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REFERENCE INFORMATION

A. Purposes of Simulation

ASimulation
is not a new concept in education. It has been around for litany years.

You very likely used it as a child when you were growing up. You assumed the

role of one of your parents, the nurse,, or a fire chief. Simulation is a very

real part of'bunlearning process. 1

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 lot 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 purpose 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 telephone operator, a customer, or a banker down the street. You will

.
be given ample instructions at the time.

The BOP, INC. simulation was copied from an actual mortgage loan 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

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. The Mortgage Loan Company Explained

A mortgage loan company provides meney for the purchase of homes and property or

both. This company obtains the money it loans to borrowers from investors.

These investors are usually large insurance and invesfimen1 companies. The

Mortgage Loan Company makes a profit from "buying" money from, these investors and

"selling" it to botrowerS at a slightly higher rate of interest.

When a couple decides to buy 4' home, they usually contact a real estate broker

who shows them several homes. When the couple decides on a home to buy, they

may select a mortgage loan company where they can receive a loan at the- lowest

possible rate of interest. The couple is interviewed by an official ..of the cRNIA

company and, that official makes a decision as' to whether a loan should be made

or not.

If acceptable to all 'parties, the,loan it. then made to borrovter for payment on

the home.. A welcome letter is spnt from the Mortgage Loan Company to the

borrower along with payment information and a set o7 Couponsi one of which is

to be returned with each monthly payment.
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Each month tire borrower writes a check for the amount of the payment, attaches

it to the coupon for that month and sends it to the mortgage company. The

Ca -shier af,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 borrpwer'S account.

In most states it is possible for the borrower to pay fire and hazard insurance

and property tax premiums together with the mortgage payment. These funds are

kept in reserve accounts with the mortgage company until the payment for each

comes due. This enables the borrower to pay the same payment each month and

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

A mortgage loan institution enables many individuals to purchase homes when

they would otherwise be forced to rent all their ltves. A mortgage loan

institution performs a very important function in our economy.

A. An Outline of the Normal Business Functions.

1. Couple wants to buy a home

a.';Contact realtor and explain

B. Realtor finds several alternatives to select from A,

c. Couple makes decision on home they want to buy

2. Financing the purchase of the home

a. Mortga'ge'Loan Company selected

(1) Couple interviewed by Vice President to *termine credit
standingand ability to handle the loan

(2) Couple passes as to credit rating and ability to handle

the loan

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

b. Welcome letter, couponsand other information sent to borrower

3. Cycle of the coupon

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

b. Cashier at mortgage loan company receives check and coupons- -
detaches check from'coupon -- prepares deposit slip--prepares daily

summary and recap--posts to investors' -ledgers

c. Coupon,taken to Postinq,and TaxAclerk from Cashier -- processes coupons

(1) Enters information on borrower's ledgers
(2) Cycle completed

4. Flow of funds

a. Money received from borrower 7,

b. Mortgage loan company separate funds (insurance reserve, taVreserve,
principal payment, and interest payment) mortgage loan takes a .

share.of the interest for administrative purposes,
. ,'..1

c. Money sent periodically to investors

'ed. Investor periodically pays loan company for services

p. Insurance premiums are paid annually

f. Tax assessments are paid annually

-2-



D. Work Attitude

The simulated office is designed with you, tho, worker, in mind. Wherever

possible it furnished with the latest in office equipment and furniture.

There has been a concerted effort.to provide you with the environTnent and

atmosphere which is found in the office.

BOP, INC. is a company which is in business to serve the public and must make

a profit for the services it rendei's.. You-are.expected to contribute to that

profit. If your conduct or work.detracts,from that profit, you can consider

your job in jeopardy. You are:expected to help establish a working atmosphere

of relaxed, industrious efficidncy. 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 conttibute most to the success of your job. These'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, Play the role and do the work as an office worker should.

Your contribution to the office atmosphere is very important. flake certain

your part of the team effort is effective and satisfying.

E. Ground Rules

1. Breaks 0

t

A break will be scheduled each day while you are working for BOP, INC.

There are several reasons why the break will be scheduled:

a. You need to practice leaving your workand'coming back to it with
a minimum amount of lost time: lt

b. You should practice communicating wit1r.other members of the

office staff. Most of your office time is spent With "business

talk;" some of your time should involve "personal talk." Make

on effort to become acquainted wit4 all members of the simulated

office.

c. You need to take a break for a chant of pace.

While you are on your break, relax as much as you can, 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 bffice depends on the

presence of all office personnel. If absence is necessary; make

certain that either the Vice President or Pepsident is notified.

A nces will affect yqur grade and salary.:.

.13_
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3. Tardies
p

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

a minimum.

4. Chain of command

Read through your materials carefully and use your own initiative in

solving pr6lems. 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 eeyou. On this

basis you are frequently judged before you have had an opportunity to

speak.

Good personal appearance includes the proper selection and care of

A/ clothes. Clothes to be 'worn for business should be appropriate, neat,,

7&and becoming. The styles should be attractive and yet avoid extremes.

.,.Good appearance is important in getting and keeping 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 supervisiokrand instruction, courtesy, cooperation, relations

with co-workers and appetrance. Your -evaluations will be completed by y ur

Vice President.

. .

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

you are at each oesition. 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 Piece of outgoing correspondence, it is not of mailable

quality. ,The Vice President has the responsibility for seeing that the

correspondence will 'nee: the Standards of mailability outlirfed below.

a. Proper format
b. Proper margins
c.. Regular type impressions

d. Good erasures

/
cy

e. Proper pur6tuatun that Les n, char i3e or-alter the intent of the

dictater , .

0
.

f. Transcriptior v,:,!e.', does not: change the ideas expressed by the

dictator ,

g. No fingerprints, smudges', or' other marks on the paper .

h. No strikeovecs .

i. No misspelled wcrds '

,

j. No errors in names
.

k. N errors in figures

()

1. N violations of weJl-established grammatical principles
m.. to violatioris of the rules for wor:I division

n. Noviolation-of capitalization rules ' A
NOTE: ,Many of the ,errorsmentioned above can'be corrected to make the,

.., paper mailable so it does nit have to be retyped'.

-4-
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4 .Once the Vice President has approved and.signed an item of

correspondence, he assumes responsibility for the mailability of,

the correspondence and will be graded accordingly.

.2. Carbon ocipfk: of 'all' letters yOu type along with all' other work you

complete will be placed in your folder, and the contents of your

N. folder will be eyatuated 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 kpow when you are being

4recorded; but it is conceivable that these retordingsill be '

.evaluated periodically to determine the progress you are making. It

is also likely that your conversations, will be used in#some of the

debriefing sessions, theref9te, you should be aware that anything

you say may be played back 4.n class.

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, you should return

the rush job to your instructor and resume your office routine.

These approaches to evaluation are designed,to measure your capabilities is an

office worker. It is hoped.that the evaluation will assist you in becet03

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-

individual basis.

The object of the debriefing sessions is to handle 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 sessions 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 thdpdiscussion.

H. Public Relations

Because this is a unique educational program, people may be interested in

visiting whije you are working. Your role in any of the positions, except
receptionist, should be that of assisting in any way you can if necessary,

however,"if no assistance is required you shouldtostinue your work.
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AMORTIZATION SCHEDULE
F.

4
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 the peeviousloan balance.' The details of the loan are recorded 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 NOgers. This schedule is also useful for obtaining

information for the annual statement, early loan payoff. At the present time,

amortization schedules are not commonly used in mortgage loan .companies

because computers handle this operation faster and more efficiently. .14e 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

loan companies if a customer requests one:

BORROWER'S LEDGER

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.

COUPON

The coupon is one of the maj documents used in a mortgage loan business.

When a borrower receives a lo from BOP,NINC., a set of coupons is sent to

him stating the amount of the yment and when it is'due. The borrower"

.simply remits his payment (usually in check form but sometimes in cash) to

)the loan company along with the coupon. The company then has all of the

kinformation necessary to ere* the payment to the proper account without

referring to any other BOP, INC. will accept payments without the

coupon, but the cashier immediately makes outa handwritten coupon so the

- payment may be processed.

INSURANCE POLICY

The insurance poliCy A a contract between an individual and on insurance

company stating coverage9costs, payments, and specific property covered.

Each loan in SOP, INCA must be covered by insurance for the full amount of

the loan. Each,policy
v
'is renewed yearly in BOP, INC.

INSURANCE RESERVE

In order to provide a more complete service to the customer:78OP, INC.

requires that a portion of the monthly payment be placed in a reserve

account for the payment of the insurance preMium when it beComes due.

Approximately two months before the insurance expires, BOP, willinitiate

action to renew each policy. Money is then drawn out of this insurance

reserve and the insurance is paid. If the amount in the insurance reserve

is not sufficieneto cover the cost of renewal, additional money must be

obtainedfrom the borrower. .,

-6-



INVESTOR'

I
An investor is a money supplier. Funds available for investment Are

supplied to a company such as BOP, INC. at a particular interest rate:

t
BOP, INC. in 4mturn this in smaller quantities o borrowers at

a higher of interest. Profit comes from efficient' administering

all details concerning loans so that all investor requirTents (insurance

coverage, tax payments) are fully met.

INVESTOR'S LEDGER ,

The investor's ledger is a posted record of the transactions concerning.

an investor's account. The ledger shoWs the principal and thterest which

is being returned on a.regu4r 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.

MATURITY DATE
,/

The maturity date is the date at which a loan is scheduled to be paid in

full.

BOP, INC.

BOP, INC.. is the name of your simulated mortgage loan company.

MORTGAGE

0

A mortgage is the legal paper that secures payment of a debt. The mortgage

contract is fulfilled upon payment or performance in full or becomes void

,upon,lack of performance as prescribed by the contract. Mortgag&S are only

grantdd when secured by real property.

POSTING

Posting consists of machine printtd, typewritten, or handwritten entries

on ledgers to give a current accounting of all transactions.

PROCEDURES MANUAL

The procedures manual is a bAic student reference manual with specific

procedures for each position in the office. Each procedures manual

contains an example of the buiness 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.

-7-



'4TAX RESERVE

In order to.proOde 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 tie 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 assessment, additional money

'must 4# obtained from the borrower.

TICKLER FILE
:

A tickler file is a reminder system arranged chronologically. The

Insurance Clerk in BOP, INC. uses the ticklir file as a reminder of current

expirationites of insurance policies. Each month the file is checked

to determl 'action to be taken.

8
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VICE PRESIDENT

1

TASK SHEET,. Phase II .

T. Read the narrative carefully. When questions arise as you work though

the ttsk sheet, refer to your Procedures Manual at your desk.,

2. 'Dictate the following letter's afteriyou have outlined them on an

organization for dictation"form. 'Follow accepted dictation procedures

as provided by youe.teacher. One or two of these letters should be

dictated directly to the Secretary 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 peeking. Construct

the rest of the details..

tO?

b- Memo to employees concerning the exceltint,work they have been

doing. Word has come from the Board of Directors telling that the

effidigncy of the office has improved considerably in recent months.;

Construct-the rest of the details. .

C

46

c. Letter to the governor of the st4te asking him to,speak at your

monthly Lion's Club meeting. You are the chairman of the Program

Committee.. The meeting is about fouk weeks.away. You are to

construct the rest of the details. :

,

You and the Executive. Secretary are to work together to complete a

rough draft of the payroll and salary register. The breakdown is as

follows: ;
. .

Vice President $6C0.00 per month

Executive Secretary 450.00
ii dd

Receptionist/Adm. Asst. , 425.00 ", Ir

Cashier 400.00 " "

Posting and Taxing Clerk 375r00 " "

Insurance Clerk 350.00
II II

The monthly payroll tax schedu'le assists in computing all tax deductions.

See Procedure's Manual for details aboUt how to use this schedule. 1

4. An Appraisal form is enclosed for' each person working, in the office. A

You are to fill in their names,-the position in which'they are working,. -

team numbers, and sign your name. Check the appropriate box in each

category. Give a suggested letter grade for the person-you Art evaluating,

and then ftll in the, date on each form as it is completed. This form

will' be very objective in this evAluation.

5i Toward the end of the period, gather your materials together in

preparation for your debriefing session with the teacher.

do
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As Vice President, your role in-Ah4ffice has iKree_110,4is!'...9,ne. ....

C.*--:
f *7- *,,....:.

J "' .., -,, : 7
--

seeing itnat- the' offi ce fultictions _pfOpe.4Y1' two.44s-s5-t_fri,g-iiiheriTigNbeii-df....-::, .....
, .

the office staff ;' and three, red rang-itig--wo'rk-loadi:iiii3et' necesiarY Ithl
....---,- .

,i

cdrne under the direct supervisio of.the 'president ail41011 assist hiii=t1

when so directed. You will pjay.an important roll in the tivaluation-of

f

other members of the staff. / .

So that you can be a tOp-;ffotch vice president let us review the
.

contents of your folder and discuss each item as'we-'go.

