclosure(s) ~ . . . .'

.
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. SAMPLE LOAN CARD g
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Contr JAn ! 'renn 3 Tarpev, CF m e Investor : i
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St ke Ido "ole Vaturity Date
R & -
Ascamed sorrover .
¥
' “FAs of iowve - Opsion .
. \ - . 7 ' .
( - Trierest Rate &
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COUNTIES
ADA
ADAMS
BANNOCK
BEAR LAKE
BINGHAM,,
BLAINE
BONNEVILLE
BUTTE
CARIBOU
CASSIA
WSTER
- ELMORE‘

FREMONT .

IDAHO- . o, .
JEFFERSON
Tl mADISON
MINLDOKA
PAYETTE
"= POWER -
. , SHOSHONE

TWIN FALLS

= CLIFFORD‘THOMPSON™ = . -~

-

*_CBUNTIES THAT WERE USED IN BOP, INC.

¢
" ASSESSOR -
VIRGIL T. KING

ADDRESS: .. ~

. . N
2 . < .
~ -
-
.
N ¥

COURT HOUSE, BOISE, ID 83702

K. C. BRONSON C "t COUNCIL, 1D " 83612~
K. C. BROWN . " " POCATELLO,1D 83201
DON K. JENSEN Cr ot eaRts, D [asel
CDARRELL K. WILSON " " BLACKFOOT, ID 83221

DECMAR HICHOLSON ~ * - % HAILEY, ID 83333
, .

AARON;}. ROBINSON
HAROLD ANDERSON R

| JOHN_ BROWER C
CALVIN G. KEINER %
JIAMES M. STARK a .

" RONALD ROSS P
FLOYD LAW - o

C. H. HOEKER w o
VERL C. CRIPTAL . ¢
BEN SUMMERS S

. CLAUDE E. BOMHAN. ~ v
. NORTON B. RANDOLPH R ’
FENTONEyELSON "

KENNETH mgxsl Losoow W

T TWIN FALLS, 1D 83301

s EDAHO FALLS,

ID 83401
_ARCO, ID 83213
GRACE, ID 83241.

BURLEY, 1D 83318
MOUNTAIN HOBE, 1D 8364
\ anLLxs,‘io 83226 .
s SANTHONY
GRANGEVILLE, ID 83520
RIGBY, ID - 83356
REXBUR& ID 83440 _
‘ RUPERT ED 831?6
PAYE{TE 1D 83661 .
‘AMERICAN FALLS, ID- 'Q

. 8321
WALLACE, ID. 83873

ID e =~

F2d

N N - 1 BN
’Q - .
.
R k]
L[]
.
N . .
* "
.
T . 3 .
4
- v
. i’ >
* A X
R - ¢
[ o c a
Ty
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SAMPLE TAX-LUTTEL OF AHoﬁITTnL

CAREER AVENUE
GOING PLACE\S, IDAHO

Date -
i%

Tame

Position and County
Address

City, State Zip

Saluation:

Enclosed is our check in the arount of ¢ (indicate total of

all checks you are 'enclosire) for paynent of taxes for the following®
person (people) “and property (properties). Please credit his (their)
account(s) for that amoudt. .

_hame- of .Taxpayer
Loan 0.
Cegal Description of Properly
fmount of Jaxes Pain .
(List all taxpayers for uhon you are paying taxes)

. Coﬁpliwentary <lose,

P
-

.-
’

ang
o 4 .
Viece President

’

reference initials™
Enclosure(s)

-
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INSURANCE CLERK

k4

o~

.
N ] st .
4 ‘ *
~ \4
- .

Task Sheet; Phase Il , "

-

. [ .,
1. As you thumb through the folder, read the Narrative. Do not write
6n sample forms-or instruction ‘sheets. . -
, \ - )
2. Using the Master- Customer List in your student manual, check to
see that all of the information on the three insurance” policies is
correct. Check the following items: Name and address of insured,
property description, amount of coverage (same as amount of Toan).

