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"always the day you look forward to, the brightest day

. . ]
" a reward that is:well-deserved.

‘on how \'4 1tems you sell .:rather than how many hours

yeu‘put i .I\Your employer may have promised you $100

i

- YOUR PAYCHECK

- »

Payday helps to make your job worthwhile’ It is

rl
v

of £he week.‘ Being.paid fBr the work you have done is

However, if you are no# aware\ﬁf/Zhe things that

o ’
are involved in receiving a paycheck, you'may be sorely”

~

disappointeé‘when your first payday comes around. Ypu
may only get paid twide a month rather than every

Friday. The. major part of your earnlngs nﬂy depend

\

a week--yet your paycheck is only $84.56| ) RN ¢’P\

In this Packet‘you w}ll learn about'the many
diffe;ent ways of getting paid. You will also read"
about what happens to yodr Paycheck‘to.make it
sbrink\from $100 to $84.50! You wilh learn how to
get this information by studying*your paystdb, the
information given to you by your -employer along

.’

with your check.
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ool . . STUDENT OBJECTIVES - S . .
0 I ’ L3 “" \ B -; N
’ . ! ) - . After completing .thig section of’ the I.earning ‘ L . )
oo ‘ — Packet, you should be. able to:’ - S : - ' .
. . . o~ =~
) y . o Ident.ify several 9different wa\y;s of, being paid . -
* *‘; : o .Describe each method of payment. . . . - \)
. . . N . [ 4 .
/ ', WAYS OF. BEING PAD =, - - " '~
- . ~ . . .
~ CERY
\ . "= you ve heard the expressj,on, "AmJ honest day s wage “ - ‘once a year, Qather, your empioyer will dillide the
’ for an honest day's labor.'." It',s a good expression. It . year into pay periods, which represent or stand for
\ is based on fairness, which can benefit: both the employer . the amount of time you have\worked between. paychecks,
‘ and the employee. It ‘takes into considerat{on both’ the P ) ) o ’ A -

employer's and ‘the emp:loyee s be'gt interests, - . ]
h When you do an honest day or -an honest few -houts of
work, you shoul recelve a fair pay. You can, of course{*

-* be paid in’ any number of ways. The foll&wing.&re

.

~ | descriptions of some bf..the most common ways. . . N
i . 1, - Iou can be paid a salagy A salar:y 1s like a - )
’, contract or agreement ‘made by the employer with his ‘
j‘? emplO'Yee" and " may be ,stated in’terms gf eitl'.rer an annual 1
b . or weekly salary. . ’ .

e 3ol ' AP ,
’ R =3 ‘.,:‘é,“ ORI, ': ) RN P4 ¥ o v
An-’ annual salary does not. mean that.you wil}] be pdid %éf?-“?ﬂ S ?‘M“ &L

'
'

. ’ .
’ ' - + ’ * .

S e - Wh'Chatat hegvie r ? ’ 2
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Your pay period may be every week, every other’week, or able to take three days of leave. When employees have

¢ . N ! r«<
- bi-monthly (twice a month). Regardless of the pay- A o accufulated’ enough leave, they can take a vacatlon or .

. t g

perlod, when you are' paid a salary, the same amqunt wlll

-5,{‘6 o, .

slck leave ‘and stilll be paid for/the days of work tha\

A o
- they miss. - )
. - N ) 4
-y -
‘Other companies do not have such.a program. ° /

always appear in your paycheck. For example, ‘suppose

.
»

that you are a clerk-typist edrning -an ° annual salary of

- $6, 000 and your pay period is bl-month?y That‘means o Employees are given a certain set amou§i¢of paid vaca-
that each paycheck you receive will be for $250. _ (Being tion time, such as 2 weeks-Qach year. When they take -
paid bl-monthlyfmeans that you will get 2 pa ch mgég’lml ' a day off, they are "on their honor" to truthfully tell '
each month or 24 equal ‘checks per }bSET'Tievﬁoo N * the boss why they are missing work--whether 1t is for a ‘ |
leLdep by 24 = $250.) ‘ , .',L . , wacation or illness, These employees ‘may not be-paid
. " Employers have different ways of hanoling . for workdays, m1$sed because of 1llness. *

.~ . L
vacation time (also called annual leave) and

. .
,

Payment for overtime work -also varies among -

sic& leave for their salaried employees. 1In employers. 'Ov®rtime work is the

-

¢

: R . -
some companies, employees garn their annual , humbetr of hours that you work over -«
- - I - TE—

s

and sick leave. That is, they may accumu- 40 "hours per week. Séme people

late, or build up, a certain amount ﬁEN are paid time and one half for .