As the need arises, you are to dictate letters:And memoranda. You

should .never dictate a' letter or memo before you use the; organization -for

diCtation forM to outline your cothfients. You should uses, the dictation-
. -

mach,i-ne,for all of the dictation unless your secretary takes shorthand. If

so, only ebbut half of,your dictation should be,machine dictation. In, any
- . . - ,

case, be sure your secretary has :something to do at all times. Remember
_ --

that it is important that all correspondenoe'eaming your office reflects
4-

ea good image for the,company. You''Stiould check all the work that comes.
,
. .

across your desk..; .,-

You and your secretary are to.work together in completing a payroll and*:
u, _..--

salary register. Oncou have completed the register, you s,hould743ave your ------

i.

/ secretary ty0e,i't. in your folder you will find two payroll and salie,%'`,

. , ',,

register forms.. One is for you and the secretary to use fora rough dr'aft,\
, ,

The second copy is used by the secretary to type alinal copy. Offite
i-' ,

.
.

-i f
- '. salaries- are given on your task sheet. A monthly payroll tax schedule is

,..-

".j shown in your procedures manual.
II

-4 .

4
4

The next, forms are the appraisal forms for each per'son working in the

-4
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7 I'
7 -" e 4.,,

t . r

('

office. YOU. are'-to fill these out Grith;--th'a eftploiees 1.:napes,, th'e positions

.

1 -,-, la which they are viorking team number and' yOur, nape. Cnect- the appropriate.r" i f ..,

' A : . , . V ! ; f : ' -. ' '''' ', ,i .,. '- ,, ,'

t

r

. i : ---- ' , *a I $ . . , , N. ' I ' - . .

..... : .;.- '' ; box in', e$ch' 4itag.6ry,i.. GiVe Sug§-.4sted(-leti-er gra'06,-for'the; person you are
%--....j.,, ,..,i: ... . 4. . .;,-. - ?, .- i

;,.

. - 4 -

evaTgating , then-fr.g1 .7nethe date 4,66.,each:, foria., 4 Give honest evaluations .

-:- . -, .
...

Theyv011, be-kepk_confidenitial. All evaluations' are to be...placed face' ,;:ii

g.--:.y.-,*:::.44_....
,

- -. down.' on-the, Prsiderir-s--desk. ;.......,:.-.4.
.,.

...... ..

.4

s)

O

.4

f

4,

4-

...-
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;

, 'PROCEDURES MANUAL

VICE PRESIDENT,'

A, DIO-ATION
a ,

_When dictating-:-correspondenc,e of:any-,kind, follow accepted dictation
procedures as provided by.yourteaCh4i;': You should use an organization

for di .form. (See
r '

B. EVALUficTION PROCEDURES ,

The last day of each rotation, the V)ce, resident is to_complete an evalua
tion form for each of the workers under his s.upervision. "A sample sheet

has been completed for Fred Nielsen, CastAer. (See i 1 lustratidn 2)

_C. INTERVIEWING )

You may find it necessary to interview a prospective employee for your

-Have, the applicant fill out an employment application form. (See

illustration-)« ,Treat the potential employee with all the respect yoa can

and interview him. with a specific position in Eind. Outline some questions

0,,paper so that your will have all the information you need from the
-----Oplicartt. by the times:he leaves.

..

r

1

.SUAE,RVISION

You are responsible for seeing that the-work of the people under your

supervision,it constantly st;eing upgraded. You should, at your discretion,
call your workers together'. enever you feel' there are office problems or
procedures 34ich' need group sits cat si on . Ypu are responsible the

dfscussion:in,,your group. Your secretary should take notes as to problems

disci:ssed aed /solutions rendered. f

: -
E. CLEAN=UP 4

r. 4
.

c,
,

, ,:,
You are respO,n5ible for the appeE7qpce of, yaqf office.
session, your:::epacher' wi 11 holu y(11,1,,respons.Wle., for the

office. Please, don't become' a jarri,tor. 3-he*,bbjective
person is to get work done bidelegattng responsibility
share of organinhg to accomplish 'tti,,oal. st,ablish
schedule and see :that it is car'rieddpt ...

', % , ,
I '

F. TRAVEL \PROCEDU'RES
'.`

"4 4
,,, - ,,

Use your imagination and list information necessary Cor a secretary to, plan

a two or three day business travel Itinery'for you/The necessary
information would include items such 4s trip, eiestinatiAnS, dates of visit,
persons ,to visit, places to be visited'4, purpose of visit, requirements
for car rental, requirements for accommodat4s, necessary business

documents such as ontracts \and speechest, `
,

,.
, .

, \...: t, ,.e,. , ,.t',: .,, , '.-.12-
,

,
,..

,. ,.' ',a'..
., : a.

At the end of each
condition of the
of the management

. You must -do your
a work clean-up

1 '

A (-
tr-N



PROCEDURES MANUAL

A. PAYROLL AND SALARY REGISTER PROCEDURES

The Vice President is responsible for the completing of the payroll, regtOter.

Please refer to your task sheet for salaries of'all.B0P, INC. personnel.

Procedures for Calculating Payroll Deductions

1 -. Indicate social security number.

Type the employee's full name.
.

3. Obtain the amount of earnings from the task sheet. The T

procedure shown is based on $450 gross earnings.

4. Consult the monthly-payroll period table published by the

Internal Revenue Service. (See illustration 4) There is a

$62.50 dependency exemption each month.

5.- To figure Federal income tax, follow these steps:
(1) multiply the amount of one withholding exemption (see
illusti'ation 4) by the number.of exemptions and allowances
claimed by the employee. BOP, INC. employees all, claim one

exemption.
.

(2) Subtract fhe amount from the' employee's gross earnings.
(3Y Determine amount to be withheld from illustration 4.

EXAMPLE: A single employee has a monthly payroll period, for
which he is paid $450 and has in effect a Form W-4 claiming one

exemption. His employer, using the percentage method, computst:the

income tax to be'withheld as follows:
(1) Total wage payment $450:00
,(2) Amount of one exemption $62.50

(3) Number ofoexemptions claimed, on
Form W-4 1

(4) Line 2 multiplied by line 3 . 62.50
(5) Amount subject to withholding

(line 1,116 line 4) $387.50
(6) Tax to be w thheld on $387.50

from table =- single person

tax on''first 317
tax on remai er

$70.54 1%

*Fatal Fedetal Tax wi6held

Idtal;$tate Tax withheld
/6%;of Federal

Total:Social Security (F.I.C.A.
,,'8:2% of gross earnings

44.62

14.81

59.43

9.51

23.40

i'OAL DEDUCTIONS 92.34

) :E/ 7

I

,. tl T PAY (1450.00-92.34) $357.66i

,, //' -13-,
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PROCEDURES MANUAL

6. The year to date columns are not figured at this

however, List the check/number beginning with 0001. All

employees are single and have one exemption.

7. Figure the payroll for/each BOP, INC. employee, then total

the columns at the bottom 15f the sheet.

8. The Vice President mutt check the sheet beore checks are

made out.'

9. Make checks out to ach employee.

10. The Vice President,inUst sign each check.

H. ANNUAL STATEMENT

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. A

In order to complete an annual statement correctly you should do the

folLowing:

1. Enterthe Borrower's Loan Number in the blank under Mortgage

Number.

2. You next find how muchthe 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.

.

3. ,/The Interest Pald 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 intergstjmerely go to the Amortization

Schedule and count back to the December posting fol.' interest.

For instance if you have a January posting subtract1th Di.Ccitcr

posti:9 amount from the preceeding 11 payments and this will give

you the Interest Paid for the py4evious year.,
4. The Principal Balance can be determined by looking at the principal

,
balance column on the Borrower's Ledger for the December posting.

-.
If you will,look at the Annual Statement, you will notice that the

- -Statement is.made out for the account as of December 31. If ther3

is no December postin ouAcan determine the amount brfollowing

the procedures outli ed the preceding paragraph.

5. To determine the Reserve Balance, you should deternfine the last

month in whichposting was done. For instance, if the last posting

.
-was May, nay is the fifth month. You would then -Multiply five

times both the tax payment'per month and the insurance payment per

month. By adding these together you determine the resdrve

balance.

-14-
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PROCEDURES MANUAL

4

6. Put the date under the word 'date.

7. Insert theborrower'l name and address in the block provided.

EARLY PAYOFFS BY BORROWERS
. ,

There may be times when a borrower makes a decision to pay his mortgageoff.

eaf1"5? When this occurs several steps must be taken. It is not just a

matter of paying off the amount of the moetgage that has not been paid. An

early payoff fee, whith is a fee to cover administrative costs /WVolved with

servicing the loan must be charged. This fee is usually 1.5 perterit of the

unpaid balance. To complete the early payoff paperwork, you should do the

following: 0

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 11/2 percent.

3. Compute the amount the borrower owes BOP, INC. by adding the

early payoff fee to the palance remaining on the loan.

4. Compute the balance in die insurance reserve account by multiplyin-,

the insurance payment each month by the number of the month which

was last posted on theoporrowers ledger.

5. Computing the remaining balance in the tax reserve account by

multiplying tkg' tax payment each month by. the number Of the month

whfch.was on the borrower's ledger.

6: ,Tell the borrowA0141.wiil write him a check for the tax and

',insurance reserve"ae7soon as you receive his payoff check. Tell

him the aMouht be refunding. The tax and insurance

reserve cannot.teAducted from the payoff amount because of

the investorcords which must beAcept separate.
:!\)

-is-
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Task Sheet, Phase III to

1. A letter or memorandum 'must be composed for each we 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 letter being sure to enumerate the reasons for

your decision. If the dictation sheet requiressou to complete an Annual

Statement or to s 'fy early payoff procedures,for a loan, be sure yow_

read the procedu in your manual beforeydoing the assignment.

,2. Check all office personn4concerning'work distribution. See that

the work can be completed by thy- 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. Complete 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 s ou d have someone else do it. Be sure to

keep your-Executive' Sec eta busy,

S

4. YoU must complete an evaluation on e.ach 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.

5. You must hold a debriefing session withthe 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

,tactivity you have directed.

VICE PRESIDENT 411

4.

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 pol4 expiration list for the next

two months from your Insurance Clerk. You should keep this list and

across the name from renewed because you must sign the check.

a

-/6-
cfr'n
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VICE PRESIDENT
11,

TASK SHEET, Phase IV,

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

%

2. A letter or memorandum must tie composed for each one of the dictation
assignment sheets which are placed in your "in" basket.

3. If your Executive Secretary takes shorthand, youihould dictate
approximately half of your work directly to him/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 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 'brovided.

5. You must complete 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 Receptionist to,make out a
payroll check for each individual on your team.

6. A payroll check must be completed for each member of your team w'. .le
you are Vice President. at is your responsibility to ensure that is

happens.

4

7. You must Completeon evaluation form on each member of our team ile

you are Vice,Presidena Be objective. You should put these completed

evaluation forms face down on the President's desk.

8. You should hold a debriefing session with the President. You can make

an appointment with hith 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 directe0.

/ 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 rust sign the
letter of transmittal and the check. 0

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

Rb pr

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 paragraphs. The first paragraph should
provide an introduction td 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 tylip

the letter yoursklf; and,'ir 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 BOP is at your school.,

-17-



ORGANIZATION FOR DIUTATION

MY PURPOSE IS:

MY POINTS ARE: (LIST THEM AS THY COME TO MIND)

CROSS OUT unnecessary points'above arid, number the points in ordetof

importance.

LAST PARAGRAPH: (Write out) 4

What action or reaction do I want from the recipient?

/ .5

BE BRIEF -

DICTATE ANY SPECIAL INSTRUCTIONS

NOW YOU ARE READY TO DICTATE THE LETTER1

4



Name

EMIlLOYMENT APPLICATION

Address

Birthplace

Phone

Birthdate Age Sex Height Weight

Homeroom No. Teacher Counselor

What is your health condition? Good," Fair Poor

Do you have any physical defects? Explain

Father or Guardian w' Address

Mother or Guardian Address

What lariguages, other than English, do speak Read

How many time have you been absent from school this year?

OccuPation.,

Occupation
4 5 <

Write

Tardy

.

How do you consider your record'asa'student? (Circle one) A B C D E-

Hih School Business Sub ects That You Will Have Com.leted After This Year
9th Sub ett Teacher 10th. Subject Teacher 11th Subject Teacher

What is your typing speed?

What other machines can you operate?

Which type of job would you prefer to
Vice President

#
Executive Secretary
Receptiopist
Administrative Assistant

'Are you working now? Where

Shorthand speed?

have.(Check in order of preferende 1, 2, 3)
Cashier
Posting and Tax Clerk
'Insurance Clerk

^ ;

Type of work Hrs. per week,

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

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

IF I AM ACCEPTED FOR THIS PROGRAM, I PLEDGE MYSELF TO TAKE ADVANTAGE OF EVERY OPPOR
k TUNITY TO INCREASE,M EFFICIENCY AND SKILL AS AN OFFICE WORKER BOTH IN THE CLASSROOM

AND ON THE JOB.

Date Student Signature

(

23
A



L

ME,

CAREER MIMI

t

GOI11G PLACES, IDAHO

r

BOP APPRAISAL FORM .

