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- REPORTS and STATEMENTS (continued) -

PAY-ROLL REQUISITIONS

FORM X 9

Pay-roll requisitions must be sent to Head Office twice monthly, viz.
prior to the 15th and end of each month. It must be prepared in triplicate,
two copies forwarded to Head Office and the third copy kept on file at the
store. ‘

It should be mailed no later than the 8th and 23rd of each month to en-
sure it being received at Head Office no later than. the 10th and 25th of the
month respectively. Stores remotely removed from Toronto, particularly
those in Northern and North-west Ontario, should send their requisitions in
a day or two earlier than the above dates, to make sure they are received
on the dates required.

New employees entering the service, must immediately file an Income Tax
Form T.D. 1 and forward it to Head Office. This is importent, for all
amounts of Income Tax deductions from salaries are based on the Information
as to the status shown on this form. If the form is not forwarded, the
employee is classed as a single person and is taxed accordingly. Form T.D.l
may be procured from the Accounting Department or at the local Post Office.
It will not be necessary for students, temporarily employed during vacation
periods to complete this form.

Employees who are employed permenently will be shown in the uppermost
portion of the pay-roll requisition. Temporary employees will be shown in
the section at the bottom. With the latter, the number of days actually
worked with the inclusive dates, must be shown in the spaces provided.

When a pay cheque for a temporary employee is received, it will be
necessary for those employees to sign for the cheque in their handwriting
on the triplicate copy of the pay-roll in the Vendor's possession. The
amount of the cheque received will be entered on the triplicate copy of the
pay-roll, prior to the employee signing for same.

The responsibility for the correct amount of wages being paid to tempor-
ary employees rests with the Vendor. It is possible that the pay-roll
requisition has been sent to Head Office showing a temporery employee as
having worked until a certain date, but, since the requisition was forwarded,
the employee has asbsented himself for some reason or another, and would
therefore not be entitled to wages for certain days which have been previous-
ly shown due him on the requisition already forwarded. In such cases, the
cheque of the employee concerned should be immediately returned to Head
Office for correction. Under no circumstances may cheques of this kind be
cashed and a rebate made to the Vendor by the temporary employee concerned.

Stores where Janitor service is authorized must show the name of the
party employed on the bottom part of the pay-roll requisition. This should
appear on the month-end pay-roll only, and cover the full month.