-anpual and sick leave for each their overtime work. This means
[

. . ‘ /
month or pay per%od,that that fog every overtime hour, the

they work. For -example, if worker is paid l-l/i/tipes his regu-

a worker has been employed lar hourly rate. For example, 'if

« for six'months,,he may be your salary works out to $2.00 per

40 ' ~ e ¢ . . [} *
) o ) 8 ) ! . - . ) ' ' . A} 3 LI
EMC 4 [ § - . . ' o ' ’
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f hour, yolbr pay for oné hou/r overtime woul:d be $§.00 / is money that is‘paid <to an employee because Qe _has’
(.1-1/2. x $2.00 =7$3.00). - ‘ K p o - soid ~something. Usually i-t'isv a percentage of the
4 Some_ salaried 'employees are not paid in cash for - ’ .“price of the item that he has 'sold. For instancé, a .
R their obe?time 'work. Instead, their employea will’add"' o large department store might’ pag its furnituxre .
" the numbe.r' of overtime hours to the‘ir annual leave, - * salesmen 10% of the price ofdeyery: pirece of furniture
In otlier words, if you worked 8 hours overtime, you o ]’ ., that they s‘ell. A commission, acts as an incentive
would get 8 extra hours of annua;. sleave, This is ) :or’push to work 'vhard/ It allows the employer to
called ¢ compensatory time. N .a ‘reward his hard~'working employé’es and-to encourag‘e .
- A major advantage of being paid a salary is that L them to work .ewen harder:t.?or‘him and fo.r themselves,
N rece‘i_\zing the same amount of money each pay period ' _\—Lf . In other yofds, “the eéthe" emplc%(ee ‘sells, 'the
.makes it easier for, you to budget your expenses.. C more ney he makes. ™
! 2. You can be paid an hourlx wage. This means . P Often, people who work on commission lget a
ye that, for each hour that you work, you get a certain . base sala , aiong .wit>h their 'comm:Lssion money. s A
set amount; for instance, $2.00 an hour. Paying hie Co base:s‘alavy i‘s'a cértain fixed amount whj;ch the
emplc;yees an hourly wage is‘ an-advantage to 'the ' < worker recei;Jes eac.h week, no. matter how littY&.or
employer, be‘cause he Qaymonl;( for actual working : .' how much commi'lssion he also receJ.ves 7
hours. _‘ .\‘ . o, | o 4. If you worked in a factory, you might do
People who receive hpurly wages also get paid s Eiecework and be - paid a certain amount for each .
. time and a half for their OVertime worxk. . . ) . piece or group of pieces youy, px:pduced Your pay
;", 3:, You cdan be paid lPY commission. A commission ot would depend on your speed becduse, the more you t
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produce, the more you are paJ.d The hard worker is h:.red tQ fill J.n for a cashier. i'n @ clothing store ..
+ hd ’ - -u"
. rewarded in piecework, whlle the slow or less- ) on an anusually busy day. You may have been sJ.gned
\d ) . R
) :LndustrJ.o s worker makes less money, . - . T up to work on a construction créw for a one-week job.
. : B 3 A - r
- 5. Occasiorllly, you might receive a bopus, A In any case, the employer reports you on his income .-
~ . .. o TEm— ‘ e a n . ‘
_bonus is an amount of money over and above what you - ) tax as.a bus;i.ness axpense rather than as an 'employee.
w'uS\?ally get. ‘Sometimes at holidays or at times wheh __ - ° He will not take deduct:.ons from your paycheck, _but
. the company is making a. j6t of money, the workers might you should report your ,cagual labor earnings ofi your
K . ‘ .
--receive’bonuses. SR ! . . incom tax returns., ) -

LY

“6. Your pay.might be supplemented by tips.

Tips (also called gratuLtJ.es) are small ‘amounts
of .money which customers leave to thank you
for your services,.: Some jobs, such‘as‘wa—iter
-or waitress jovbs, do not a].vqays pay well, x .

; However,"the htips :s;lch WOrkefs réceive can
really add up. Most custoners in a ("-

~- -~
restaurant are urged to leave 15 to 20% of

the bill as a tip.
- . 7. You might. be paid as casual
- l_a_b;._og. This means that -you.are not a
L regular employee. "You may have been - - S
¢ WHO DO You THINK WitL MAKE MORE MONEY T WHYT s
N _ K crmansdt . . ' -

» & ". 4 N +
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| © 8. You could be paid under the counter, This “Following ‘are a _number of activities relating
~ : ¢ - L . "
" means that the ergployer does no%: want to keeb'a record . +]to the different ways of being paid! . o,
) — v -
. r S

N . e ,
4 . ~doesn‘t want to pay any taxes or a‘rov:Lde ény bc{aneflts ) LEARNING ACTIVITIE'S ¢

for you. I‘his type .of payment 1s illegal and can mean Complete “Both learning! activities in this sécti.o_n.
trouble. for both you and your employer. f7 ' 1. . Unscramble: the followiné terms. Once you have
unscrambled them, use them to £ill in the blanks in

i

N the sent-ences bélow.

Te

N
LRUOYH GEAW , MSINCOIMSO ‘ g
i EI;WCPKOIEER, SUBNO , & ‘
sopmAcERTNQ EITM  YAP DYA . AR
’ , L " AARLSY ' NDRUE HTE OTGUNRE '
A ' ' ITPS . .

a. *Mary works as a file clerk, She receives a

. of $80 a week. If; she takes

sick leave or w_n'orks overtime, her pay pe/mains the

| ’”wi- ]'--:_u,; _ same. ) R o ‘
! H o k, 3’ ) b, ~ Frank is a bus boy who wqrks from 12:00 to 6:00.
| o ’Q o & . .
| % ; ~N 3. He receives an
. - [ B
s { . ;? ~ of $2.00 for each hour he Works. . )
- 4 ;’:- ! B - f - E ‘ v \
. - AN . \ 6 -
| L A ‘ | .
A : » /
Q >4 Y 4 -, . (‘ 1 r:
N f ; . . Cn & J
" ERIC! 4 S L e -
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c. ,Jane wa¥ allowed to add 1 day to her summer

q

IS

¥ .,
vacation becausge, she hadvearnegk
el

. - .
. . b

L

. d.'.

-

T

A facio*? worker like Pat mafﬁie a

Y.

For every 200 buttons -she makes, she gets-S cernts,

e, Some salesmen, like Fred, receive’ a base salary,

— plus a *:. Fred gets $lOQ a week plus

10¢ for every dollar's worth of appliances he sells.