3. For each policy that has an error, filkout a policy Correction
Form. You are to indicate all errors. Hrité the name of the Tnsured
as it appears on the poTicy, the policy number, and today's date.
‘Check the insurance company involved, then make corrections as needed.
The incorrect insurance policy and correction form will be'mailed to
the insurance company so the policy can be corrected.

4. If the policy is correct'in every detail, write a policy approval
_letter similar to the one in your procedures ‘manual to the customer
indicating the policy has-been accepted. Obtain_from the Master Custofer
List the amounts to-be filled in on each blank for principal, interest, etc.
Make sure the total payment in the Tetter agrees with the Master Customer .
List. » ]; ‘ ‘ '
5. A tickler cardishould be completed for each corcrect policy you
regeive. Fhis card.is filed by expiration date and "tickles" (or reminds)
when the policy it.refers to is about to'expire. This saves you from
going-through the complete file of insurance policies to find the ones
whigﬁlgre expiring. You should put the completed tickler card in your
folder. . S

] . A

policy cdncellation letter similar to“the one in your progedures

6. MNnenefer you recéive a,p61icy cancellation hotice, y:;émust'ﬁrite'a
manual. You should consult the numeric rotary file to-find the name of

the customer who has the policy indicated on the cancellation- notice. 4
Gather your materials together in preparation for your debriefing .
“session with the president. . . o
‘ N \_,/__,‘d
c , L]
. * ‘.
v 0 . 1 N . v
b P - ¢
> EORRY R
- N y \ .
4 _
9 - -59-




3. You should fill 6ut an’insurance

h,

Y&
INSURAQEE‘ . CLERK |

had l:¢ -

S~

Task Sheet, Phase II, No.2 . . o

1. AN insurance“po1icigé received by BOP, INC., must befpfabé§§ed1§p
determine if the right customer, pnppergy, and mortgage amount is ,

covered by the .insurance.

3

st T
r

each policy is verrect. ’

.

incorrect policy..

4. You should write a Policy Approval Legter to each borrbwef with a
correct -policy telling him hi% insurance has been approved. A
sample Policy Approval Letter is given in Your procedures manual.
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5. You should fill out a Tickler Card on eadh correct insurance

policy. .
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NARRATIVE - INSURANCE'CLERK . ~—
.4 ‘

operation of 'BOP, INC. Thumb through the fonns as you rea th1s narrat1ve

) Your purpose as an insurance c]erk 1s to see that all loans ate adequately

-

insured. You are a person we must rely upon to-accomplish this.

,‘In your folder you will find three f1re insurance policies. .These
policies contain all of the essent1a1 information necessary for a pblicy:
A real policy is much more complete‘and official ®™oking, but because ef
the difficulty of reproducing an actual policy ,. we<hrovide the important

information only. Later you must check all of: the 1nformat1on aga1nst the
6 N
master customer list to see that all 1nformat1on is correct.
. : Y . ' - - -,
The next form is .an Insurance Poticy- Correction form providedgto make

corrections in the event there 1s an error on the Policy. Th1s must be
fi]]ed out and sent to thev1nsu$8nce company when an. error is found on the :
+policy. You musteindicaté on this f;rm what 1svto,b; corrected.
The next form is a policy approval 1ette:ﬂwhich indicates thdt insurance

has_ been approved. When yoy find that.the insurance policy is correct in
every detai] you are to type a policy approva] letter to the customer
ind1cat1ng that this insurance has been obtained by BOP, INC., for the

+ AL &
customer’ S mortgage. You are to get from the master customer list the ahounts ~

»

to be f111ed in on each blank for principal, interest, 1nsyrance,prem1um,

deposit taxes and deposit for fire and hazard insurance. One thing,yoh

’ N
should understand is that the deposit for taxes and for fire and hazard

-

¥ .
insurance is not a part of a payment. These funds are a deposit which is

]

*

held by BOP, INC:, so the taxes or insurance tan be paid when they come.