POSITION

NAME CF EVALUATOR
Not

Applicable

0
Quality of work - accuracy, neatness, etc. A B. C D F t

4. OuantitTof work A , 'C C D F

Ability to follow directions A P C D F

Conscientiousness abTA ,:ork ABCD F
Use of judgme,t and -,1,in-,irn

required A B C D F

Initiative and responsility A B C D F

Attitude toward work A B C' D F

Promptness A, B C D F

Response to supervision and instruction A B C D F
'optAL

Courtesy and cooperation A S3 C D F

s'e

Attitude toward public, visitors,
customers, etc. A B C D F

Relations with co-workers A B C D F

Appearance A B C D F

Date

Suggested Letter Grade

:

C D F

, 24'
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4

BOP, INC. tf

CAREER AVENUE
GOING 'PLACES, IDAHO -

A;NNUAL STATEMENT
Shown below is the balance of your Mortgage account as of December 31
Also shown is the amount of interest and taxes paid on your M( rtgage

Mortgage
Number

Taxes
Paid

Interest
Paid

Prtncipal
Balance

Reserves
Balance

03-041

.

5150.00 $121.86 '$1,619.60
,

,$133.90
0

DATE

Clifton A: Abbott
1063 Lincoln'

Shelley, ID 83274

'PLEASE RETAIN IN YOUR PERMANENT RECORDSFOR'FUTURE REFERENCE

411

EARLY PAYOFF

Loan Balance

ADD early payoff fee
1.5% of Loan balance

payoffTOTAL due for early Payoff

4a.l'

Illuitration (6)

RESERVES REFUND

Total Tax Rederve

TOTAL IrnsuraYCa Reserve

TotalReserves $

The Total reserves will be refunded upon receipt
of total due for early, payoff.

0

I

r



VICE PRESIDENT

Task Sheet Phaps II,

Monthly Payroll Tax Schedule

(a) SINGLE:Peison--Including head,of household

If the amouht
of wages

Not over

Over

is:

$46

But not over

The amount of income
withheld shall be:

0

tai to be

of excess over

4

$ 46 $ 150 14% $ 46

150 .317 $ l'.56 plus 18% 150

317 ' 875 $ 44.62 plus 21% 317 .:

875 1000, $161.80 plus 23% 87i.

1000 '`f 1167 $190.55 plus 27% 1000

1167 1442 $235.64 plus 31% 1167

1442
1

.... . $32(1.89 plus 35% 1442

Amount of exemption--Monthly payroll--$62.50 for each exemption

Social Security (F.I.C.A.) is 5.2% ot.igtoOs earnings

State income tax is 16% of the Federal tax

4

3

4,

TI
174'
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\
Task Sheet, Phase II,

1. Read the narrative.

.
CUTIVE*CRETARY

. ' .
.

. , . -

.
,,,.

.

.,
. .

.

2. All of your irptructions will come4rcA.t-he Vice Presiderit. In the

event you complet4 your work, check with'the V"ie President:
o

...
. o.

: , . ' I ,..

31 .Near the end of the4keriod, gather your taterials.togither in prepara-

tion for your debriefing session with the teacher. The teacher will inform

you of the debriefing time. ,

t

NARRATIVE,- EXECUTIVE SECRETARY

(
The role of the'Executive Secretary is to work'with, and under the

direction'of the Vice President. In performing yoUf duties you will

develop your ability to be tactful and discreet; you Sill make some de-

cisions wjiile working in a supervisory capacity. .

You will undoubtedly be faced with situations that will require you

to organizeythe work you receive from the Vice President. You should

list all of your tasks in order of importance and then begin workingon

them in that order.
f

The material that leaves your office reflects the personality of

that office. As a secretary for the Vice President, your work reflects

upon B.O.P., INC. TherefOre, all work that you do should be of the

highest quality.

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

formation for letters. An important task which will require your best

skill is taking and transcribing dictation. You may be called upon to

take dictation'in a conference or over.th4 telephone. The Bxecutive

Secretary is expected to perform at a much higher level than most other

clerical personnel in an Office:

Yob may be required to distribute the work load among other clerical

personnel. Quite often, work will pile up and the need for redistributing

the,work load will become apparent. Work priorities will dictate which

tasks should be accomplished first. Since you are constantly surveying

the work situation, you should make certain excess work is redistributed.

The rapport you build with other office personnel will determine how

receptive they are to your redistribution of the work load.

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

the Vice President, You should interrupt Your work immediately to handle

any request made by the Vice Presidebt.

You probably have a proportional space:..typewriter as do most Execu-

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 thoropghly.

-19-



You probablyalso have a transcription machine available for your

use. ,Although these machines come in many shapes and sizes, you should

0 become'familiar withthe'machines provided'in:yOur office.

-Read your Procedures Manual which follows' and become acquainted

with its contents.

EXECUTIVE SECRETARY

'Task Sheet, Phase III ,

i .-
.

,
,

, .

1. Transcribe the letters on;the dictation belt provided by your teacher.

You should interrupt your
transcription to handle any business that pertains

.,;.

to your position.

2. Take and/or transcribe dictation frorritheNice
President as requested.

3. Answei the telephone for the Vice President whenever necessary.

EXECUTIVE SECRETARY

Task Sheet, Phase IV

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

ev

2. You are to transcribe 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.

EXECUTIVE SECRETARY

A. Machine Transcription

If you are assigned the work dl transcribing dictated material fromma machine,

e
you will have many of the same problems that are encountered b the stenog-

rapher who t' cribes from shorthand notes. The chief diffelence is you
must depend upo !your hearing: You have the advantage of being able to check

the accuracy,of\our 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 objectiie in using a traniCription machine is to type continuously,

while stopping and starting the transcription machine is necessary.

ProcedureS:

1. 'Listen to the correction and special
anstructikls before

transcribing any of the letters, memorandums, or otligt material.

20-
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J

A' Use the indicator slip as a guide for the properplacement

of each letter oh, a page. .
' .

.

.

'.

3. Be sure that you understand the meaning of the dictation

before typing so that you avoid errors ih'grammer, punocuation,

spelling, etc. Be careful not to confuse' homonyms, sueh as

bare for bear or there for their. .

.
,`:

4. Develop the ability -...o remember the dictation so that,k,

you can avoid the overuse of the repeat pedalo

5. Avoid errors in syllabication.

6. Proofread as you type material; reread before you remove

the paper from the typewriter.

,

B. Taking Dictation

\\
s \

N

Whether your boss-dictates only once each day or periodically th4ughout

the'day, it is your responsibility to be prepared to handle any rec4hest

to take dictation. Whenever leaving your desk, remember to cower any

confidential material
that-might be on your desk or in your typewriter..

You should take your
dictationtbaterials and enter his office as quiet4%

as possible., Use pauses; in dictation to check your dictation material:.

If you do not get the_dictation, dO not be afraid to interrupt for clari7,.

fication. When the dictation it completed, you should look through your ;.\

notes to clarify any questions such as spelling, dates, numbers, etc.
01,

\,'4*
C. Travel Itinerary

You should use a travel itinerary form to do any trip planning for your

`Vice President. Using flight schedules, etc., you should plan all points

of arrival and departure for the complete trip. Be sure to include

gpaCific times, rental car requirements, hotel/motel accomodations and

any other arrangements which will facilitate the travel schedule.

Procedures: ,
.. -

I. Using the Travepitinerary
I-1.1.Uttration 1) as a guide,

ask your boss aboue the following points:

Trip destination(s)
a

Date(s) of visit
Desired times of arrival and departure

Transportation requirements
Special accomodations;
Business documents required

4

A

2. Using a flight schedule as a reference, determine which

flights most closely meet the boss' requirements for'arrival

and departure.



!

3. Chll the airlines, or travel agency (Administrative Assistant,

and make reservations'. Make any other arrangements for

hotel/motel or, car reservations, etc., required (letter,

phone, or telegram) :'

s

4. Present t litative itinerary to'the boss for approval.

Make any nec shry revisions.

5. Type .nal inerhry.

6. Whe all confirmAions are received, inform your boss,

Check back oaxx..,.,.rLilpwConfirmed 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.

Procedures:

1. Distribute the excess'4,mrk to a position at which it can

be handled.

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

boss.

D. Debriefing: Log Maintenance

Whenever a'debriefinq,session is called by the instructor, it is the

responsibility of the Executive Sedretary to keep minutes for these sessions.

Procedures:

-1. Note all problems raised by the group.

2. Note all solutions offered and/or adopted by the group.

-1111

3. Type up the notes and give to 'the Vice President.

-22-
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' ADMINISTRATIVE ASSISTANT

Task Sheet, Phase II

1. Read the Narrative. I

2. Your activity at this position during Phase II is quite limited. Yo 'e

should read the short procedures manual statement and then familiarize
yourself with the Activity Log and Position Work Sheet. These forms will

be,used during the net two phases of the simulation.

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
F

depends upon your ability to follow instructions. You will need to develpp

telephone techniques and be able to work with your fellow workers.

The rate of flow of office activities will4be regulated for the most part

from your position. In most cases, you will be prompted,by the president,-

but don't be afraid to use your own initiative. Through these observations .

yd-U'may see a need to initiate more or less activity. Check with the

President before you lake any permanent changes. You will be surprised how,

much thisdill help in making a successful program.

Your activities are governed by a task sheet which will indicate to you

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.

You will have the opportunity to.participate 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 even more interesting. The task sheet may

ask yod to be an irate customer, an inquiring customer, or yovay be asked

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

but be as realistic as you can and don't fall out of character. If you need

some suggestions, don't be afraid to call on the President.\ Your own imagination'

4

and initiative is of utmost importance in this position.

When you answer the telephone, use proper business telephone techniques

Answer by saying, "Administrative Assistant, Miss Jones speaking." If the

President's phone rings and he is out, answer the President's phone by sayin

"President 's office. Miss Jones speaking. MayI help you?"

Take a message if necessary.
A

You have a recorder capable of recording all of the phone conversations.

This is very important in the debriefing sessions which will be conducted.

We think you will find this position exciting.' You will be able to

observe the effect of each situation on all positions through these activities..

1
You will learn a lot about the functions of the office.

.04

Be careful that you',do net sacrifice the office atmosphere in order to

return a favor, get even, or fust have fun. The relationlhip between 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

/withis completely out of the question. There should be no communication with the

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

. A
any problems you have. Be .careful in asking for too much assistance as you

enjoy being the Administrative Assistant and that you will learn a great deal

about how an office functions. Your president will be glad to help you with

-24-
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must learn by solving problems for yourself. Rememb'er 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 little to do, so take that time to develop ideas'

14

of how to have a better sim4ation.
,
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ADMINISTRATIVE ASSISTANT

Task %meet, Phase III

Read this entire page before you fart to wort.

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. When you have completed a telephone call, you should f4i.sh filling

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

File in your desk.

4. .The sheet fro which you received the telephone call information

should be placed in your "out" basket.

5. If you are/the first Administrative Assistant of this rotation, the
Cashier will come to pick up the petty cash from you. TheCpetty'cash is

in your draw0. 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 whep cashing the chetk. The cashed

check goes in your "out" basket.

6. Twice each day you are to go to each Cashier and indicate you need some

petty cash to purchase some office,supplies. Au 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 more?)

. 7. Once eachday you are to take one of the checks in the Administrative
Assistant folder in your desk to a Cashier and make a mortgage payment.
You will be the customer whose namefis 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. Once 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 tlie

name of a borrower from the Master altomer 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.
0

'9. If you are the first Administrativ,e Assistant of this rotation,
you should hand out a "Position -Work Sheet for BOP Employees."

10. Post all BOP c4ecks and deposit to the bank statement.

-26-

A



POSITION WORK SHEET FOR BOP EMPLOYEES

°Name Date

While I was (circle one)! Vice, President, Administrative Assistant, Receptionist,

Executive Secretary, Cashier, 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

ur kept appt. with V.P.),

Activity logs completed

Annual statements computed

Annual statements, typed

Appointments handled (V.P.)

Appointments made

Bank statement completed

Bank statement reconciliation

Changed filing system (Recep.)

Checks typed

Coupons completed

Coupons posted

Daily summary and recap completed

Deposit slips completed

Early payoff computed

Employee appraisal form completed

(V.P.)`

Envelopes typed

Insurance policy correction
forms completed

Investor ledger typed

Other work done during the day:

Comments:

-27-

Letters filed

.Letters proofread and signed (V.P.)

Letters taken in sho

Letters typed

Letters typed from transcription

Memoranda dictated

Memoranda typed

Payment coupons completed

Payment coupons posted

Payroll and salary register

computed

Payroll and salary register typed

Petty cash book-completed

Put tape in adding machine or-

'printing calculator

. ° Receipts completed

Tickler cards typed

Travel itinerary completed

Travel itinerary requested

41

Signature
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RECEPTIpNIST

a-,

Task Sheet, Phase II
- ,

1. Read the narrative. Keep your folder in front of you as the narrative

will explain each paper and form in'the folder.,

2. You are to greet all visitors who come takthe office.' Remember that

you reflect the image of the company, adreach caller is to be handled

with courtesy and effiCiency. Assist with vis.itiors in any way you can.