\

f. John offered 'to help h1s neighbor paint his house,
for which he will be paLd $50

* <

N ¢ -

If.Paula miSses a day of work, her pay ($100 a

g o
week) doesn't change. She is paid a weekly ..
h., Howard is paid an annual salary, but his i v

is every other week..

. \
i. Alice is a waitress in a fancy restaurant. Sﬂp

L,

~

J

, . \ ¢
says most of her money comes from®
- \

$5200 and your pay day is every Friday.
would you be paid each week?

\

jo At Christmas time, the workers were given a
< . along with their\regular pay.
2, Suppose that. you are earning)an annual salary of

ﬁow much money

P ‘

(4

JCHECK voun KNOWLEDGE

Name 5 dlfferent ways of being paid.

2.

a, Salary
b. Commission !
Ce Tips ° 7 .

gxplain each of the following ways of being paid:

. 3.

’ R ] -

What is an employer's reasoh for paying by

commission? By hourly wage?

=

I

If you feel that you need more practice, try

N~ 8 . ] N
the following Alfernative Activities. If not, go
on to Unit 2, ’ ' . . T~

J .

AL'ranNAra- AéTIQ(IT!ES\ !

1. See 1f) yok.can list 3 jobs which ‘might bé paid

on a commission basgjs. , :

1




- 2. ' Crossword Puzzle

~  ACROSS -

1
"1, Some salaried employees receive .

time instead of cash for overtime work. ~

. o ’ ’ e
§. A pay . is the aJodnt of time that you ~

work between paychecks, -
7‘ is the numMer of hours that you wor

\% - over 40 hours per week. s
10, If you are paid by {2 words) , you paid
. a certain get amount for each hour that you work.
A .

ol - v

l.. Many salesmen are paid a ;},, which is a

percentage of the' prices of the items that they
have sold ,

2. _ is @ way of paying factory workers
for the pumber of items they produce.

3. You might be paid an annual or weekly i

4, Many waiters and waitresses find that most of-

theig earnings come from . .
5. (3_words) S is an illegal way. )
- to pay someone. T, '
8. ‘ labor means that you are not a

regular employee, . !

9. Many people receive a Christmas
from their employers.

_— \
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STUDENT OBJECTIVES

. ) : ’ ’ Whed/you havé read-this section of the Packet, you
\ «,' R should.be able- to-« S ) \ .
‘ - ’ . State the dlfferences between gross and net pay.

.Describe some of the differem: types of deductions

that an.employer may take fdom your paycheck.s . . ;J

+ If you have ever held a job you may

1y

have been surprised to find that your pay-
Eheck was less than YOu had EXpected
After all 1f you worked 10 hours last
week at a rate'of $2.50 an’hour, yoa ) ;
should be paid $25.00, right? -Your pay-
check, however, will always;be less than
the actual amourt of'honey you have
Z;\ l ‘earned. Don't feel Cheatedf thoughs - ded actions wil;/gg!gr be more' than your
this happens to everyone.
Themactual amount of money youl) good'%art of the gross.
‘éarn for the hours you work is called

' your gross pay:; that is, $25.0d for 10

hours work at $2.50 an'hour. The "amount

4

ERIC - r S S T a

0 N I3

n

Aruntoxt provided by Eic:

referred to as net pay. Net pay is what
is left after all the proper amounts of,

\money have been subtraéted from your gross

( .
pay are called deductions, ”Deductions may
be 1n the form of taxes, dues, insurance

plans or savings plans. 1In any case, the

If you worked part-tdme for)a very

small business,'such as a delicatessen or

of your Jeaycheck, or your take-home pay, is
{

’
)

o0
_pay-~that is, your net pay will always be a

,earnings. These'subtrgctions from your gross
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a pizza parlor, your employer might pay you by cash . Sample paystub #l is typical of one which
) . - ¥ !
‘or by his personal check, However, companies usually . y0u may receive along with your paycheck., A brief
use paychecks which have two parts to them--the check, ; ‘explanation of the different notations pninted on
, . > ‘ |
itself, which you cash or. bank,, and the stub, which - _ 4he stub follows, C ,’
gives informatioxi about, your pay. For o'ae thing, 1. Pay Period Ending: . The block above\ these words
this stub ‘acts as a récord of the part torn away-- ’ shows tw e'mployee the date of the last day for which“
. 7 ~4 .
the paycheck.. But beyond{mlndin you pf- how much . ’ he is being paid wJ.th this paycheck. Here~~1/6/175.
our net pay was, the paystub gJ.ves y information on, = - 2. Time Worked: The blocks above these words are
your current deductions and sometimes J.nformatJ.on ’ © divided into two sections: ('A) REEG.--regular or
about the total’ deductions subtracted from your pay ‘ normal working hours and (B) 0.T., which heans
. . Py ’ . J
’ c - ) ~ . |
for the current y)eart up tQ your present 'padycheck. " overtime hours put'in by the employee,
r
[ . o - .
‘> Sample Paystub #1 ' . T . e . .
. - > » , -
5 . l/6/75 d . PR S ,
. I 7 - —a Sy
@———*Pay Reg. [0.T.| Regular |Over .| Total| Income}Soc.{Md. |Hosp.| Net [Number
. . 7 Perjiod Earnings Time Pay Tax Sec, | Tax » | Amt d\©
@; Ending ;‘éxed } You Earned This Amount |And We Have'- Deducted The
’ Y- . -|Above Amounts For You V\

10

- X T E:mplC’YeeS"i‘y/Statement - Detach \@
i : ®/ And” Retain<“for Your Records Sherwood Listributors of Md., Inc,