The next form is a policy cancellation notice letter. NhenAyou receive
\ *. - . : ! [N
a policy caneellation notice letter (an example is given in your Procedures’

Manual), you nust ﬁrite to-that customer and tell him that his insurarice
e : -
-61-  ° - . - *

policy must be reneved.
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form, a tick1e§3c$rd, has many uses. 1t is filed according to
gpper right hand corner. It is also

The ne
the <insurance expiratipﬁ date_in fﬁé

. / ' . .
used for checking thé.accuracy of the policy canced1dtion letter..
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INSURANCE CLERK S L

A. Policies’ . A D

Since all mortgages must be covered by, adequate insurance, there is an R
‘ insurance policy for each mortaage hanZ‘Hed by BOP, INC. You must check all s

.policies for accuracy in three .iajor areas: -1

T - 1. The.name "and address of the insured
2. The legal description of the property
" 3. The amouht of coverage. ,

: The Master Customer 11st wﬂ'l prov1de all of the 1nf<mnat10n needed for . .
o check1ng pohc1es . ' . ‘ TN S i e et

- : L.

B. Insurance Pohcy Correctwn Form . 5 "

a9

"Kny errors- found -of insurance peHcies must be correct,ed by usmg the

Insuramqe Pohcy Correctwn Letter. - L o

- ) - _—- -
— - " ‘e

Cen R ',;f" . F’rocedures. o . 4 - .
T\ SN ]f Type.the currént date. PO - o~
e o I N , Typenthe name and address of.the Insurance. Eompany . St
2 A '3-, Type: the namefof thé poT‘in ho'lder ag 1.t apfeam on 1nsurance T .
s e ~;\'¥-»w‘, . pehf‘f s : :
" PRI ~¥pé the. number 'Of the pohc& as. 1t appean; on the 1nsurance pohcy,
e S 4 B Fitlk -m nm\,the port}ons need,mg correctwn_ Jn the bottom section: )

P e ,
‘.u’ e g
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, ‘, /

i . Ce PoPrcy ﬁppnoval Letter ft' o Voo - T ;/ ff—-‘:"::-‘l/‘
.- ..',0' " " ‘ P . e .-
R AN if you fmd the pohcy correct you shou1d' Ey;re a/povhcy approvH Tetter. | . -
oo .r.he,-1tems ‘of principal, 1nterest "msurance and t”axe& car be obtamed from-
N T ‘the ‘Master Customer bist.o=7 -7 e T

-~ P - . - . . - - -
=~ "/‘,/, L~ - —_ - - . R
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- - —

- D.-.Pd’hcy Renewa} ST L oL T —;__

- .

el . ~l’:“...';\. -; R / ,"",/,J’ N - . X : :
e T yp reee‘ipt ,off pohc enewal hsf ,you shou]ﬂleck, the amount of the oot
P v penewa'l against’ t uranec resérve oft each borrower. The yearly . Ls
| ipsurance reserve. cari be_faund b_y/mtﬂ'tjm ymg the: amount.of the monthly = _ - -
AR : msurance p pt lfﬁﬁnd either” wyfoui‘ ‘M:;ster Custémer List or on the‘,’t e
- / borrower, edger) ﬁyA‘Z";h‘ the«insuranoe Iresepvg <15 shfﬁ e1ent to | LI
coyer the amount of the fnspfance, " yau' shcm!d. typ‘e‘an insurance letter oﬁ- '
'transr:n/tt&} and, erte a memo ‘to.the- Receptﬁ,bm;f asking -for a, check fop the ,
- amount of the insurance zeyewa] madd payatﬂe.«to the ’{?Surance compan,)/. - .
e The ,address of the-msuran?,e ¢ompany ¢an be., dét’erm by consulting the , !
- . list_of insurance companies. -If- thQ1nsuraﬁ€€ res,e/rye is - 1nsuf"f1c1ent Peo
7L - to cover the- msgranca amount. for-a paytmﬂar"ﬁdrmwer, you_should’ type g
‘ a request for ad}dtmnat fund;; Tét;xer to the ho;rewe%;askmg for.. -