3. You are to design a notice relarding the institution of coffee breaks.

These breaks are to be taken by all office personnel and are to be

held to 5 minutes in length. Care should betaken 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 (handout 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 masterian4 duplicate

enough copies for your office. ..
5. You will be asked to type a check for insufficient funds by each

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.

6. Gather your materials togdther in prOparation for youf debriefing

session with the teachers. You wilrbe informed as to when to begin

this process.

(f.

4
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NARRATIVE - RECEPTIONIST -

t

As Receptionist, you are'the voice and' ears of your' company. All of what

you say and how you say it as you answer the telephone or.greet a visitor

presents an image, an image of both you and the company for which you work.

Let us first consider your duties at the telephone. Your voice should

be the voice of..a smile. Each caller should be assured that you Are interested

in What he is saying and that he-will receive i satisfactory'answer for every

questigi. You must become famfliar withjhe method's of screening calls to

determine.whichof the workers in the office can best answer the question

asked. Many times a person will ask for the Vice President when in reality

the Cashier or InsuranCClerk could answer the question more easily. You can

save the caller. time if you direct his,question to the proper people.

A greet deal of skill is required in'handling the telephor4-. The proper

use of the hold key and the memorization of all employee telephone numbers

will,help faciliate the use of this instrument. When messages are left for

someone in the office, they should be written completely and accurately. Phone

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

Another importanyunction of the Receptionist is that'of greeting callers

who come tevisit 'BOr, INC. The same kind of courtesy At be extended to

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

,unnecessarily. Individual callers who are On business should be referred

directly'to the person who can'most efficiently help them.

r .

Tours through BOP, INC., should be handled in a very efficient and

informative way. If you do not haVe the answer to a question you should remem-

ber the'quest, and have'sorpone else answer it later in the tour.,

Handling the mail will be another of your duties. You will open, scan,

and sort all mail, except that marked'"personal." You must learn how to select
1

the proper mailing service for all the different types of outgoing mail.

-29-



RECEPTIONIST

Task Sheet, Phase III

1. Thpre has been an office policy change in filing procedures. 'If

the files are in a geographic system chanR them to an alpftbetiC

system; if they are in an alphabetic system, change them to a numeric

system; if they are in a numeric system, change to a geographic system.

2. Pick up all material in all of the'"outl.baskets in the office.

Put this material into the appropriate "in" basket.

3. File all collected material in appropriate files.

4. Greet all callers as they arrive. If you are unable to complete

all of your assignments because of visitors, you should report the

re sons to the Vice President. The callers are to be greeted with the

kdest attention.

5. You will be responsible for typing all BOP checks. Upon receipt

of a written request, complete the check stub and the check. When com-

pleted, g,ve the check.to the person originating the request.

6. You shoUld obtain the amount of each ank deposit from the Cashier

and enter it in your checkbook.

7. Immediately upon receipt, reconcile the bank statement you

received from the Administrative Assistant.

,
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RECEPTIONIST

rI, ,

Task Sheet, Phase IV

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

2. 'Theft has been a policy change 4n office filing procedures. If the

files are in 'a geographic system, change them to a numeric system; if

they are in a numeric'system, change!them to an alphabetic systeM, if they

are in an alphabetic system, change item to a geographic system.

3. Every few minutes throkighout the office day, you should pick up the

material in each positioWsuout" baske. You are to put all the material

you have collected into theoppropriate9n" basket.

4. Check the President's "iiTet-basket frequently for material t9 file

and file it.

5. You are to address envelopes.flr any_ letters which you have typed.

Put all addressed envelopes into th-President's.nin6.,baske:t.
.

6. Greet all callers as they irtine. Ifyou Wee unable 'to c§pl-ge

all your assignments because of clie*PSIyou:shbiag:reportthe situation

to your Vice President. The .calle'rs:Are to in the kindest

way possible.

7. You will be responsible for typing all BOP checks.. Upon receipt of

a written request, complete the check'stdb:and the)-check. Give the

check to the person who requested it. .

8. You should obtain the amount of each bankeposit from the Cashier

and record this amount in the deposit line of:the checkbook.

9. Immediately upon receipt, reconcile the bank statemen- t you received

from the Administrative Assistant. . .

10. You will be in this position for only a day and'one -half. All of

your work must be completed at the end of this time.

:7
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PROCEDURES MANUAL

RECEPTIONIST

It is important that the Receptionist make agood 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

graces usly, operating the telephone communications system, and directing .

callers and visitors to the appropriate persons. The Receptionist also'.

has ,clerical duties.
/

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

staffi.Your personality will be a vital part of the character of the firm

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

cars reflect an attitude of indifferentei, impatience, or inattention. It

is so often' true that,it is not what issaid, but the way it is said that

really counts in a telephrie conversatifn..

1. Screening calls!. One of yourmost 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 ,r conference, etc., explain why the person desired

cannot talapv:i if possible, suggest an alternative, such as 4.1r. White,

Mr. Johnson iS,attending a committee meeting. Is there anything I can

do to help yo ..".:"Mr. White, Mr...Johnson is holding a conference.

Would you c e to talk to his assistant, Mr! Jordan?"

2. Qattig InfV.Mation. Some telephone callers do not care to give

their names; others prefer not to say why they are calling. As a

Receptionist, you W1 frequently'bave to find out who is calling; and,

if the name does not'nelp.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 the moment. If you will give me your

name and telephone number, I will ask him to 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?

732-
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Illustration, (2)

ACTIVITY LOG FOR ADMINISTRATIVE ASSISTANT

Person and Position contacted

You are calligg/visiting in the Name Of

Subject of call/visit

Outline the comments you will make

I

V

VI

Activity Appraisal Not Applicable

Proper Greeting
Kept Waiting Properly
Spoke Clearly
Answered Questions Properly
Maintained Composure
Proper Closing of Call/Visit
Good Debriefing Example

ABCDEF
ABCDEF
ABCDEF
ABCDEF
ABCDEF
ABCDEF
ABCDEF

Telephone Call

Was recorded beginning position of Indicator

Was not recorded
ending position of Indicator

Suggested letter grade for person contacted.

Signature



DATES:

I

I

WORK STATIONS

OFFICE PHASE

RECEPTIONIST:

Sri Y. 0 L'A J 0 R:

VICE PRESIDENT:

EXECUTIVE SECRETARY:

CASHI:ERI

POSTING AND TAX CLERK

INSURANCE CLERK
..,
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RECEPTIONIST

3. Taking Messages Accurately. A pad of forms and a pencil for taking

the details of incoming telepilone 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 bettir customer relations. It is imperative,

therefore, that you record-al 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 ar.d that you will be meeting many types

'of people. There will be quiet ones, shy or, 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 possible.' A typical conversation

between a Receptionist and a caller might be:

Receptionist:' GOod morning; Mr. Norman. How are you today?

Caller: . Fine, thank you, Misr Jones, and how are you? I

was in the building for conference 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 yesterday. Is 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 it finished. 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 will be a brie conference.

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

When Mr. Nelson is able to receive this caller, the Receptionist

should call Mr. Nelson, or in some way indicate that Mr. Norman is

waiting. When Mr. Nelson is ready, 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'clerk is not with another customer. If you are on

AN
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RECEPTIONIST

the telephone or buSy at the time a caller arrive, 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 ma' be asking

for information you have provided many times to previous callers,

you must never convey 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

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 a novel or eating or drinking will hardly convey to

the caller thaimpere is an orgiization of people with tasks that

must be perfor d.

5. Office Tours. Several times during the operation of BOP, INC., yot;i

will be expected.to guide visitors or guests through the facility.1

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.

Procedutes:

c

a. Tour Guide Preparation. Upon receiptof.the message to ,

prepare for a tour, you should call each persoh in the facility

and question them as to what they will be doing at the time

the tour will take place. Notes should be kept of these

proceedings so that you can briefly look them over and he
familiar with what you 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 th facility can be seen; From this vantage point.

provide an overview of the office/.

4

Follovi.the overview of operations, take the group to each

at each position en proceed to explain the task that the
position in the flrity. Introduce your guests to the: person //

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,ifirst asking your guests if

there are any questions. Then indicate that they are welcome

back at any time.
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o. b. Check Writing Procedures;

4.

0

1. The Receptionist makes out all checks needed by any office worker.

2. You should be\given a memorandum listing all details needed to

.%) complete the check.

3. You are to keep :Oe check stubs current.

4. You should obtain the amount of the deposit each day from the

Cashier and enter, this figure on the check stubs.

C. Bank Reconciliation Procedures.

1. Obtain a bank reconciliation form.

2. Fill in appropriate blanks.

3. The adjusted bank balance Mint be the Itme as the adjusted check

stub balence.

D. Filing Procedures

The Receptionist is responsible for all filing.

4



BANK RECONCILIATION FOR BOP, INC.,

1. Balance on check stub '$

2.

Subtract bank

service charge$
4

3. Adjusted checkstub
balance

(Should be the same s adjusted

bank balance)

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

Th
Subtotal $'

3. Subtract' Checks outstanding (list checks issued but not yet charged

on the bank st*ment)

Number Amount

f

Total Checks Outstanding

Adjusted Bank Balance $

(Should be the same as adjusted check-stub balance)

46.
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CASHIER
4

Task Sheet, Phase II

1. Read the narrative for phase IIcarefully. Do not trite or make any marks

on the material at this point.

2. Complete a deposit slip in duplicate for the money received in connection

with the coupons you have inyour folder. Make the deposit slip out for

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. ,

3. The day's coupons must be posted &the Investor's Ledgers. The information

for filling out the top portioh of the ledger canbe obtained'from the%

coupons. See the Procedures Manual for details. If you use a posting

machine, check with your teacher for instructions on how to-operate the

machine.
ti

4. Complete the daily summary and recap sheet when you are through posting./

This sheet indicates the total which has been paid to each-investor. Infor-

mation for filling out this form is taken from the Investor's Ledger that

you post to each day. For details )-check your Procedures Manual.

5. You are in charge of the Petty Cash for the office. There is a total of

$400 foldc;ofor tho Petty Gish 'Fund. Before you.tOrn in the petty

cash at the end of the day, you should fill out the Petty Cash Reconcilia-

tion, sign it, and take the report to your Vic- President for verification

andsignature. Then place the reconciliation back in your folder

6. .

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

You may be interrupted throughout the working day to make change, pay smcl

bills, or receive small sums of cash. All petty cash transactions should

be indicated in the Petty Cash Book.

7. Complete the insufficient funds procedures for the returned chuck &dm

Lester G. Aaron. Have the Receptioniitmake out a check for the full'

amount of the bad check.

8. An insufficient funds letter must be written to Mr. Aaron informing him

of his bad check.

?VA welcome ,letter should be written to each-custdmer 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 ViCePresident in the closing

lines. The Payment Facts-Sheet should accompany the welcome letter.
%

10. The Payment Facts Shee ontains information that will be helpful to the

customer. Information for his sheet is obtained from tbe Master Customer

List, an Ailortization Schedu e and a coupon.

11. Gather your materials togeth r /n preparation for your debriefing session .

with the President.

-37-
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NARRA1IVE--CASHIER

Welcome to the Cashier'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 ia mortgage loan company. Whenever a loan s 'Issued, the monthly

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

provided with a set of coupons Which 4114ve been precoded so, all that a

customer needs to do is attich his check to the coupon, place them both

in an envelope and mail them to the mortgage loan office. BOP, INC., is

a mortgage loan business, and you as a Cashier will receive these coupons

and checks from customers through tie mails. They must be processed daily.

The next document is,a deposit slip. You are to total the checks

.

which are attachgcl. to the coupons you receive each day. Each check is to

be posted individually to the deposit slip. The ueposit slip is to be

filled out as indicated in your Procedure Manual.

An invcztor's ledger sheet is next. You are to record all

transactions for each. investor to one of these sheets. Each investor

has a separate ledger for this purpose.

The amount the investor Will receive is different from the amount

0

7..

of the payment listed on the coupon. The investor receives only the prin-

cipal, interest, and late charges which are due him. Additional money

in the payment; like insurance and tax amounts, are kept in a reserve

account by the mortgage loan c pa . You must get the amount owed to

each investor from the appropriate amortization schedule.

A mortgage loan company provides money for people like you and me

to use npurchasing a home or piece of property. The mortgage loan

-38-



company receives its money from people or lare corporations ,w mo:y

to invest, and lends it out at a slightly higher rate of interest. A

record must be kept of all money recieved so that it is returned to the

proper investor. The ledger sheets are uSed for that {purpose.

Next you see an amortization schedule. It looks like numbers un-

limited. This schedule is numbered in the upper right hand corner. The

A

basic information about the loan is recorded across the top of the page.

Let's look at payment one on Schedule 1 to see how it works. The total

payment from this oorrower is alwoop$28.61. On paint 1, you pay

$25.08 interest and $3.53 principal. This leaves a balance of $4,296.47.

P There is a line for each payment. It is interesting to note just how much-

interest is paid with each payment.

The next form is a Daily Summary and Recap. It indicates the total

d

that each investor will receive from each day's receipts. It is filled

out from the investor's ledgers after all coupons have been posted.