L4
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3. You Earned This Amougt:‘ This section of the paystub

is .divided intd 3 parts: (A) Regular Earnlngs, o. the

‘o

gross pay which the employee gets for his regular hours
- on the Job- (B) Overtlﬂe, or the money the emploYee gets

for worklng beyond his normally scheduled hours. ‘This’

money is usually paid at a higher rate than his normal
Finally, .(C) .Total Pay, or

pay rate. (See page _3.),

the gross total for regular and overtime pay.
"4. We Have Deducted The Above Amounts Fos You: This °

a

sectlon of the paystub is divided into four sect;ons' |

(A) Income Tax, or Federal Withholding, is the tax the

. of each employee's earnings, This money supports the )

This tax is a percentage of your gross pay. As your

|
) |
rate of pay increases, the percentage‘deducted for l

.8

Federal tax also increases. (B) Soc. Sec.: ‘Social -

Insuragce Contributions Act) are paid on an employée's ’

‘earnings of up to’$14,200 a year, Employers must

. s
*

o 24 , .
ERIC . LT e

Aruitoxt provided by Eic:

" Pederal Govérnment requires the employer to take out .

operation of the U.S. Government and its programs. 'W,

Security taxes (also called Figﬁ/taigsfiFederal ) ' A

-

- - ] 3 ¢
- ' . ’ .
. . e — \\
’~ ¢ \‘
- ‘ - T
» * - )
' . p ~ k i - ;
withhold s.és% of theirp employee's wages for Social K
Security. In addltlon,»the employer must qontnlbute ,
an equal amount to the fund, JThe Social Security' »
) tax is money taken from an employee s earnings to- A

<

+ ¢ ~
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heip support retired people. " In your retiregent years, == mistake can be @ade and the eﬁplcyee will need the
you will receive payFEnts from Social Security. See stub to check back to for information, Also, when
éécket,jL for more detailed information on Social it is time to prepare income tax forms, the employee
Security.~ (c) Md. Tax~is~the tax which the state, h ’ will gant to check his paystubs against his wW-2 “forms.
3 government places on' the employee“e ear?ings. The . | . '8, ﬁerwdod Distributors of Md., Inc.: This is the
mohey 1s used to run state progrems.’ Like income\t;x, ' . nam#?of the compgny which pays the emplo;ee. It may
this tax is paid ?ccording to the employee's earnings. . not_be the eepe name as the stofe or business where
_ (D) Hosp.: Employees in many companies pay a certain tﬁe employee actually‘vorks‘\bft is the name of the
amount of their earnings for health and hospitalization bqeinesé group that' owns the place where the employee
' insurance. The employer probably pays a similar amount ‘works.
! -

_on each employee. . . .

N -

. On the next page is -another sample of a more

5. Net Amount: The amount shown above these words is ’ detaifed‘paystub? This particular company has a
the employee's take-home pay. It is what is left of " ' . number of fringe benefits for its eﬁployees, such as
his gross pay ;fter all of the deductions have been / health insurance, life insurance and a retirement
made. i = . - / plan. Contributions for these programeuare deﬂucted
6., Number: This is the number assigned t? the employeé . from theuemployees paycheck. All‘of these deductions
}/for payroll purgoses. The same numbef wtll appear on * are recorded on the stub. This paystub also 1ncludee~
all of his paystubs. . / a cumulative, or year to-date ‘total of earnings'and
7. Employee's Pay Statement--Detach and Retedn For ‘ deductions. These amounts are ail of the money tﬁet
Your Records: This is importeqt advice, since a _ / ! ’

you have earned from January 1 of the year, up until
3 [y ~ . - / )

‘ I and including the current pay check. B
. |'.'| . .
‘ N 12
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Explanations of the different parts of the

stub follow the sample.

. <.

Sample Paystub #2:

.

o
. - R
- : A ] . , No. ?70,630\
PHILLIP'S COMPANY, INC. T W —D
_ _.__»EMPLOYEE'S EARNINGS STATEMENT \ y
| EMPLOYEE NO. NAME DATE GROSS PAY | NET pay \
3410295 ROBERT CANTON| DEC. 20, 1575 142,22 -
. i LIFE INSUR. | HEALTH BENEFETS{e—
, WITHHOLDING RETIREME OPTIONAL, CO [CONT | EMP| DED] BOND] OTHER
TAX ) ‘ REGULAR i .~
,/// _ YEAR TO DATE TOTALS wge—_- ‘ )
GROSS|WITHHOLDING TAX |RETIREMENT |HEALTH 3ENE.|LIFE INSOR NT BOND .

_— :

\ NON-NEGOTIABLE -~ DO NOT CASH w—

RETAIN THIS STATEMENT AS A PERMANENT RECORD OF YOUR

[}
2

: —®

2

1. No. 970,630t This is the number of the check the
evployee receives .for this' pay perlod The same hunber ' puts in his contribution also.
appears on the check 1tself. .

- +

2. Employee's Earnings Statement: This is another ;&* in his‘60's.

name for the paystub.

3. Withholding Tax: Another ,name for the Federal 5. Life Insurance::

Income Tax.

4, Retirement: In companies which have retirement

. plans for their employees,

.28

Text Provided by ERI

if he simply

divided into two parts:

&

eagﬁ éay period as a form of savings.