s ' . additional funds - s
[ 2

b‘w"' 5 - 4 R . . "
m-osw-..‘—#‘,mv--\.fm_.—-, e e e ~ . . P . e ' -
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' Iu:kler Cardi‘ AN " , — -
( N ‘ .
_ o . A tickler card 1S maHe up for each newly received or renewed correct policy.
' The card-is fildd by poticy.expiration date. The tickler card file enables
the insurance: c]erk to identify"the pohc1es which will expire during each
- month P :
el - . g ’ R
e - “E‘ Pohcr ahceHatmn Notice and Policy Cancellation Letter - 7
oy sy ™ 7 , -
. - The' p611cy canceHatxon notice is g letter from the insurance company /
- . 1nd1cat1ng\a'p‘01fcy which will be cancelled if payment is not received- .
" ‘ w1th1n 2 30~‘day _grace pcrwd Cy
| .. e "“‘" - '"‘.r T / ‘
. Lov - - - tpon rece1pt “of tﬁe-pohcy canceHatmn not1ce;, you myst ch ck the notice T,
against the tickler tar -If the tickler card date agrees ‘'with the date )
N on the cancellation not1ce you must then type a policy cancelliation
e latter to the borrower RN .
" If the c1ckler card dah‘» does not agree with the ctancellation notice ‘
a5 - datey w"1t= 0 the msurance company to ver1fy the date.
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. + samPle Policy Approval

o INSURANCE "tLERK .

’ -
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Task Sheet, .Phase 111, No. 1

” . B % ' R .
1. - Read this entire page before you,stagt to work. : v

2. Yousare to type a memorandum to.your Vice President concerning the
insurance policies that are’due to expire next month and the month
following. The subject of -this memor#hdim is “Insurance Policy
Expiration List." Using your tickler ¥ile, you sgould list the
policy number, name of the insured, and the date of expiration of

each podicy. ‘ J

3. A1l insurance policies received by dbP, INC., must.be processed
to determine if the right customer, property, and mortgage amount

is covered by theinsurance. b . v
4. By using jour iaster Customer List; yOu can determine whether
or-not each policy is correct. . ’ ’ ‘

5. You should f111‘0ut Insurance Policy Coffection Forms “on each
incorrect policy. - ’

‘6. You should write a Po1icy,Aﬁprqva1 Letter to each borrower with a

v

correct policy te11ing.21m his insurance has been approved. A
etEgr is given in your procedures manual.

?

7. You should fill out a;zjﬁ5ler Card on each coxrect insurance policy.

ar -

\
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e,  INSURANCE CLERK
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Task Sheet Pnase 111, No. 2+

4
.

1. Read this entire page before you starﬁ to work. ésA

2. On & sheet given to you by the president you will find the names of

borrowers for whom you are o renew insurance policies.

. 3. You should check'thi cost of renewal againsf thé in5urance' reserve
amount for-each borrower. The yearly inslUrance reserve can be found by
multiplying the amount of the monthly insurance payment (found

. either in your Master.Customer List or on the Borrower's Ledger) by 12.

4, -If the 1n5uqance'reserve is sufficient to cover the amount of the
premium, you should have the Receptionist write a check to the
appropriate insurancg company. Only one check covering the insurance
for all borrowers thif premiums are due/needs to be sent to each company.
5. You should type an Insurance letter of transmittal to transmit the
check to tHe appropriate {nsdrance company. The check should be
attached to the Insurance Tetter of transmittal when it.goes to the
y Vice President for appraqval.s A samgie letter of transmittal and names
/////gnd addrésses of each§in§urénce company are included in your procedures
m ' . .

anual. . . .