N*(t is $400.which represents your petty cash fund. It is important

that you can account for all petty cash money. Control of the petty cash

fund is a -eompfished by using the petty,cash"bOok, paid out voucher, pettS,

cash receipts, and petty cash reconciliation. The°petty cash is to be'

placel in some secure place at your station. It must no be placed i

purses or pockets. You will also be handed a receipt boo which to

-

be used when a customer needs a receipt. Don't forget the money when you

leave. It is to be returned to your folder. Next, you will find a petty

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

how the petty cash is being used. You should record all

transactions:

-39-
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Next, you see a check which is marked with the words "Insufficient

funds" in big letters across-the front of it. It is from Lester G.

Aaron. BOP, INC., guarantees payment to the bank for all deposits, and
.

is responsible for making this check good. Check the Procedures Manual

for steps in taking care of thil action. csYpt., will find a copy of a'

typical letter sent to tke writer, of a bad check in your Procedures

:;Manual.

Welcome letter i sk a lett.Which,is written to every new customer

::upon receipt of his first pay:lent.. We are able to determine which

:: customer is new because be payrieht number listed on the front of each

coupon is number 1. You have a first payment coupon in your file: The

,.-coupon from Mt. William E. Bird is to be answered with a welcome Lett

:::P9atterned after the one in your Procedures Manual.

The next form is a_ payment facts, sheet which accompanies the welcome

lettr-to the borrower and indicates helpful information for his future

use.: -..5Ance this form is quite detailed, refer to your ProcedUres Manual

-for specific instructions. The next sheets in your folder are BOP letter-

heads to be used ,-or your letters.

You will find a Master Customer List in your student's Manual. This .

contains valuable information for filing Ott some of your forms. Details

on hbw to use this list are recorded in your Procedures ilanual. You

should now read the Procedures Manual. When that is completed, read

through the task sheet and begin your duties.

(
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Task Phase 111

CASHIER

4

1. Reid this entire page before you start work.

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

tho beginning of your two-cay rotation and you are to turn the petty

:ash in at the end of yoar tw-Jay rotation. Durng the time you have the

petty cash, you are to follow all the procedures listed-in yotr

Procedures r3nual.

3. When you re..:eive the coupons which arrive in the mail, you must check to

make certain the amcun: o' the Check agrees with the amount on the coupon.

4. You must the, -;ake out a depos7t sTho in duplicate for the checks received.

Co not sepa;ate ti.e checks from the coupons. Take both copies of the

deposit to t.-.e park (Adriistrative,Assistant). Se sure to return the

initialed copy of the deposit siio to the Receptionist.

5. Then each co.J:or to the appropriate investors edger. This gives

each individual investor credit fo the money that has been received of

him.

6. You are to make out a.Daily Summary and Recap. You will do this by

footing your postings on each individual Investor's Ledger and entering

this Dotal on the Daily Summary and Recap.

7. Each coupon received which indicated this is a Payment No. 1 for a

particular borrower :ust be noted so a !eltome Letter can be sent to that

borrower.

8. Be sure to c:Tplete a Payment Facts.Sheet and enclose it with the Welcome

Letter.

'9. sample '..lelocTe Letter ls included in your Procedures Manual.
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Task Sheet 2, Phase III

CASHIER

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

e

2. Several bad checks (checks which were returned by the bank because the

drawer did not have sufficient funds in his account to cover the check)

have been returned to BOP, INC.

3. When BOP, INC. makes a bank deposit, a portion of the deposit goes to

each investor's account. Pow much each investor receives is determined

by tne Daily Summary and Recap amounts. Because the tracing of an

individual check tc a partcular investor's account would be very difficult.

BOP, INC.. upon receipt of .
bad check, immediately makes out a check to

the first Sincerity Bank of Idaho (this is where BOP, INC., maintains

its account) to cover tne Sad check. This keeps individual investor

accounts from being affected by bad cneck.

4. You shculd ,.ave the -)eceDtionist maKe out a check to the'First Sincerity

Bank of Idaho for th'e total of the bad checks you have received.

5. You should write a letter to each individual wh..) is responsible for a

bad check telling hi 7 he must make the check good within a few days.

6. The BOP, INC.-, check written by the. Receptionist to cover the bad check

should be attached to the insufficient funds letter or letters so the

Vice President can sign both at the sane time.
1'

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

4,
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CASHIER

Task ');:eet 1, Phase IV

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

.,

2. YCJ are to give the Receptionist a written request for a BOP check for

$400 made out to Petty Cash or petty cash fund. As soon as you receive the

the -k, you are to cash it at the "tank" (Administrati,e Assistant). During,

this time you have the petty cash, you are to follow all of the procedures '

given in the ProceCures Manual. hake certain you reconcile your petty cash

fund near the end of your third day as Cashier.

3. When you rece'ive the coupons, you must chece, to mace certain the amount

of the check agrees with tile amount oh,tke coupons.

4. vou must then make o:t a c_nosit :lip in duplicate for tRe checks receive.j.

Do not separaf2 the checks from the coupons. Take both deposit slips to the"

"bank" (Admins,rative Assistant). Be sure to return the initialed copy of

the deposit slip to the Receptionist.

5. Then post each coupon to th2 appropriate investor's ledger. This gives

each individual investc credit for the money that has been received for him.

6. You are to mace out a Daily Summary and Recap., You will do this by

posting your postings OH each individual investor's ledger and entering this

total on the Daily Summary and Recap.

7. Each coupon . eceived which indicates this is a Payment No. 1 for a

particular borro;:er t2 noted so a Welcome Letter can be sent to that

borrower. A sa'pie Welcome Letter is included in your Procedures Manual.

8. Be sure to :cmplete a Payment Facts'Sheet and enclose it with the

Welccire Letter.

If
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CASHIER

TasieSneet 2, Phase' IV

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

2. Sc-ieral baa-checks (checks which were returned by the bank because the

Creme! did not have st.fficient funds in his account to cover the check)

ray retn returned to 60 ?, INC.

,14,1n BOP, INC.-, makes a bank deposit, a portion of the deposit goes to

:oh investor's account. How much each investor receives is determined by

tLe Daily Suaro-y and Recap amounts. Because the tracing of an individual

check to a particular investor's account would be very difficult, BOP, INC.,

ur,cr. receipt of a bad check, immediately makes out a check to the Fir'st

Since city Bank of Idaho (this is where BOP, INC., maintains its account)

;e- t;-e bad 'check.

4. You shoul' write a letter to each in ual who Is responsible for a

5a--,1 check telling him he must make the check good within a few days.

5. Ye., should nave tle Receptionist make out a check to the First Sincerit:.

of fcr the total of the bad checks you have received.

6. T.12 EOP, INC., check written by the, Receptionist to cover the bad check

accompany insufficient funds letter or letters to allow the Vice

P.-es:dent to sign both the check and the letter or letters at the same time.

A insuficient fui-,ds letter is included n your Procedures Menu::

( -44-



PROCEDURES MANUAL

.40

CASHIER

A. Insufficient Funds Procedures

Occasionally a check is written by a borrower when there are not sdfficient
funds in the bank to cover it. As soon as it is processed by the bank and
marked "INSUFFICIENT FUNDS," the chdck 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 ofhe bad check. Include this check in
the next deposit. Notify the borrower, by letter that his check has been
returned.

Procedures:

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

.41

. 2. Contact the borrower by letter asking for reimbursement.

116:- Investor's Ledger
..... /

As the borrower submits his monthly payment, the proper amount must be
credited to each investor by entering the amount on the investor's ledger.

1i i

t.
li As each ledger is opened,.the name and code of the investor are placed

,
at the top of the ledger sheet. Qp the sample ledger the name of the

) investor is American Investors Insurance Company and his code 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.

e total amount paid is the sum of the princi 1 and interest. TheIhaa
ilayment total' is given at the top of the Amo ! ization Schedule. From the
Coupon, find the number of the payment and tln determine the breakdown
of the interest and principal from the Amortization Schedule,

-C. Amortization Schedule.

The purpose of the Amortiiation Schedule is to provide payment breakdown
showing principal andinteresit amounts for each payment. The balance due
on the loan is also included,/ The schedule is divided into two columns.
Illustration 3 is one page.of an Amortization Schedule covering a loan
of $21,200eat 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, orin
272 pay periods. This pertinent informat n fS.,recorded at-the top of
each schedule. BOP, INC:, will be work 9 with seven-Amortization
Schedules so be.rcertain to use the pro one.
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PROCEDURES MANUAL

./'

Procedures:

1. Sort the coupons according to investor. The investor

code is the first two digits of the petsting code.

2. Locate amortization number on borrower's coupon. The

amortization number is the last digit of the posting

code.

3. Obtain payment number from borrower's coupon.

4. Find corresporiding payment number down left-hand portion
of appropriate column on the Amortization Schedule.

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

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

7. .Continue posting until all coupons belonging to one

investor ledger.

8. When the ledger; sheet is filled, prepare a new one.,

Example: If the payment number were 32 onfllustration 3, the amount to
be credited to interest would be $108.56 and the amount credited to the

principal would be $40.67. The balance of theopan would3hen be $20,001.67.

D. . Bank Deposit Slip

The bank 11-posit.slips accompany all deposits to the bank. It is a record

of all moneys included with the deposit and is preparecrinlEuplicate. 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

name sand address of the depositor, the date, and a total of the kinds of

money included ifs the deposit. Both sides of the deposit slip are shown

in illustration i. Both deposit slips are taken to the "bank" (Adminis-

trative Assistant"). The Initialed copy is returned to the Receptionist.

E. 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 1pan. The Daily Summary and Recap shows the.
total amount of money paid and a breakdown of interest, principal, and

late charges. The-4nvestor's ledger is the source,of information forthe

daily summary and recap. Afterall 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.

-46-



PROCEDURES MANUAL

Procedures:

1. Foot the 'postings on the investor's ledger sheets.

2. Post the ed totals of each- investor's ledger sheet' to the

Daily Su ary 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.

F Petty Cash Book

The petty cash book is kept in looseleaf style. For that reason, each sheet

must be given a number which will follow the 'previous number. ABSOLUTELY ALL

PETTY CASH TRANSACTIONS MUST BL 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 current date.

2. Explain he use of the funds,

3.. Initial the explanation'.

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-4400.

Procedures:

1. Have the Receptionist make out a check for $400 payable to

° 'petty cash:

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

3. Coun the cash to see that the $400 is there. You will be

hel responsible for that amount. Any shortages will be

deducted from your paycheck. .

4. Place the box 'in a safe place in you'r desk. You are

responsible for the securitpof the cash.

5. As you collect. checks and cash throughout the day, keep all

of the money in one place.

-47-
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PROCEDURES MANUAL

6. For all petty cash transactions, an'entry must be

recorded in the petty cash book.

7. 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:

a. Make out a separate petty cash voucher for each

transaction-.

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.

8. When a borrower comes intethe office to make his pa
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 from your petty cash fund, and write a

Y% receipt for the amount of theupayment 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 in the cash box.

9. When the cash in the petty cash fund reaches a high of

approximately $600, a bank deposit slip is filled out with
the amount over $400 deposited in the bank (given to the

Administrative Assistant).

10. When the cash in,the petty cash fund reaches alow of

.approximately $200, have the Receptionist make out a check

payableto 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 replaAd in the petty cash box.

11. Before'leaving the position, you mustreconcile.the petty'
cash fund to $400.

12. At the4 end of you rotation, you should reconcjle'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 doe not equal

$400, indicate the discreptency in the over and short. Cash

overs are subtracted from the cash shorts are added to reach .

the grand total. cash-overs should be indicated by putting the
figured fn parenpleses. 'An earnest effort should be Made to

track down the cause of overs and shorts.
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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 ik
loan number from the coupon. The statement "as of" refers to the date of theYr

payment. No more than two of the-nOifour lines will be completed on any one

sheet. In the example, Mr. Bird hs'a conventional loan (as all 1110P loans) so

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

be completed is the ofiefilhich states when the next payment is due. This date

should be one month later. The'anount 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 one coupons

from the incoming coupons.

2, *Write a welcome letter using the illustratioh as an example.

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

letter.

-49-
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BOP, INC.

Career Avenue_
Going Places, ~ID 83221

t

DAILY SUMMARY APED RECAP:
Date September 23

.

Investor Investor,

Code Paid

Total Interest

.

Principal

-%

Late
Charges

1. Aetna Insurance Co.
h

c .

%

2. Allstate Insurance Co. .

3. American InsuranCe Co,. $177.84 $119.12 $58.72

4. American Investors
Insurante Co.

126.41 97.85 .. 28.56

5. American Western Life
Insurance Co.

6. Anchor National Life
Insurance

7. Bankers Life &
Casualty Insurance

*
,

.

S. Beehive Insurance Co.
0

"A.
.

9; California Western

Life Insurance

10. Continental Life .-

Insurance Co:

, .

11. Farmers Insurance

GrOup

.

12: Mos 4 etts Mutual

Lif- Insua.nce 1

J

,

.

t TOTAL - ---

,-- .

,
.