The employer
The employee gets
back this money when he retires, usually when he is

In some 1?stance§$sje may even get it

leaves the job,

This section of the paystub is
(a) Optioq?l, which méans

that the employee has a choice of whether or not to

some money is ﬁut gside ' » contribute or give money to this form of life

- "d - ¢ ) 9‘

13

29
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- ~
© insurance and (B) Regular, which means that the ~ ) ‘from, the date that you bought the bond, you may cash
worker must give money to this basic life insurance - " it in'for the full $25. If you redeem (that is,
- policy plan. Sometimes, ‘both the employee . ) exchange) the bond before 5 years have
and the -e_mployer'pa.y part of the premiums passed, thé bond wi'lfﬁoe worth less than
. 7 e s st s R .
. (payments) on the policy. s < \> $25.
L b BeVEFITS, , |
6. Bealth Benefits: This section is sub- f 8. Year to Date Totals: The blocks under
. rede (A) o A ! TaxeSs \ S ©
: divided also: Co. Cont, or com .
als pany SaviNGS ¢ -this heading show how much the er_nployee
< contribution‘ This block shows how much © DueS has grossed and the total amounts of
the employer or company contributes or * : uﬂd

differént deductions ghich have been tak)e)'l
pays in t° health J.nsurance (B) EmP out of his wages since the beginning of the,

Ded., or employee deduction, shows how current year.

' h I B
much is ded.xcted from the employee S gross 9. Non-Negotiable=-~Do Not Cash: These words

Ay earnings for h:Ls share of the cost of remind the employee that the paystub is not

health insurance. . .
: a paycheck., The employee can ‘cash only ¢

his paycheck. . ' .

¢

7. Bond: Employees can buy U. S, -

Savings Bonds through the place where
The company may also take deductions

N

they "work. TheseAre a long-term form

. . from ¥our earnings for its'own prbgrams, «
of saving. lI'he nds may be exchanged

such as xnion duwes or for payment.adf
for money whenever the employee wants

. - uniforms that have been provided for you,.
to cash them., For example, if you

.To summarize, there are 4 basic kinds

of deductions:

. decide to buy7a $25 savings _bond, it

will only cost you $18,75. | Five years

-

P

IR

<\ . 14




Pl
l.. Taxes~' Federal and state w1thhold1ng taxes; * 4., -Company Deductions:
social seqprity (FICA) F. : N

2, Frin € Benefitst Medical 1nsurance, life

Union dues, uniforms, etc.

There are many ‘different kinds of paystubs.

Some are” more detailed than others. Some nay include
)insurahce,'and<retirement plan:. For an employee , :

‘. 1nformation other than deductions; such as the amount
these may be optional or required. T . o

N . . of sick or vacation leave that you used during that
3, Savings Plans: U. $."Savings .

a riod; Some ma even show a total of tke annual -
. Bonds, credit unions, money for pay ke ! Y

: charity. Some businesses work and sick leave that you have at that date,

with local ﬁ:;}s,se that yqu

O -have a

-~

The payuéster or accountant is the person who

¢an arrange - gives'out the paychecks ahd keeps the payroll. The

« certain amount o} your payroll is the company's fecord of the. money §t hag
-7 h

salary put into your paid its employees. He can explain to you t

savings account different deductions, fringe benefits, and savings

- programs which your company has, \

>

before you even

~ get your. check. Below are some activities for you to do dealing

The money goes | with your paycheck.' Complete all of the activities.

T

" LEARNING ACTIVITIES

1. Directions: First, £ill in the blanks in Part 1.

right from the
business into

your .bank.

Then use the letters over the numbers to £ill in

"+ . the blanks in Part 2.

. f (__Q ) 15
- ' 33




Part 1l: _
1. Pay before deductions. __ __ _  __ ___
- ) 1 2 3 4 4
"o, Money set aside to help support the employee in
s - . L .
his old age. __ __ . _ . o o o
2 5 6 7 2 5 €5 9-6
3. i;:;;\worked over and above the employee's . e
- ) ..
regular hours. _ __ __  ___ __ . _ __ __
. 310 5 2 6.7 B 5
4.’ Record of earnings and deductions. . -
111213 4 614 15 ,
. r -
5. Name of the tax which Maryland places on an
employee's. income. __ ___ _;‘ﬁ_ —
4 612 6 5
6. Check for the employee's net earnindsf/ \—;>
T 1316 17 "5 16 18
. 7. Name of the tax the U.S. Government places on an

employee's earhings. °

19 520 5 212 21
' »
‘ v .

™ :

y

8¢ L1st which a paymaster make's of employees and

their earnings. :

111213 2 332121

- “l‘ ,
Péft 2: - “f: "
Y B “ . -
- “q\“
o " o
We . _io0W - T
17 12 6 7 3 32185 20 T7 122 19
o — :
19.3 2 5/14 & 21225 2113 12-21 21
» o £ A
?
§ 2185 3 173 8 5 ( -

Ve .

What is the answer to the coded question? \

-2, ‘Write True or False for the following statementss' o

« A ‘The amount on yoﬁr paycheck is your gross pay.
B. A deduaction is a sum of money subtracted from
your earnings. .
‘ C. Pay stubs should be thrown away after you

have cashed your paycheck.
- * 'I
©

)




D. Net pay is what,is left after all deductions
have been taken from your earnings.

E. FICA 1s an opt alideduction. »
\ - ve N .

Column A

'l.

—

————

2.

3. Answer the followxng queseions.
A.i If John grossed $45.85 and his deductions
enounted_to $6.l7: what would his net pa%/be?
. B. Trent's net pay came to $82.12. His deéucEions
L amounted to $19,17. What was his gross pay for
’ " that week? '
C. Janef grossed‘$28:19 and netted $21,17, wnat ‘

did her deductions amount to?

If you feel yow need more practice, do“the

following Alternate Activity. If not, go on to

Check Your Knowledge., . =

. . . .
ALTERNATE ACTIVITIES

- z N
1. Unscramble the words in Column A, Then match the words
in Column A with the proper definitions'in Column B. Place

the letter from Golumn B in the space in front of Column A,

4 ____30

— 4.