6. ' If the insurance reserve is insufficient to cover the insurance
s  amount for a particular borrower, you should type a request for

additional insurance reserve funds letter to that borrower asking”, -

for additional funds. A sample letter is included in your procedures

manual.

7. You should type a new Tickler Card for each policy which you renew,
and you should put the Tickder Card in your "out" basket. -

’

/

. A
“ -
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Task :Sheet, Phase III, No. 3 - SN

1. Read this entire page before you start to work.

2. BOP, INC:, has an obligation to its investors to keep all mortgaged
propertj adcquate]y insured.

3. Somet1mes'a borrower does not respond to ﬁ request for additional
insurance funds as rapidly as BOP, INC., would like. When this happens,
BOP usually receives a Pol1cy Cance]lat10n MNotice from the insurance
company indicating a policy is about to/expgre because of nonpayment
of premium. s

. < -~

4. A Policy Cancellat1on Letter must be sent then to the borrower .
indicating that action will be taken if, he does not send the additional
amount necessary to pay the premium. A sample Policy Cancellation
Letter is given in your procedures manual.

~, -

\

5. You are to send a Policy Cancellatign Letter to each borrower ;
Jidentified by a Policy Cancellation Notice. L

.

6. The Loan number and Policy number are identical..

r67-
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Task Sheet, Phase IV, No. 1 L /

»
AY
’

1. Read this entire page before yoy start to work.

-

2. You are to type amemorandum to your Vice President concerning’ the

insurance policies,that are due to expire next month and the -

month following. The suirject of the memorandum is, "Insurance Policy

Expiration List.", Usipg your tickler file, you-.should list the
policy vumber, name of the insured, and the date of expiration of .
each policy. . : v ' s -
3. A1l insurance policies received by BOP, INC., must be processed
to determine ,if the right customer, property, and mortgage amount’¢
is covered by the insurance. ' _ r
4. By using:your Master Customer L&st, you can determine whether
these three things are correct on eéch‘policy.
5. You should fill out an- InsuPance. Policy Correction Form on ‘each
incorrect policy.

6. You should write a PoTicy ApprovaT Letter to each borrower with
" a correct policy telling him his insurance has been approved.

A sample Policy Approvai'Letter is given ,in your procedures manual.

7. You should #i1] out a Tick]er'Card on each correct insurance
polify. . " ' : ‘

Ve ‘ v

-
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~ - INSURANCE  CLERK
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«

Tadk Sheet, Phase IV, No. 2

1. Read this entire page before you start to work.

2. Mna sheet given to you by the pres1dent you w111 find the names

. of. borrowers for whom you are to renew insurance policies.

3. You should check the cost of renewal against the.insurfance reserve ﬁ%

~amount. for each borrower. The yearly insurance reserve can be found

by multiplying the amount of the monthly insurance payment (found '
either in your Master Customer List or on the Borrower's Ledger) by 12. -
4. 1If the insurance reserve ‘is sufficient to cover the amount of the
_premium, you should have the Receptionist writeia check to the
appropriate insurance company. Only onc check tovering the insurance for
all borrowers whose prem1ums are due needs to be sent to each company.

/A

5: You should typé an ‘insurance letter of transm1tta1 “to transmit theY -
check to the appropriate insurance company. The check_ sfiquld- be attached -
to‘the insurance-letter qf transm#ttal when it goes to the.Vice President
for approva] A sample letter of ‘transmittal and the nahes and addrgsses

- of each 1nsurance company are included in your procedures mdnual.

. .
6. If the insurance reserve is 1nsuff1c1ent\§o cover the insurance amount
forea particular borrower, you-should type a request for additional
¥nsurance reserve funds letter to that borrower asking for add1t1ona1
funds. A sample ietter is included #n your procedures manual.