$304.25

-50-

$216.97

.

87.28

.
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Career Avenue
::.Dinf; Pia , ,TdaLo

411

DATL

Sept. 23

Sept. 23

1_,

25.08

72.77
r.7

3.53

25.03

CIPAL TOtAL VINT PAID
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Date

BOP, INC.
CAREER AVENUE
GOING PLACES, IDAHO

,4

Name
Adress°

City, State, Zip Code

Salutation:

You are hereby notified that your check for $(amourt) drawn to our order
on the (Name and Address) has been returned I* the bank because of insuf-'
ficien't funds.

We ask that you make this check good within ten days fiat date of thii
letter. In the event that you fail to do so, we shall pmceed to protect:
our,interests by other methods.

t

Complimentary close,

1

O

I 0

Name

Vice President

reference initials

\
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Saitch/14 Mad .7:)4clion kr n /
RAT. % \
850 149.23 .2'3400.00

PV>pat61Iby C0Mpt;',0

TERM. YEARS MatiTHS
22

ILLUSTRATION 3

PERI9D5 ORDER NO.
272 229

rirk-rM:;1*1 PAV,V.:N7. Oy
NUM3Z2 I INTEMtT Ph,NCiTA.t.

! t LANCE

O. ON
PAYMENT

NUMBER

I PAYMENT oN
INTEREST PRINCIPAL

BALANCE

OF LOAN

1 114.63 34.4C 21165.60 61 101.67 47 52 1E7714.47
2 114..1,5 ,3451? 211.:1 02 62 101.41 47.22 12212.25
3 114.4e. x34.77 21096..25 63 101.15 48.08 16225.27
4 114.27 34.')6 211)61.79 64 109..89 48.24 1257722
S 114.02 35.15 210-..'61 14 65 100 .63 48.60 12526.63

113./19 35.34 .1'0998.80 66 100.36 40.27 12479.72
7 113.70

1.1.3.51
9 / 113.31

10 113.12
11 112.52

31). 53
35. "'1
35. 9?
36.11

2 1345`.1. 27
29919
2083'63
20047.52

".11.21

67
68
69
70
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1u010
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99.56
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49.12
49.40
49.07
49.92
50.20

124:C4' 3
12311.23
32223.52
18211E2
1223142

12 112.73 36..50 20774.71 72 98.75 50.48 18 IEC.9.5.

13 112.53 36..70 21,7 if. 01 73 98.48 50.75 1.7.02C
29,t1.11 74 98.21 51.02 16C?SIE

15 112.13 37.10 24 .4 1 75 f 97.93 51.30 16C1761
1d, 111.053 31.30 7'15;6 71 76 97.65 21.52 17S723C

111.73 37.50 V. 21 77 97.37 51.86 1.7924.44
12. 111..5-2
IS , 111.32

37.71 .

37.91
2 11 >I 50
aut313.59

78
79

97.09
96.81

° 52.14
52,42

17E72 .3Cinisee
20 111.12 132.11 21301,:.;48 80 96.52 52.71 177(7.17
21,H xle.s1 2.32 204..1.16 81 96.24 52.99 1771418
2'2 110.70 0'4,53 ' 20.1'72. 63 1.32 95.95 53.28 17156CSC

74 207:C HS) 83 95.66 53.57 4 17607.22..1.10.49
24 is.3.22 3e. 95 ?6.94 04 95.37 53.86 . 17552.47
135. i1C..07 3L.16 241.78 85 95'08 54.15 174i9.32
22: tl i01.22 20.42.41 86 94.79 54.44 17444.66
27 .;109.25

10S43
3g.56 2 ../. 83

2 :163.03
87
88

94.49
,94.20

54.74
55.03

17390.14
17235.11

291 '109.22 4Lc1\ 2 .12i O.? 89 '93.90 55.32 1727S76
20 CS.0:: 40.23 90 93.40 55.22 17224.1!

;;`.112.nE 51134 .:i4 9 1 ' 93.30 55.92 3.7 16 e 2 2

:?2 20(41.'7 92 92.99 56.24 17211.96
23 111:.:14 \4...cc ". 1 90.....61 93 92.69 56.54 1705!44
14 1 v6.12 hi..1 1.44, 67 94 92.38 56.85 IESSE55S
tia 1 .:76 /: 4\:3 S 1.7 '.34 95 12.08 57.15 1E941.44

7

.37 C.74!
41 4s
41.

3, 7.1
1 .71') v.)

96.
97

91.77
9.1.45

57.46
57.78

1666296
126262C

C7.;:!?
39 1074,CC 4,2.73

1.1 a7ti R9
29/10.76

98
99

91.14 524.09
58.40

1E768..11
1E709..71

AC 42.46 19,410 30 100
.90.133
90.51 58.72 16 (SC SS

41 4:e` 1'16? ..61 201 90.19 5.9.04 12511..5!
A? 1 (...\12' 19, 769 102 419.87 59.2E, 125'32.59
42 t(t.V( ,S1.1. 6 19519.53 103 4-19 .55 59.62 12472S1
44 1C' ..e

c,:, c,
.4*4. 1:

3.6
1949(..14
1'14 >2.51

104
105

149 .23
68.90

60.06
60.22

1(412.61
12.252.5.2

46 IC' .,.1.7 4 1.2 1940,1.65 106 88 .58 60.25 11211.92
47 44LC 19304S5 107 rtr3 80.92 (2.1c se.

44.34 11.310.21 108 147.9? 61.31 If 1/.1.24
49 1 C4.61 44.522 19.'75 61 109 87 .09 , 61.64 1211E.CC
!C 1C4.Qtt 14 19730./11 110 87.25 1.92 12 C4E. C2
5.1 104 ; 4. 06 191 Sf 75 111 1.6.92 62431 159E2.71
.52

1C:s'.E .

'35:31 1''140. 44
190'44 09

112
113 't

86.'111 62.65
6299

15.621.06
15(58.07

54 1 C.1.43. 145.'410 1 904 9.09 114 * 90 23..33 .15764.74
55 1 C3.12 19001.04 115 ,10,15 :-11: 03 .be 17 1.01

.46.3C 1 bre.16 74 116 - .J.71 84.02 4,',.1.5.(6704
57 1(2.68 ) 1Pie.10 19- 117 1,4.110 64.27 VI q. e7
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Ale C')

11iPt1 S. 49
18P16. 34
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84.51
:14.16
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65.07
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t75, 1DIC.
CAREERv AVENUE
GOING 'PLACES, IDAHO

PETTY CASH BOOK,

PAGE 1

DATE EXPLANATION e RECEIVED PAID

!Iov. 2r2 Typewriter ribbons S10.00

21 Check for Mort. Pay. from Lester Gam. Aarotr , S200.00 34.00
oayement is $15640
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PETTY CASH RECONCILIATION

Cash $312.50

Checks 450.00

4 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 /s1 Jane Doe
Cashier

/s/ John Johnson
Vice President
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RECEIPTS

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
* *

7/21 19

* *

* RECEIVED 06 Lester Aaron *

* *

* One hundred sixtysfx and po/100
N DOLLARS *

. * *
6

* tiortF,e.ge Payment *
.-

* *

* $ 166.60 J
*.* *

* * * * * * * irg * * * * * * * * * * * * * * * * 05 * * * * * * * *

* * * * * * * * * * * * * * * * * *
*

* -

*

* RECEIVED 06 Reese Allsop
* ,, 4

* pro-hundred twellieeriod no/100
* .i. t

* .'Mortgage Payment
A

*

* $ 212.00 I

* . 77
* * * * * e * * * * * * * * * * * *

* * * * * * * * * * * * * * *
*

7/21 19
*

*

*

*

DOLLARS *
*

*

*

ei *
-

*

* * * * * * * * * * * * * * *



Date

r
i L.4 0

CAREER bVENUE
GOING PLACES, IDAHO

Mr. WilliamWilliam E. gird
926 Eclipse !lay

Arco, ID 33213

Dear i r. Bird:

Welcome to ECP . .

Ow-

and thank you sincerely for the confidence you, ha6e shwn in this-)corporation
,

by permitting,us to cooperate in the financing of,your property.

.
For your convenience, we have sumr)ari-ieJ pertinent to your loan on the "Facts
Sheiht." Please refer to this numfer when writing :IS ahout any matter as this
'11 assist us in nivinc prompt attention to your correspoidenu,.

We ave given you a racket containing monthly. remittance notices For twelve
mo hs. Each payment must be accorpaniec4 by a remittance notice. .DO COT SEND
THE ENTIRE BOOK. Paynents should reach,this office on or before the FIRST
day of each month. Late payments are subject to a late charge-and couldimpair
your credit rating. -

,

Each year a supply of remittance notices and envelopes will be forwarded for your
use. We will also provide you with an annual statement immediately after the
first of each year showirl information that will be helpful in,preparing your
income tax return. 'tour reserves for taxes and fire insurance premiums are only
estimated. If we have an excess it will be held as a credit to year -account,

subject to your order, and if we do not have sufficient funds to take care
these items, we will notify you. Please inform us if 6 change should be made .

in your insurance or if you report a claim under the policy. Also, do let us
kilow promtly of any change in your address of sale of the property on the form
enclosed in your packet.

We look forWard to the opportunity of doing business with you and .hope You will
call on us -- any 4

Very truly yours, '

/

Name

Vice President

LGF1: lm

Enclosures

a
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PAYMENT FACTS

NEW OWNERS: William E. Bird

YOUR LOAN NUMBER: 04-007

pIGINAL OWNER:

As of
October 1, 1974

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

$

$ 21,29.47

and/or a balance on your VA'loan oft?

and/or'a 'balance, on Conventional loan of

and/or a balance on your Installment Note of

Accumulated ceedit representing trust funds, presently totals

The next_ payment on'your account is due

in the amount of

November 1,.1974

$ 42.00

This monthly payment is allocated as follows:

Principal and Interest - 'FHA
Principal and Interest - VA
Principal and Interest - Conventional

Special Assessment
FHA Mortgage Insurance
Deposit for Taxes 10.72

Deposit for Fire VHazard Insurance 2.67

Other

28.61

,fr

Monthly Side-Agreement. (Installment Loans),

4 Zo
-61-

TOTAL $42.00

6a0
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POSTING AND TAX CLERK

Task Sheet, Phase II

s 1. Thumb through as you read the nrrative..

2. Check the coupons. Notice payment number, loan number, posting codes,

and payment amount.

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

using the Master Customer List. Place the name of the borrower and

his mailing address in the'proper place. The first two digits ofthe

loan number indicate the investor. The next-three digits indicate the

borrower's number. 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 providedit not

the first payment date. You can project ahead to find the maturity date

according to the Amortization' Schedule.

4. Post to eacb borrower's ledger using information from the coupon, the -

Amortization Schedule to get the correct amount of interest and the

,correttaamount of the principal. Make certain that the payment number

on the coupon corresponds with-the number you are using on the

Amortization Schedule.

5. Using the Loan Card and the List crf County Assessors ig your folder, you
should type d tax request letter to the Bonneville County Assessor

r sting the tax amount for John Briggs.

v,
6. Gat your materials together in preparation foraour debriefing session

with the teacher.

I

,
3

-



NARRATIVE -- POSTING AND TAX CLERK

,Todayydu are the Posting and Tax Clerk. The first documents you see,

in this folder are four coupons. If you have been through the Cashier's

position you have already seen these coupons'. You see that these coupons

have the name of the borrdwer-near the bottom on the left. The first one

is MAP Clifton Abbott who makes a payment of $42 each month. On normal

office circumstances you will receive this coupon from the Cashier after.

it has been processed. It is. major document within BOP, INC., and one

with which yoi,4 will becqme very familiar.

The next documents are the borrower's ledgers_ There is.one to match

each of,the four coupons. Each borrower has one ledger: The ledger is

initiated when the borrower opens a loan. All transactions made by the

borrower are recorded to,this ledger.

The next documents are amortization schedules. You will notice that

you have several schedules. In the upper right hand corner you will find

handAsgtten numbers one, two, three, etc. Thesejndicate separate schedules.

An amortization schedule is:merely a long prepared list of payments showing,

along with the new,balance of that loan. Onschedule one, for instance, look

down the left-hand column and find payment 10. The total amount of the

payment is $28.61 as recorded at the top of the schedule. Of that $28.61,

24.89 goes for interest, $3.72 goes to the principal which leaves an unpaid
am.

balance on the mortgage loan of $4,263.79.

kn yourgonual you will find a Master Customer List upon which is

recorded much,pertinent information necessary for the completion of your
#

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

sheet and complete the remainder of the problems.

\

=52-



POSTING AND TAX CLERK

Task Sheen,` Phase III

1. Read this enttre page before you start to work:

2. BOP, INC. has an agreement with ach'investar that we wi..1.1 pay the

taxes on all mortgaged propert . 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 b8tk 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. More money must be requested if the.

borrower has not paid an amount sufficient to cover the tax

assessment. la

3. You should type a letter requesting the tax assessment for each
borrower listed on the attached sheet.

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.