—
5.
6.
7.

—_ 8.

9.

10.

CMOENT,,

YBPAUST

KEAT-MHEO

EQEVMRIT

l

SRGOS

OSDBN

SUTDINODEC

LPOYLAR

ENT ,

YCCPHKEA
~

deductions,

Colnmn B ,

- Pay before any

deductiens.

Pay after deductions,

Amounts -subtracted from

3n employee's gross pay.
\

Tax on employee's
earnings, -

Record of earnings and

»

2

Another 'name for net pay.

A check for the employee s

net earnings, .

Time put in at work ovewm
and above one's regular
hours. "

A type of payroll savings
in which the employee

an make an investment in
t U.S. Government,

The list which the pay-
master makes of employees
ard their earnings,




©
.

v CHECK voun KNOWLEDGE

1.‘ List 4 general types of deductions and give one

example of each.
!

2. Identify 2 txpes of "fringe benefits."
R
3. Explain the purpose of a paystub., Why is it a good
¢ .
idea to save it?

’

4. List 3k s of information, besides deductions,

K

which may be luded on a paystub .

Mary and John both work 40 nours a week\as\office

\ aides, 'but for different companies, They both earn

.y
$2.5Q an hour, but Mary's net pay -is $85.00 a week, .
while John takes home $78.50, _Explain this’
diffe%ence between John and Mary's net pay. Try
to—gi\%e 3 specific‘: examples of possible differences - et
in their deductions, ) |

6. Explain the difference betw;en gross pay and net
3 pag. ‘ ﬁ
: You have completed this Packet. It would be a good

idea to review the material hefore taking the examinationjf

-

/ .

)
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COOPERATIVE WORK EXPERIENCE LEARNING ACTIVITY PACKET

. SERIES ON JOB'ENTRY AND ADJUSTMENT '

Supplement to Packet Five -

~ YOUR PAYCHECK

-

.
b - *

L . >

t .
) i . 3 < - 4 ’
A project of the Department of Industrial, Education, University of Maryland :
funded by the Maryland State Departmeht, of Education, Division of Vocational-Technical Education,
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Myra- Kessler, University of Maryland; ‘Marcia Smith, University of Maryland.

. " \ ( . . ) ‘
. Illustrations: \J\ohn‘ Littlehales, . . \/ .

.
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l. Se
-

2.

al"
: 2. ‘A,
B,
8 PR . C.
D,
17 .
-~ N, .
Vs, a
B,
C.

y S
, N
b.
C.
d.
2. a,

v LEARNING AC'E'IVITIES

worksheet ditto and answers.
$100 each week.

See pages 5D and Sg for ditto and answers
" to Parts 1 and 2. '

\

Answers to

e page 5C for Scranbled Word/¥Fill Ins .

F

T

F

T

F -~

$39.68

$101.29 - ‘ ' )
$7'.02 o~ . I

Answers to

¥ CHECK .YOUR KNOWLEDGE

. Can be any five.of the ‘following: j

By a bonus
By tips

. As casual labor
Under the counter

By salary e,
By hourly wage f.

By commission .
By piece work‘yagé/g.
Salary: Like a contract or agreement

between employer and employee. Efmployee

receives a set amount of money in each
paycheck.

~ mMO>v

3.

l.

3.

Commissio Money paia to an employee
that is a percentage of the-price Gf an
item he has sold for his company.

) .
Tips: ~ Small amounts of money which customers
leave an employee as thanks for a service.
Can sogetines amount to a large part of a
worker's earnings.

Ce

it allows the employer to re&afﬁ his hard-
working employees and to encourage.them to
work even harder for him and for themselves.

de.

Empidyer only has to
hours,.- - oot

b. pay“for actual working

Students should have the following four cate-
gorieS\gisted and any one of the examples for
each, i X

a. Taxes: deeral.withh&lding tax, state with-
" holding, social security.- . ~

b, -Fringe benefits: Medical insurance, Q.ife

insurance, retirement plans. . .
s , ~

‘Cc¢ Savings plans: , U.S., Bonds,\credit unions,
charity money, savings accouht:

d. Comﬁany deductions: Union dues, unifornps. -

Any two of the foliéwing: -

Medical insurance , N

Life insurance ‘

Retirement plans . kY

a. Gives information about your pay and serves
as a pay.record. “

b. If a mistake in pay occurs, employee can
refer back to his paystuh; employee can -
check his paystubs against his W-2 forms at °
4ncome tax time. _

5A

45
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Answers to
Y CHECK YOUR KNOWLEDGE

4. Can be,any 3 of the follow1ng

.

~Pay "beriod ehding: date of the last{/ay
forwhich employee is being paid.

1.

-Time worked:
put in.
-Gross
time p

“Net ambunt:

ount:

regular *and overtime hours

total for, regular and over-

amount after deductions.

-Payroll employee\numbér or check number.

'~-Company name.

-Year to date

. [y

totals. .,

rd

-

\ . +

Q.

The difference in pay is probably due to
a difference in the amounts of money
deducted from John and Mary's gross pay.

 May be any 3 of the following:

Retirement plan -

Life insurance ’
Healthibenefits
Bond or other savings plan

GQoss pay: actual amount of money
before deductions.

Net pay:
deductions,

Py &

. Suggested Answers to

.Almost any kind of- saleé job.

/

-

4

earned

L 3

AY

'ALTERNATE - ACTIVITIES

Y

paycheck amount, or pay left after

‘tm-40z.

-

2, See page 5F for crossword puféle ditto and’

answers. °

l. See page _Q_Eag Scrambled Word/Fill In the
- blank ditto and answer sheet.