7~ You should type a new Tickler Card for each policy which you xenew,
and you should'put the Tickler Card in your "out" basket. , -
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Task Sheet, Phase IV, Mo. 3 . G

.4

] v t

1. Read this entire page before you start to work.

“4
7. BOP, INC., has an obligation to its investors to keep all mortgageg
property adequately insured. ‘

3. Sometimes a borrower does not respond to a reahest for additional,
insurance fundszas rapidly as BOP, INC. would like. When this happens, -
BOP usually reciives a Policy Cancellation N#Eice from the insurance
company indicating the policy is‘@bout to expire because of nonpayment
‘of premium. ! .

)

4. A Policy Cancellation Lgtter must then be sent to the borrower .
indicating that action will ‘be taken if, he ‘does not send the additional
, amount necessary to pay the‘premium. A sample Policy Cancellation Letter
oo is given in your procedures manual. ' -
5. You are to send a Po]fiy Cancellation Letter to each borrower
jdentified by a Policy ance]lationﬁNotice. -

¢

6. The loan number aﬁdgfo1icywhumbef'are identical.

¢
LY

r

Eal




ILLUSTRATION 1

SAMPLE CORRECT FIRE INSURANCE POLICY ~

POLICY M0.__09-040

INSUREE California Western Life Insurance
° !

INSURED Lester G. Aaron ' . \

=
*
i . f
.-

" ADDRESS <

% .

LEGAL DESCRIPTIOQN_ Lét 31, Block 20, Sunset Heights Addition #4

‘Blackfeot, ID 83221

" AMOUNT OF-COVERAGE  (Loan Amount) $18,000

\
EFFECTIVE DATES OF POLICY January 1, 19--, to Januaty 1, 19-- -

COST OF COVERAGE  $108

é .
" " SAMPLE INCORRECT FIRE }NSURANCE

POLICY TO.__05-081

4 3

-

INSUREE Western Insurance, 942 East Eleventh Sough,~washinqton,'D:C. 22097

INSURED * Robert H. Abel

v

ADDRESS ’ ’

LEGAL, DESCRIPTIO_, Lot.13, Block 22, Highland Road Addition #3;

Pocatello, ID 83201

AMOUNT OF COVERAGE \ (Loan Amount) .

EFFECTIVEMDATES OF POLICY__ iarch 1, 19--, to January 1, 19--
COST OF COVERAGE  $134.40 '




~
s}

¢

-
\ 3

\ )
*Date - ~
l‘ . .
BOP, INC. [ -
- Carcér- Averue ' . . -
Going Places, Idaho 33221 : ' :
s P ‘ Vol

. /
Gentlemen:' - ¢

Subject: Insurance Po]iiy Number

Subject policy will bc canceled on if
‘renewal premium is not recclived~

‘

¢

Present coverage is effective uptil end of thirty-days graée
period. - Lo

¢
-+

an

Sincerely,

Premium Clerk =
I
4
L Y
_ ~
. L"" Ps '
.\ "
\ |y;
? ’y -72_
v Tt
‘ - }
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L o ' pOLICY.APPROVAL LETTER

BOR,INC. = '

’

CAREER AVENUE . | .
GOING. PLACES, IDAHO SR

¥ . \ , i
' - December 16, 1974 . . % ‘ -

P

¥ Blaine Abraham

CL . 2@10 Cascade Way . B ’ 7. |
; Declo, ID 83323 . Cooe
* . Dear Mr. Abraham; % . . ] . _ ‘
. It is with"a great deal of pleasure’to advise you that your '
- " application for Mortagape In%ﬁrance has been approvéd., Enclosed ,
r. is a copy of your policy which you now hold’w1th us. . o ‘

Below is listed the composition of your payment including the
preminim for this’ protectifon:

AJ

Principal and Interest ‘ $119.76
‘ Interest Rate ~ _ , 7.% ‘
) Deposit on Taxes . > 32.7h
. . Depsoit on Insurance 9.00
' Total Monthly Payment 4 / , 51
PR . =
/{ We congratulate you for participating in this program and we
trust that ‘you will feel a greater measure of security in =
knowing that you have provided for any emergency with this ' . i
insurance..~If you have.any ‘questions. concerning this matter,
+ . " please do,ﬁot'hesitate to contact uy at your convenience, L .o