5.6.A' sample 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)° forieach letter, yoi must go

to your Loan Card File which is filed first by county ant.then
alphabetically by name within that county, The original of the Loan

Card should be enclosed with the letter and the duplicate should be

left in the Loan Card File.

7: You are to post each Coupon you receive to thropeBorrower'se7p

Ledger.

1

A

47'
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PROCEDURES ANUAL

POSTING MD TAX CLERK 0

A. Borrowers' Ledger

Procedure for filling out borrower's ledgers. A borrower's ledger musebe'

filled out for each borrower. When a ledger is full, prepare a new one.

Fill in the,complete name and address. Insert the borrower's investor

code. The first two digits of the po.$ting code are the'nurters of ,,the

inventor code. For Mr. Clifton A. Abbott,-the investor huller is 03. The

fast digit of the code is the amortization schedule posting code numbK, :
The name of the investor can be obtained from the listof 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:

B. Tax Notices

All BOP, INC,, borrowers pay their taxes on a monthly basis, whith is

included with their mortgage payment. When this occurs, which is included 440*

with their mortgage payment. When 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

/7

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

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

a loan card'on the back of which the county assessor returns the loan card

to the mortgage company for-processing.

The tax assessment should be checked against the tax reserve amount for

each borrower. The yeaely tax reserve can be found by multiplying the

amount of the monthly tax payment (found on the borrower's ledger) by 12.

If the tax reserve is sufficient to cover the amount ofthe 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 submitted to. each assessor to cover alT taxes for all borrowers

in that county,

the.tax reserve is insufficient to cow the tax amou .or a parti-:

cular 6trOowerirequest for additional tax reserve.fu ds letter shouldk
be. typeck ,



+

Be certain, the roan card§-zre, refild, correctly by county.

C. .Loan cards .

The.loan card ishhe working ocument'used in the servicing of the tax ,

procedures for each -borrower' loan. The 'card shows the loan- number, the
name of the borrower, the amount of the loan, the investor, the address of
the borrower; intdest and the legal description of e prewrtyfon.which
_theloan is based:4 The reverse side of the loan car is used for recording
tax informati ori.

'The loan card is filed first by county and then a habetically by borrower's
name within that county. -The Aiame Qf the county is recorded on the `4--

borrower's ]edger. Illustratitn 9 j-s a list af the cities' and counties
for all BOP customers.

t.
t.

0
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POSTING AND TAX CLERK=

Task Sheet #14Phase IV
, ,

1. Read this entire page ,before you start t? work:

2. Each county .asses-sor has written the tax 'Assessment '(the taxes due)

on the back of each Loan Card and returrte'd it to BOP, INC.

3. You` should' check the tax assessment against the tax reserve amount

for each borrower. The yearly fax reserve can be found'by multiplying

the amount of the monthly' fax payment (found on the borrower's

ledger) 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 NN

to, each cottity assessor to cover all the-bormoders-in that county.

5. 'You should type letter of transmittal to transmit the to-the

appropriate county assessor. The deck should accompanYAhe lettO
of transmittal whec.it goes to the Vice President for signatut,

a
'\ .

A,sample letter of transmittal and the names and addresses of eaCi

county assessor arelTcluded in your procedure.manual.

4.: If the tax reserve is isnsufficient to comet the tax amount ter a,
---''''-pArticular borrower, you-should type a letter to that borrOWer and,

, ,.- as-k- fcradditianal fOdS. A sample request for additional ta:X,,,, ,. .
_,.

..-

_- .-

--,--,-
.:.,- reserve funds your procedure.manual. ,

J. Be certain ---thetiian-GAds '`arerefiled whin you are finished

working with them.

''-z
,

.7:10,, a

-

.
' a

a "i

Eli
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SAMPLE TAX REQUEST LETTER

0
11111=111111=111391511=r5V'AM017101127. AVERIEZWir=1:Mte.211 CRE17193111=11171

CAREER AVENUE
GOING PLACES, .ID)110

Name

Position and County
Address
City, State Zip

Salutation:

Re:. Request for Tax Notice(s)

We are enclosing (insert the quantity 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)
as soon 4s possible.

.
Your. assistance is appreciated.

Complimentary close,

Name\c
Vice resident

reference initials
Enclosure(s)

A

*



t.

t.

1.- 3D

AS: zri!e -)orroy,,r

SAMPLE LOAN CARD

f, noun t- 111 ("irs0 Inv. Ito.

rd.nen, c-i- Investor
''(")

o' e *."ntizrity Date

4

-( :Is of .1c.-e "- On ;:on

Interest Rate 6c

a

Lot ' ire
!,(1.1.L!, ion, I-)

Nti

p

9

1e -:1 )cocript

tzt



COUNTIES

ADA

ADAMS

BANNOCK

BEAR,LAKE

BINGHAM

BLAINE

BONNEVILLE

BUTTE

CARIBOU

CASSIA

'CUSTER

ELMORE
0

FREMONi

IDAHO.

JEFFERSON

MADISON

MINIDOKA

-PAYETTE

POWER

SHOSHONE

TWIN FALLS

COUNTIES THAT WERE USED IN BOP, INC.

ASSESSOR

VIRGIL T. KING

K. C. -BRONSON

K. C. BROWN

DON K. JENSEN

DARRELL K. WILSON

DEtMAR NICHOLSON

AARON).. ROBINSON

HAROL6 ANDERSON

JOHN BROWER

CALVIN G. HEINER

JAMES M.°STARK

RONALD ROSS

FLOYD LAW

CI H. HOEKER

VERL C. CRIPTAL

BEN SUMMERS
.

CLAUDE E. BOWMAN.

NORTON B. RANDOLPH

FENTON NELSON

KENNETH 'LEWIS

IFFORD THOMPSON

51,3

a

ADDRESS,

COURT HOUSE, BOISE, ID 83702

0 Si

St

tt

It

it

II

It

It

ti It

it.

It

It

Ps

COUNCIL; ID 83612.'

83203

PARIS, ID 83261

BLACKF001; ID 83221

HAILEY, ID 83333

0DAHO FALLS, ID 83401

ARCO, ID 83213

GRACE, ID 83241.

BURLEY, ID ,83,318

MOUNTAIN HONE, ID 83

CHALLIS, ID 83226 .

ST.9WTHONY, ID P::""--

GRANGEVILLE, ID 83520

RIGBY,ID- 83356

REXBURG, ID 83440

8356
,- 12-

PAYETTE , ID 83661 .

'AMERICAN FALLS, ID.
83211

WALLACE, ID. 83873

TWIN FALLS, ID 83301

t

4
1:

s.



SAMPLE i-IETTE, OF Tr:-AHS:IITTia.

ss

CAREER. a AVENUE
GOING PLACES, IDAHO

Date

liame

Position and County
Address
City, State Zip

Saluation:

Enclosed is our check in the ar,ount of (indicate total of

all checks you are /enclosinc) for payment of taxes for the following.

person (people) and property (properties). Please credit his (their)

account(s)'for that ardourit.

i:ame,of.Taxpayer

Loan :;o.

Legal Description cf Property
Amount ofijaxas Pai

(List all taxpayers for om you are payino taxes)

. Complimentary -close,

:,ame

Vie President

reference initials'e
Enclosure(s)

ts,

91





4

INSURANCE CLERK

Task Sheet, Phase II
.

1. As yoU thumb through the folder, readthe Narrative. Do not write

on sample forms-or instruction'iheets..

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 loan).

3. For each policy that has an error, fithout'a policy Correction

Form. You are to indicate all errors. Write the name of the tnsured

as it appears on the policy, 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

tht 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 CustoMer

List the amounts td,be filled in on each blank .fEr principal, interest, etc.

Make sure the total- payment in the letter agrees with the Master Customer

LiSt. , 1-r

5. A tickler care.should be completed for. each correct policy you

rec'eiv'e. This card s filed by expiration .date, and "tickles" (or reminds)

when the policy it,refers to is about toexpire. This saves you from

goin hrough the complete file of insurance policies to find the ones

whi are expiring. You should put the completed tickler card in your

fol er.
.,

6. Wheheler you receive a ,policy cancellation notice, You must write a

policy cancellation letter similar te'the one in your pro dures

manual. You should consult the numeric rotary file toj nd the name of

tie customer who has the poliCy indicated on the cancellation-notice.

4 14
4

.11444.0011111

.
Gather your materials together in preparation for your debriefing.

session with the president.

d

I



44"

2
INSU CE CLERK

6.

Task Sheet, Phase II, No.2

4

..

1. All insurance iplictell rece ved by BOP, INC.,,must berpfikei-TeCto

determine if the right customer property, and mortgage amount is

covered by the.insurance. \

2. By using ypur Master Customer L st..you can determind whether or not

each policy is Correct.
'

3. You should fill but an,:insurance lity'Corr ction Form on each

incorrect policy..

4. You should write'a Policy Approval Le ter to each borrower with a

correct policy telling him hi4 insurance s been apprOved. A

sample, olicy Approval Letter is given in r procedures Manual.

5. You should fill out a Tickler Card on ear correct insurance

policy.

1

0

4



NARRATIVE - INSURANCeCLERX

1
Welcome to the insurance clerk position, a very vit 1 link in-the complete

operation of'BOP, INC. Thumb through the forms as you reap this narrative.

Your purpose as an insurance clerk is to s'ee that all loans a e adequately

inured. You are a person we must rely upon to7accomplish this.

In your folder you will find three fire insurance policies. These

policies contain all of the essential information necessary for a policy:

A real policy"is much more complete and official loboking,obut because of

the difficulty of reproducing an actual rovidethe important

information only. Later ybu must check all of'the_informatiOn againSt the
6

master customer list to see that all inforTation is correct.

The next form is an Insurance Poriv-Correction forM provided,,to make

corrections in the event there is an error on the 'policy. This must be

fille'd out and sent to the,Instrig3nCe comPany.when an.error is found on the
"

dpolicy. You mustT4ndicate on this form what is tot corrected.

The next form i a policy 1pprovai letter which indicateS that insurance

has, been approved. When' Stop find thatthe insurance policy is correct in

every detail, you are to type a policy approval letter to the customer

indicating that this insurance has been obtained by BOP, INC., for the

customer's- mortgage. You are to get from the master customer list the athounts'

to be filled in on each blank for principal, interest, insurance.premium,

deposit taxes and depoSit'fbr*fire and hazard insurance. One thing_yoU

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 an be paid when they come.

The next form is a policy cancellation notice letter. Whin you receive
9.

a policy cancellation notice letter (an example is giVeh in your Procedures'

Manual), you must write tothat customer and tell him that his insurance

-61-
policy must be renewed.
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The ne form, a tickler,card, tkas many uses. It is filed accordA to

the insurance expiration date, in I?e upper right hand corner. It is also
g

used for checking tht,accuracy of the policy cancellAion letter..

o
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e.

PROCEDURES MANUAL

r

INSURANCE CLLII1K

A. Policies'

,1

;

I

Since all mortgages must be covered by adequate i-nsuran e, there is an
insurance policy for each mortgage han4Thed by BOP, INC. You must check all

--policies for accuracy in three .Major areas:

1. The- name and address of the. insured ...).

2. The legal description of the property . .....,- -----

3. The amount of coverage.
i

The.

\ . _

Master Customer list will 'provide all of the infonration needed for
.

P .

checking' policies . a --e ... .
B. Insurance Policy Correction Form ,.

$
I ,

4 ' .

,.
-Any errors-foul-Kr-on insurance pe-l-icies must be corrected by using the

_

I nsu rarice_-?o cy -Correcti do Letter.
PPP -1 r-

, -, ...-- 1 , Pfroce.dtkres: ."', .

--i,: ,- .- -.., ..

.,',4.-;; , -.-1 e. Tyyfe.ithe current-date. .4
.- ; '

r.;-.... ....4 ....--,-'" .2 Typen-the name and address of-the Insurpice. Company.

'- _, ,,' --, +. 1 ',..7 -1-:.. .Type; thp name-of the pOT1 Cy.' h,o1.4er as it appears on insurance
,

",-... ' I ',0:'- -at "poi i Chi-1. .- . -, , I -- ., .. 4,--
. .

AP

..: . .

. !. ,;-4 . ;'.., '` A- --'79pe the-number,of the p'oliclfasit.appear4'; on the insurance policy,
,,,. ---.' -.' k,".5:, Fill in or:114-4he-poitions,neectip§ correctioCin, the bottom section:

: :-. $.,'...,4. .... ,, . - , . - ----
,-. 1. ( i . -

:",+ ... c..- 'Po It631' App-noval_ Letter . i ,
I

If y6u4 the- policy cbrroct,. you shouldp. cy a ppr_ova-1-1 etter
, the-Items._of iSrincipal , interest, --th-surap,ce,---abet -taxes- can-1,e obtained f_ rO-M-7

the-Master Customer
.