Final ‘'examination and aniwers can be found on
pages 5H and SI.

’

47
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. Answers to
Learning Activity #1
Scrambled Word/Fill In the Blank
- Packet 5, Page 6

& .
Unscrambled Words

l. a. Hourly wage L a
b.. Piece worker ’
c. Compensatory time -
d. Salary .
e. Tips
f. Commission
g. Bonus v
h. 'Pay day

. i. Under ‘the counter =

I
Arnswers to Fill Fn the Blanks

a. salary i o
b. hourly wage .

C. compensatory time

d. Eiggg worker

e. commission

£. under the counter

g- salary . .
h. pay day

J- tips

j. bonus

=~

{Ditto, master for student use

-

»

48

5C

P3Y

e . Learning Activity #1
‘Scrambled Word/Fill In the Blank

Packet 5, Page 6

1. Unscramble the following terms.

them, check back to page 6 of the Packet,
terms tofill in the blanks in the sentences.

, 'answers in the blanks below.)

: a.'

‘Ae
b.
Ce

4.

LRUOYH GEAW - C.E
b. ERWCPKOIEER ge
c. . SOPMYACERTNO EITM h.
d. -AARLSY ° . i,

CE
_?
-3
2
%

&

Once you have unscrambled °
Use the unscrambled

N

(Put your

-

MSINCOIMSO

SUBNO

YAP DYA

NDRUE HTE OTCUNRE

!

r
2

49
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Answers to
I.earning Activity #l--Part I
} _ Fill In the Blank/Block Letters
Packet 5, Page 16 -~
Part 1l: :
"l. 6 R _ O _S_S
1 2 3 4 4
<
2. RE T I REMENLT
256 17 25 85 9 6 .
+ 3. OV E R T I M_E >
310 5 2 6 7 8 5 \’
‘/)4- P A ¥ S T U_B
DR 11 1213 4 6 14 15
', 5. S T A TE
' - 46 ﬁ 6 5 T
6., P A Y C H_E C K '
: 11 12 13 16 17 *.5-16 18 '
. \
. 7. _F_ E D _E _R_AML
* 19'5205212?1 I
8. 2. A Y R OL.L |
* 11;21-3 2 32121 l
T [Ditto master for student use———‘ﬂ
- ] " sp
Q . o <

)

|
-
|

.*‘ L]
* ~—
\ o

Learning Activity #l--Part I ‘

Fill In the Blank/Block Letters N

Packet 5, Page 16 2
1l. Directions: F:.rst, £ill in the blanks in Part ? n use
tY}e letters over the numbers to fill in the blocks in.Rart 2.

“Rart 1:

1.

2.

2 . - ,
Pay before deductions. .

— —— — ————r  w——

. 1 2 3 4 4

¥ \

Money Set aside to help support the employee in his

old age.~ __ -

—— ! —— — ———— — o

\ 2 5 6 7 2 5 8 5 9 6
Time worked over and above the employee' s regul'e:r .

hours. “ ’

— i —— —— —— —— —ot—— a—

310526785 *

Record of earnings and deductions.,

ot g%

— ———— ——— — ——— g—— —

- ’ 11 1213 4 6 14 15
Name of thé tax which Maryland pl/;ces on an"é‘ﬂ"ip*cye,e's

income.

4 612 6 5
Check for/the employee's net earnings.

[N U VI RIS PRI, (U

ll 12 13 16 17 5 16 18

A

7. Name of the tax the U.S. Government places on an J

) employee's ea'rninc:;s. R

- 19 5-20 5 2 1221

8. List which a paymaster makes of employees and their®

. . ¢
/ earnings. ___ ___ __ __ ___ __ __
.11 1213 2 32121 ..

* L“//

N ‘e 5
.

5D

ol
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Answers t X
Learning Activity #l--Part 2
Fill In the Blank/Block Letters
T Packet 5, Page 16

G

l. Part 2: Coded’question:’
N
WHAT IS WORKED HARD FOR

»,

BUT RARELY ALL TAKEN HOME?
- ’ Na ° h
Answer to this question: .Your pay.
L} N ey ‘

I

—_—

. fDitto master for student use

: - , 5E

92

¢ -
. Ve '
- Learning Activity #l-<-Part 2
Fill In the Blank/Block lLetters
- Packet 5, Page 16

" part 2: e . )
¥ LA -
T12s 73 3 2185 20 .1712 2 19

i, . ° . . ,

193727 15146 2 122 %5 2113 '17?1’?1'

- +

[ . ) . \?
FEBY Y TEE s

> [N L




s Answers to

Alternate Activity #2
Crossword Puzzle
Packet 5, Page 8

N

oMl EIRBIAFIoRIY] ]
0] Al 1IN .
% l E i ZEIRJ\IOE -
¥ E R R
S| W Y], 7]
E1 (] ‘ Hl
1] R - BYIERITLIMIE
% K] ] C
L B A] ﬁ
\ 0 S| N
_ N ul T -
RlolJIRILYIWIAIGIE
r é u_:;

[Aitto mastet for student use

____________4>T

| . ,
\ - K
|
JArunr Provided by ERIC

5F

.~ .
Alternate Activity #2
Crossword Puzzle
Packet 5,  Page 8

G

CTTTTTTF]

?