L. © 83 ", .
-«

Enclosed is a new stt of coupons. In order to avoid the posgi-
blity ‘of confusion, we ask that you destroy any others in your

posse881on. . x
L . N i & , ‘."
. Cordially yours, . IR
. o =, ‘ L : » 1
\3 /§Z£auaan A/(Annm/»ijjy . 7 .
» ) R °
. . ¢ . } .
Brian Jimenez' - . ", 4 . ) .
Vice, President . . 4 -
s ) N
BJ: mc * ' . » ’ 1‘

Bnclosure
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v SAUPLE LETTER TOP THSURSNCE

“ E Y (ﬂu\ r‘*

-~

.
E:-,..,.A_-..-.——-..._.._A.‘. .
¢ R A o -

CAREER AVE!

: &

GO

Jate

Hame.
< Adddress

City, State Zip

¢ Y Jalutat16/

Enclesed is cur thcv i tbo arount of S(1nd1cate total of all checks -
you are erclacines) for povent of insurarce prerium(s) for the. f0110w1nq
for that aﬂoant

4

4

parson(sh,

lhame of ircured .

Insurance Prlicy Mo®

m

\

!

-2

e oy s

Zt

.

j”
PLAi?S

AR TP
' . ;
=)
-
(S gt } (.’l
W
-

FOAHD.

3
»

5

fricunt of Irsiurance prerium

f ¥ * .
PR . n y! . . .
(List all persons dgr whom you ‘are paying insurante premiums )

a4

ame
Vice‘President

referance initials

< Erclosure(s)

Complimentary closé,

Please credit his {their) account(s)

N

.

& .
*
¥

T

o

e

> e



A ) ~/ ’ ) ' .y_ - \A: . P>
\ 4 o g . L LS Cox
: S : . ’ A ,
. 4 ﬁ ‘ vhq\q - - . ~ » - - ..u
T ., - bE2OE mppmm:gummmmz ‘uoysog oo , - T : .
_ * . UfW Yanos g9t . . T U .
s379s s . : .o » - RIS .
. »:masou 3ouednsuy ompd len3ny s3gasnyoessey °2i o . . * " or8zw -owup. < 1reuuysui) )
' - . . , SR JaAo4y 3se3d 0§t R
o > “ o . (2068 ©PRASN ‘O0UdY . - acoaeou mu:mssmcm 3411 —mcopumz Joyouy _° mo : -
_ i - yanos yIp 3sel Lv6 - 5 , - e
. . . os JdueanSU] sa3udeq o . J s, ’ ' -
, ,7/dnodg Soueansil A . /6022 °D °Q-‘uojbuysey - -
e . : ynos Lt Isez w6 - . . .
: =~ . ) . Auedwo) Idueansu] 3417 ULIISIK uedfJAMy °SO. 0 .
| . =N 768£6 .BLU404}1B) ‘0dSiduedy we§ Ui .o, ) . N . . ’
. S o _ . buipling jueg je3juyajuijuoy’ - e ST T . . -
| »:masoo oueAnsuy 3447 _mucocnucou ‘oL . -+ pEeve SLoup i1 :ommupcu. y -
S L _ : - _ UIBH UIION Ev6 S
| . . , ‘o R . Kueduog mu:mgsmcm msoumo>=m ueoLsauy %0 O
I o 8LYSE BLUJOL[R) .wmpmmfm/mou .. co- . e X .
| bujpling Saojueg 64y - . €228 mpocww—H <obeaLy . ,
*  Auedwoy 9dURANSUT 3L UJIISBM .BLULOSLIR] . 60 Ry : Kempedag: 35oM 1 e Lo .
ST ) > Aueduwo) Idueansug :mupgme<. .mo4° (.
S il s = o, ' .
. '89EL8 . UeH) “A319 L7 3LeS < . . .
. . 3je3s yanos 6vl - - 9geel mupomssommmmz ‘uojsog - oy
- * Auedwo) dzuednsul dALY33g 80 ynos 096 Ise3 €9€- oo