. 44 A.
'D.- ,P,0-1.-i cy -Renewal_S-

-.- ,

pii--recgipt___of-4,_poric enewal list, -you should check-the amount of the
--. r, ,,,o-',- ----renewal .against- t i urancc reserve; of-each bolt-Tower. The yearly

instrranc-e- reserve, cart, be, -found tly-Mtritiltlittrig t*,ajnotmtt:of the monthly
_,- 2-nsurance payment lf-ognd Other-it,:yciri,',11,0tek-,atNter: Litt or on the ',.r '. c:

,-----.--- :.-----1--- borrower!--s-TedgOr) V-Ir --41-f ;the4`iPs'..trk.ancie ',es§ erv0 ----.1-§" stiffi ei en t PI. , '' ;'''' '.

...--- -- coyer the amount. of -the .iittirtance-;,'Aiu' 'ihou3d tylre44tv insui<inCe 1-0ter of-'.

- ----- transmit l, and, write a 'r!remo- `to . the -Recepkibni,st as-king for a, check fog, the

_-:---<--. amoun of the insUraite re*al,iriaffe payable `;to .1.)e" inpurance- company
. .

-- The ,address of the-insurahe ComPrt.V can he. creterffit* 1:1y:consulting -the ;

-...-----

Litt_ of insurance companies,. If-the_ insurafie'`re-s-erye is 7' 1 nsuffj ci en,t
..

,---
- , to cover the-.,1114.frOCe amount. fora parlkttlar/t6e-rower, .you,should"type"

., _

a request for ad iti-olit.-funclp 'itter to thebori-oyeasking..for.- ,.,,.
- .

additional funds, - - !.../.,...7-! .. --, , --E---.,'-
, . ..,1.... .. . . ..-- ,fr. ), ',!.---4, r., ,/ -...-- --- '...":''''.
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A 'E., .Card -t 8:

, .

,,

. A tickle-r -,cai'd iS made up for each newly received or renewed correct policy.

The cardis fi 1.1d by pb-li cy, expfratin date. The tickler card file enables

the insurance. dlerk to identify. the policies which will expire
during each

month. 4
_

. 4.,.

. - -- , -
1

f.. . Point- Cancel lation Notice and Policy Cancellation Letter

. : ., ' -

.. ' The".01 i cy Cancel latioi?- notice is
letter from ,the insurance company

indicating} er TY6114jc which Lill be cancel led if payment i s not received.

within .a grace peripd.

upon receipt of IRdpolicy cancellation notice.,

against the tickler .3"rd._-If tke ti ckl er° card

On the cancellation notice,' you must then type

'letter to the borrower....

yotAlpst chick the notice
date agrees 'with the date

a policy cancellation

.
L.If the cJckle,card dati does not agree with the cancel lation

date.; the, insurancLe coinpany: to -verify the date.
.
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(1, INSURANCE- TiERK

a."

.1 -, .
, - ,,

Task Sheet,.Phase III, No. 1 .

"4>

1. -Read this entire page before you staRI to work.

2. Yousare to 'type a mem6randum to,your ViCe President concerning the

insurance, policies that areldue to expire next month and the month ,

f011owing. The subject of his mcmorhildia is "Insurance Policy

Expiration List." Using your tickler pile, you si6ould list the

policy number, name 'of the insured, and the date of expiration of

each po.licy.
.

3. All insurance policies received by BJP, INC., mustbe processed

to determine if the right customer, property, and mortgage amount

is covered by the insurance.

- 4. By using your Master Customer List, You can determine whether

ornot each-policy is correct.

5. NU should fill out Insurance Policy Correction Forms:on each

incorrect policy.

6. You should write a Policy. Approval Letter to each borrower with a

correct poitty telling.hi 'his insurance has been approved. A

samt(le Policy Approval Letter is given in your procedures manual.

7. You should fill out a,Tick er Card on each correct insurance policy.

.
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E, INSURANCE CLERK

Task Sheet 'Pease III, Mo.

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

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

borrowers for whom you are eb renew insurance policies.

3. You should check the cost of renewal against the insurance reserve

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. If the insucance'reserve is sufficient to cover the amount of the

premium, you should have the Receptionist write a check to the

.
appropriate insurance company. Only one check covering the insurance

for all., borrowers wn0se 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 fnsUranee company. The check should be

attached to the Insurance Tetter of transMittal when it.goes to the

Vice ?resident for approval.4 A samee letter of transmittal and names

mnI:cildresses of eactOnSurince company are included in your procedures

/
6. 'If the insurance reserve is insufficient to cover the insurance

4 amount for a particular borrower, you should type. a request for ,

additional insurance reserve furids letter to that borrower asking'.

for additional fund. 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 Ticicoler Card in your "out" basket.

-66-
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INSURANCE CLERK.

Task.Sheet, Phase III, No. 3

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

2. BOP, INC:, has an obligation to its investors to keep all mortgaged

property adequately insured.

V
3. Sometimes'a borrower does not respond to .a request for additional

insurance funds as rapidly as BOP, INC., would like. When this happens,

BOP usually receives a Policy Cancellation Notice from the insurance

company indicating a policy is about td /expire because of nonpayment

of premium.

4. A Policy Cancellation Letter Mbs't 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 Cancellation Letter to each borrower
identified by a Policy Cancellation Notice.

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

r67-
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INSURANCE,, CLERK

Task Sheet, Phase IV, No..1

1. Read this entire page before yogi start to, work.

2. You are to type 'a.memorandum to your Vice President concerning,' the

insurance poll cies, that are due to expire' next month and the

month following. The subject of the memorandum is "Insurance Policy'
Expiration List.". Usin.g your tickler file, you should list the.

policy number, name of the insured, and the date of expiration of

each policy. ,/

3. All insurance policies received. b BOP, INC., must be processed

to determine .if the right custcmer, property, and mortgage amount"

is covered by the insurance. t

4. By using.your Master Customer [fist, you can determine whether

these three things are correct on each policy.

( 5'. You should fill out an Insuanc Policy Correction Form on 'each 4'

incorrect policy.

6. You should write a Policy Approval Letter to each borrower with

a correct policy telling him his insurance has been approved.,

A sample Policy Approval Letter is given ..in your procedures manual.

7. You should'ill out a Tickler Card on each correct insurance

ta

;

-4.
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tt INSURANCE CLERK

Task Sheet, Phase IV, No. 2

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

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

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

3. You should check the 'cost of renewal against the , insurance reserve

amountfor each borrower. The yearly insurance reserve can be found ,40

by multiplying the amount of the monthly insurance payment (found
either in yout' Master CuttoMer List or on the Borrower's Ledger) by .12.

4A If, the insurance reserve is sufficient to cover the amount of the
premium, you should have the Receptionist writea check to the
appropriate insurance company. Only, ono checktovering the insurance for
all borrowers whose premiums are due needs to be sent to each company.

/
4-

\ 5: You should typd an'insurance letter of transmittal,to transmit the'
check to the appropriate insurance company. The checkstiould-be attached
tothe insurance-letter of transmittal when it goes to the,Vice President
for approval. A sample letter oftransmittal and the names, nd addresses
of each insurance' company are included in your procedures manual.

4

6. If the insurance reserve is insufficientp,cover the insurance amounP
"orea particular borrower, youshoOld type a request for additional
insurance reserve funds letter to that borrower asking for additional
fupds. A sample letter is included fn your protedures manual.

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

4

.1

1,
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INSURANCE CLERK

4

Task Sheet, Phase IV, No. 3
C7

1. Read this entire page before you start to; ork.

2. BOP, INC., has'an obligation to its investors to keep all mortgage0

property adequately insured.

3. Sometimes a borrower does not respond to a reBest for additional,

insurance fundsas,rapidly as BOP, INC. woulLlike. When this happeni,

BOP usually neC*es a Policy Cancellation Nice from the insurance

company indicating the policy is bout to expire because, of nonpayment

'of premium.

4. A Policy Cancellation [litter must then be sent to the borrower

indicating that action will taken if *he 'does not send the additional

.amount necessary to pay the4premium. A sample Poli60 Cancellation Letter

is given in your procedures manual.

5. You are to send a Poi-a/ Cancellation Letter to each borrower

identified by a Policy Cancellation Notice.

6. The loan number and Policy.jumber are identical.

r
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ILLUSTRATION 1

SAMPLE CORRECT FIRE INSURANCE POLICY

POLICY 40. 09-040

INSUREE California Western Life Insurance

INSURED Lester G. Aaron

ADDRESS

LEGAL .DESCRIPTION Lot 31, Block 20,, Sunset Heights Addition #4 1

Blackfoot, ID 83221

AMOUNT OF-COVERAGE (Can Amount) $18,000

EFFECTIVE DATES OF POLICY January 1. 19--, to January 1, 19-2

COST OF COVERAGE $108

d.

"SAMPLE MORRECT FIRE INSURANCE

POLICY 140. 05-061 I
4 a

INSUREE Western Insurance, 942 East Eleventh South, Washington,'D.C. 22097

INSURED Robert H. Abel

ADDRESS

LEGAL,DESCRIPTIM Lot.13, Block 22, Highland Rod'Addition #3;

Pocatello, ID 83201

AMOUNT OF COVERAGE (Loan Amount)

EFFECTIVEDATES OF POLICY March 1, 19--, to January 1,"19--

COST OF COVERAGE $134.40

(-)
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Date

3"

BOP, INC. .(, c

Career- Ave'nue '

Going Places, Idaho 33221

c
'i, _, .

Gentlemen:'

Subject: Insurance Polity Number
11'

Subject policy will be canceled on if

renewal premium is not received,

Present coverage is effective until end of thirty-days grace
period.

Sincerely,

Premium Clerk

c

0
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'.\ POLICYAPPROVAL LETTER

BQP, INC.
CAREER AVENUE
GOING- PLACES, IDAHO.

I5ecember 16, 1974 .

Pc Blaine Abraham,
2910 Cascade Way
Declo, ID 83323

Dear Mr. Ab,raharn

It is with'a great deal of pl aspre'toxivise }rout at your
application for Mortagage'in urance has been apprbv&d. Enclosed

is a copy of your policy which you now us.

I

Below is listed ii-)e'composition of your payment including the

preminim for this protectifon:

Principal and Interest 11119.76

Interest Rate 7.%
Deposit on Taxes 32.74

Depsoit on Insurance 9.00

Total Monthly Payment 2 $166.00

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
inFaarance.If you have zany 'questions, concerning this, matter,

please doic)t'hesitate to contact u at your convenience:

Enclosed is a new sit of coupons. -In order to avoid the posra-
blity'of confu'sion, 14e ask that yop destroy any others in your

possession.

Cprdially yours,

Brian Jimenez'
Vice, President

BJ: me

Enclosure
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5VPLE LETTUI, FOP I7,TiCE TRANSMITTAL
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C A El Ei..PA ATE; r,1

4 6-0 I G CI 5, 1 A c1 '0,

Date 0*

ft°

i;ame.

Address
City, State lip

10

I.

4t
s

SalutatiC: 1,

,

.

Enclosed is rur chrTt, ifs tll'arrunt of $(irijicate total of all checks-r,

you arl? erc1i,,--in,) fir piv.:1(nt of ins"urarce prerium(s) for the,following

virson(s)b Phase credit his (their) account(s) for that amount.:

ftame of .ie-iirpd

Insurances Plicy No?'
ArcuQt of Irs4;rancr! premium

(L4s't all persons (4T, whom you'are payin,q insurance premiums.)

Complimentary close,

Ole
Vice President

reference initials
Enclosure(s)

o
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ADDITIONAL INSURANCE RESERVE FUN S SAMPLE REQUEST-

4 '

tOrc9r031. 4 '5%,

CAREER AVENUE
GOING PLACES, IDAHO

Date

Name

Address

.f City, State Zip

Saluationf

af=1

'As'you know the amount you pay each month,for,insurance is only
estimated. ,We neEntly receiv'ed renewarnotiCes from (insert

. name of insurance company) indicating a premium due of (insert
amount of insurance premium). This amountexceeds your reserve
by S(insent amount). Please send this additional amount tolds
by (allow-15 days). .

In order to avoid an additional. payment for your next insurance
premium, you should increase the amount you pay by Wndica,te
amount per month) per mon0. IMP, INC. , is now in the pkcess,.
of rewisifig payment schedulesfor many borrowers who have this
sale problem due to recent premium hikes. rou will*eceive ,

a new coupon book soorrvith*the increase included. '44en yoti do,
deStroy the aid, coupon boa and suLmit your rrext payment xis-inn
the new coupon book.

.

"Because
it is importatit that the insurance premium bfr'paid as

-clutclOy as possfble;;An,earlyresponse to this let6er would
be7b.ppreciated. ,t
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Address

City, State Zifi-Cdde..

Salutation:

,

Subject: Loan No. (Insert loanshuffiber)

Y our i- nsurance policy covering property o which we hold a mortgage will,
expire on (allow thirty days) because o' nonpayment of premium. As you
know, BOP, INC., must pay the insurance premium and must hold the original

40.4 '

;.`",.-
_A A

A '

of the 'insurance policy 'at all times.

A short time ago we sent you a letter indicating your insurance reserve was
inadequate to pay your insurance preMium.. We-have not yet received your
check. ..,

i

. ....--

If your check' is not received.withiZten'days from the date of this letter
weswill have no Other alternative than to pay your premium and take legal
action against you-as this - constitutes a mortaage default. ,
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