AR 2 (1] F]
sl sRannn
- O O —
1 FEITT I
] o =
o .T‘ ]
FIITITT
1 T




. t
|
~ |
. Answers to o I : . “Alternate Activity #1
“ Alternate Activity #1 . P " Scrambled Word/Fill I
) Scrambled Word/Fill In b Packet 5, Page 17
Packet 5, Page 17
- ’ . / I " B <
) Lt ' ~ I.. CMOENI .
A 1.” Income ’ ’ ] ) ~
E 2. Paystub .,  ° ' 2. yeeausT
For B 3. Take-home : ‘
. _ 3. KEAT-MHEO o
B 4. Overtime . o ~ ¥
A 5. Gross . , -~ __ 4, EOCEVMRIT -
_L.‘ 6. Bonds i ' . : ", )
. . 5. SREOS
c 7. Deductions . s . L.
—J 8. Payroll ) ) ____ 6, OSDBN _ .
9. Net : #
. b b - '+ 7. SUTDINQDEC
G 10.. "Bayeheck ) = .
< [} . N s , . N .~
& . - . _ 8. LPOYLAR ‘
4 - | e Ew .
N -
. 10. YCCPHKEA
N . - I 4 - 3 '
| N Q
|Ditto mster for student use————go
~ ] SG p ' * ‘ -
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con _Answers to . -
- Final. Exam . /s . Final E ’
. Packet 5 B o - final txam
. * ) ‘ Packet 5
1. a. An amount of money over and above what You usually get ‘ .
paid. Received at holidays, when business is good. etc. . 1, Explain the following terms: o ’
. b. Amount of vacation time that an employee gets in one year. ¢
. . A4
c. Any number of ‘hours worked ‘tver 49 hours per weeck. a. Bonus:
Q. w’e:cim }.nu.rs that are added to an empldyee’s annual v ' . v
leave, mploy . \ N b. Annu:-i]l leave: .
@. Given to some people who work on a commission. A certain . : g . ' -
- - “ ‘fixed amount of money which the worker recelves each week, ' c. Overtime work: R .
- . no matter how much he makes on conmission. ‘ 'S -
. . «
£. 'Employer keeps no record Of the erployee's work or wages, d. Compensator'y time: - * )
5 as not to pay taxes or provide benefits, Illegal, ’ *

3.
4.

5.

O

ERIC

Aruitoxt provided by Eic:

&, Pactory work in which a certain amount is paid to the
employee for each piece or group of pieces produced,

b. Tor each hour worked, employee gets a set amouat of money.

C. Money paid to an employee because he has sold something.
Usual.'ly a percentage of the price of the item sold, o~

d. Llabor done by a-worker who is not a regular employee.
©  Paycheck for such work has no deductions, but should
be reported on the worker's incore tax. y
e. Small amounts of money left by customers as thanks for
services. -
~—~
Factory worker. . f
Suggested answers: One ~eek construction jodb
. - Ons day fill-in as a cashier
Two day inventory job

Gross pay: Income before deductions,
Met pay: Money earned after deductions.

\c.‘ Commission:.

. |Ditto master for student use

5H

e, Base salary: Ce

f. Under the counter:
. A y
Tell about each of the following ways of being paid:

a. Piecework: ’ ‘

-

b. Hourly wage:

d. ‘Casual ilabor: >

e.. Tips : .

What type of worker might be paid, by ‘plecework?

.

Give an"example of casual labor.

.
~

’ 4 4 )
What is the difference between gross pay and net pay?

2
- A

!
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i %x}swers to ) 2 ©
inal Exam . . . Final Exam .
Packet 5 —_— . - Packet 5 . '
6. = Gives information about the paycheck. ) o> N . . 6., List two pucposes of a pay-stub,
~ Serves as a permanent record of the paycheck. . * . , . . . . *
7. . erti Money Gmploy ts' for working beyond his
* Y T ormally scieduied hours. 7. Tell what each abbreviation stands for and explain what each
b, Social Security: Tax money takey from an employee's . ° means' . ? .
earnings to p support retired peopie, . - o o R -
c. ‘Hospitalization: "Health and ::pitauzation insurance . a. O0.T. ' - ’
for an emplowee, L] ' ' - - ¢
- 4. Company contribution: How much the exployer or company : b. Soc. Sec. <t & ,
L o pays in toward 3 worker)s héelth . . . !
B insurance. ~ Ce’ I'bspa M T " - i
e. ZEmployee deduction: Mnux;t " g frgr:-eup:ég: s g:os: ' © . B
O s s e O C€Os’
' _. ;::;‘th nsu;ance. F , ° ' d. Co. Cont.
8 4 . ) ‘ ‘e Eimp. ) .
£ ’ \ 8. Matching: Put the letter from each definition' in Column B in
A T ‘ : the blank next to the ?1 that it goes with in column A,
b - Column A - ' Column B \ )
Ce i N ) . ~E‘r}hqe Beeeﬂfitsr; ’ a. Gratuities ) .
9. =~ Taxes B . , . o 4 - '( . .
- Pringe Benefits . — Bond ’ b. Union dpes
» - Savi Pla . . . 2
Tes coup:; Deductions , l — Tips - C, Take-home p pay ]
10, Canbe any three of the folloyng: o 1. ___ FICA - d. Deductions for life and
. Date that pay period ends ! . ) r health insurance /
. Amount of time{workqa ) . An example of a company
Ommt:ﬁtm‘:"o;}' - . I /deductio.n .- e, So 1a1 Secut:lty tax
1] T 0!‘ [~ - <
Corpary mbe T 1“""'" o Net Pay . £, U/S.8avings Bonds purchas
Year goaau totals . 5 ‘.. - I . ' - . through work )
\ ‘ s | | 9, List four general types of aeductions,./ .
X k)
! — - . J 10, L:lst three p:lece§ of in}rmatiom ‘besides deductions, which
. [Ditto Master for student use— > " ‘may be inciuded on a payst
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