»:caeou adueansuy ajeysily °20 -

. ) o~ . ) ’ a . ’ b S
. e .. . ™ - \
£6609 sexa} ‘seiled . pE12l dujep “JA0dMaN .
. 399435 Jaduoly 8% _ S buppiing uoisog 2LE . "
Auedwog adueansuj A3jense) % 2417 sdoqueg L0 ‘ ) Auedwo) -dduednsuy eulady - “10 X :
e L . . v ,Awww . J
SIINVHO) JONVHNSNI ¥O SYOLSIANI d0d . . . R S

-
‘
.
.
A NN
k3
.
A Text provided b e

E




» : o

3
-

ADLITICIHAL INSURANCE RESERVE FULDS - SAMPLE REQUEST-

" CAREER AVENUE |

Pl s . b »
;.. -~ .GOING PLACES, IDAHO R
. - \ . -
s ‘Date - . . , o
. ‘ : ) p
> -X . ’.' .
! to N B - . .
. . - » . ! -
» | ”
Name . .
g Address . : .
’ City, State Zip. ' . '
C. Saluation? : L (,. .
-i ~As”you know the amount you pay each month for insurance is only
" estimated. R réEEhtly received renewal notttes from (insert
. name of insurance conipany) indicatina a p ¢m1um due of (insert .
amount of insurance prémium). This amount exceeds your reserve
r by S(insert amount). Please send this additional amount to s
.ot by (allow=15 days). : e
In order to avoid an additiondﬁ payrnent for your next insuratice
premium, you should increase the .amount vou pay by (1nd1c&te .
’ arount per month) per monpﬁ Bar, INC., is now in the p?oc&ss .
of rewising payment schedules’ for many borrovers vio have this -
! safie problem due to recent prem1un hikes. You will¥receive . .
a néw coupor book soon with “the increase included. lmbn you do,
) destroy the d1d. coupon boof and submit your mext vayhen; ns1nq
. the new coupon book. . -*s\
) ,. Pa 3 » ‘. .
Because it is 1rportan% that the insurance prcm1um be pa1d as .
. ‘quigkly as possible; an; ear]y response to th1s 1etb€r would
" bex pprec1ated :; Co ~ - o
e, _" o T y . © oy
' g Lomp11mentary c]ose§ e : . o
' ! " g .
.‘ "",' ’ 7z
PR 2
liamé L )
Vice .President . S ' .
.. i :‘1‘ . - . P f
: reference initials ; o, ' ‘ /
v . \"| . -
\, k4 3 ' '..
. : ‘ VL ', ’ / :
* v ‘t ! . '
i - v
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TR GOINGTPLACES, IDAHO « ipiiven

Nane of Borrow@?c R ‘ T«
Address D R .
City, State Zig Code " < ' s
. . . . N f. - o ' ) . ~
Salutation: . » o o . . .
) . L@ ~ _— o .
Subject: Loan No. finsert ]oan\humber) D . C A
4 ; ’ o1z s/
Your “insurance policy covering property on which we hold a mortgage will, -
expiré on (allow thirty days) because of nonpayment of premium. As you Lo .o
know, BOP, INE., must pay the insurance premium and must ho]d the origfnal s
,- of the insurance policy at all tlmes. ‘ L S
v ~ N . -
A short timé ago we seht you a 1etter indicating your insurance reserve was -
inadequate to pay your insurance prem1um. We-have not yet recelved your .
check.*- e T .. o
. "., ) ) ‘
If your checK is not received. wiuh{E)ten days from the date of this letter N
we will have no other alternative than to pay your premium and take legal s
action agalnst you-as this constitytes a mortaage default. : i S0
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