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REP0RfS and STATEMEMS*(contiaued)

PAY-RoLL RBQUISITI0SS

FORII X 9

Pay-roll requisitions nust be sent to Ecad 0ffice trrice nonthly, viz.
prior to the 15th aad end of each aonth. It must be prepared in tripllcatc,
two copiae fonnrded to Head 0ffice and thc thlrd oopy kapt on file at the
I to re .

ft shouLd be mailed ao later than the 8th and 25rd of each nonth to en-
gure it being receivod at Head 0fflce no later thau- ttre tOttr and 25th of thc
nonth respectivcly. Stores remotely rornoved from Toronto, particularly
thosc in l{orthern and Sorth-west Ontario, should send their requisitiong in
a day or t;ro eerlier than the above d^ates, to nake sure they are reccived
on the dates required.

Ner enployees entering the serrice, mrrst lrynediately file an fncome Tar
Form T.D. I and forward it to Head Offiee. lhis is i-mportant, for all
anountc of Inoome Tax dcductions from salaries aro baeed on the Inforrration
ae to the etatue shown on thie forn. If the forn is aot forwarded, thc
employee is classed as a singl-e persoE and is taxed acaordingly. Forn T.D.l
nay be prooured from the Accounting Departnent or at the loca1 Poet 0fflcc.
It ril l not be rrocessary for students, temporarlly enployed during vacatioa
perlodc to conrplete this fotu..

Enployees who are enployed peraanentLy will be shown in the uppennost
portion of the pay-roll reguisition. Tenporary employees rill be shovm in
the section at the bottom. With the latter, the nrnber of days actually
rorkcd with the inclusive dates, srust be ehovm in the spaoes provided.

Ifhen a pay cheque for a temporary enployee is reoeived, lt 1111 be
n€cessary for those onployees to eign for tho chcque in their handrrlting
on the tr ip l icato oopy of the pay-ro1L ia the Vendorrs posoesslon. fhe
anount of the cheque reoeivod w111 be entered on the triplicate copy of tho'
pay-rolI, prior to the employee si.gning for sahe.

The responsibiltty for the correct anount of .nages being paid to tempor'*
ary enployees rosts rittr thc Vendor. It is poesible that the pay-roll

,lcquieition hae been sent to l{ead 0ffice shoring a temporary enpLo;ree as
having worked until a certain date, but, since tho requisition was forrrarded,
the enployee has ebsentcd hinself for some reason or another, and would
therefore not be ontitled to uages for ccrtain days which have bcen previous-
ly ohown due hin on the requisition atrready forrvarded. fn suoh cases, the
ohegue of the enployee cr:ncerned ehould. be inmediately returned to Head
0ffice for correction. Under no circrnstances nay choquoe of this kind be
cashed and a rebate made to thc Vendor by the temporary employee concerned.

Stores where Janitsr service is authorized must show the nane of the
party enployed on the bottc'm part of the pay-rolL requisition. This should
app€ar on the month-end pay-roll on1y, and oover the fuII month.
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