Payroll

Payroll preparation is a very important role within any organisation.  Because of the confidential and sensitive nature of the job, only trained and responsible employees are given this task.

There are a number of different payroll systems available for organisations to use, including manual and computerised systems.  While many organisations use a computerised payroll system, it is important to understand the basic accounting process in order to appreciate what happens to the data, from the first transaction through to the production of the final payroll.  This unit will mainly refer to the manual system.  However, the principles and procedures also apply to computerised systems.

This unit covers processing payroll from provided data.  It discusses methods of remuneration, calculating pay, record keeping and making payments to employees.

Remuneration

Remuneration means the payment of money (and other benefits) for work performed by an employee for an employer.  Salaries and wages are the most common form of remuneration.  However, workers may also be on a fixed contract or payment may be by a piecework arrangement.

Salary

A salary is generally calculated on a yearly basis, for example $35,000 per year, and is paid either fortnightly or monthly.  A salary includes provision for the employee to take a certain amount of leave with pay (for example, annual leave, sick leave, etc.).  It may also include other benefits, such as use of a car.  Generally, if a salary earner is required to work overtime they will not be paid for that work because they are paid an annual salary to perform their job.

Wages

Wages are generally paid weekly or hourly.  Usually, if a wage earner is required to work overtime they will be paid for that work.  A wage includes provision for the employee to take a certain amount of leave (for example, annual leave, sick leave, etc.) with pay (unless it is a casual wage – see below).  However, unlike salaries, wages are money only – they cannot include other benefits.

Casual Wages

Casual wages are generally paid by the hour.  The rate of pay is usually higher than would be paid to the equivalent full-or part-time employee because casual employees are not paid sick leave, annual leave or study leave, and may not receive superannuation benefits.

Contract and piecework
Contract work is where particular tasks are completed for a set amount of money and within a set timeframe.  This applies to most consultants or where a project has a limited timeframe

Piecework is an arrangement where employees are paid at a rate per article produced/completed.  This is common in the manufacturing and clothing trade.  

Leave entitlements

Full-time and part-time wage or salary earners are usually entitled to various types of leave.

( Annual leave – an employee is entitled to a certain amount of paid recreation leave for each 12 months of continuous service.  The amount depends on the award, enterprise bargaining agreement or contract the employee works under.

( Sick leave – paid leave provided to cover employee illness.  The amount of paid sick leave varies between occupations and employers.  Usually, a minimum period must have been worked with the employer before an employee is entitled to this leave.

( Long service leave – this is a bonus for long periods of service and usually is granted after 10 years or 15 years of continuous service.

The leave entitlement of an employee is generally accrued (or built up) at a given rate (for example, x days per month).  The leave entitlement for the employee at any one time depends on:

( the leave entitlement in the employee’s award, agreement or contract

( whether the person works full – or part-time

( how long the person has worked for the organisation

( how much leave they have already taken.

Calculating Pay
Working in payroll, you need to be able to calculate gross pay, deductions and net pay for each employee.

Gross pay is the total amount earned by an employee during the pay period.  Gross pay may include:

( normal time

( overtime

( commission or bonus pay

( paid leave

( annual leave loading

Net wages, or “take home pay,” is the amount left after tax and other deductions have been removed.  Deductions are covered in the next section.

Net pay = gross pay – deductions
The way an employee’s pay is calculated depends on how the employee is remunerated (for example, whether they are a wage or salary earner, a casual wage earner, or earning by piecework, etc.).

Overtime is generally paid at a higher rate than normal time.  Some organisations also pay employees at a higher rate when 
they are required to work outside of normal office hours, for example, on weekends or public holidays.  Some common rates for overtime include:

( time and a half (1.5) – e.g. if the normal rate is $10.00 per hour, 1.5 would be 1.5 x $10.00 = $15 for every half hour of overtime worked

( double time (2.0) – e.g. if you earn $10.00 per hour, 2.0 would be 2.0 x $10.00 = $20 per hour

( triple time (3.0) – e.g. if you earn $10.00 per hour 3.0 would be 3.0 x $10.00 = $30 per hour

Sample 1

Gross pay calculation

 In sample 1, the gross pay calculations are shown for Ross and Naomi.  Ross’s pay is calculated by the hour, since he is a casual employee.  Naomi is a full – time employee.  Her fortnightly pay is a proportion of her annual salary.

Find out how employees are remunerated at your workplace.  There may be different situations for different employees.  You need to become familiar with the method of calculating gross pay for the employees at your workplace.  If you are not sure about something, as your supervisor.  It is important that pays are calculated correctly.

Deductions
Certain deductions are made from the gross remuneration to arrive at the net amount payable to the employee.  These include:

( income tax – as the main document from gross pay

( superannuation – an employee can elect to make contributions to a Superannuation Fund.  The employer usually agrees to deduct the contribution and forward this to a Superannuation Fund, on behalf of the employee.  (Note: This is not the Superannuation Guarantee Contribution which legally requires the employer to pay superannuation contributions for the employee, in addition to gross pay.  From 1 July 2000 this is 8% of gross pay.)

( voluntary deductions – such as voluntary superannuation contributions, health insurance, union duties, etc.

Deductions, other than income tax, are generally put in the appropriate column in the deductions section of the payroll register.  These deductions are generally also listed on the employee history card.  See the sample payroll register (Sample 2) and employee history card (Sample 3).

Income Tax
Most employees are required to pay income tax.  This is deducted from an employee’s gross pay in a system called PAYE (Pay As You Earn).  The employer then sends the tax collected from all employees to the Australian Taxation Office.

The amount of tax that an employee is required to pay depends on the gross remuneration and how it is packaged.  The PAYE system deducts more tax from higher earners than from lower earners.  The amount of tax to be deducted from a particular employee can be calculated using a weekly or monthly Income Tax Instalments schedule, which is available from Australia Post Offices or the Australian Taxation Office.

At the end of the financial year, the total remuneration and the tax deducted during the year are recorded on a Group Tax Certificate, which the taxpayer must use to complete an annual Tax Return.

If an employee earns less than a certain amount  (the tax free threshold), they may not have to pay any tax on their income.

There are also various rebates and additional taxes payable.  For further details of these, ask your supervisor or refer to the Income Tax Instalments schedule.

Employment Declaration form

All employees must complete an Employment Declaration before being paid by an employer.  This form will affect the rate PAYE taxation is deducted from their pay.

In the Declaration, the employee must state:

· whether the job is their primary job, or a second (or third) job (income from seconday jobs will be taxed at a higher rate

· Their tax file number (TFN), or they will be taxed at the highest marginal rate for every dollar earned.

Reconciling the total wages

The gross pay for the pay period should equal the total deductions plus net pay.

For example:

Gross Pay
$2178.00

Deductions

PAYE Taxation
$564.30

Health Insurance
$  60.45

Superannuation
$290.00
$914.75

Net Pay

$1263.25
The calculation of pay can also be seen in the sample payroll register, below.

Sample 2

Payroll Register

XYZ SUPPLIES PTY LTD

Payroll Register for Week Ending 18/8/2000

	Employee
	Hours
	Earnings
	Gross Pay
	Deductions
	Net Pay

	No
	Name
	Normal 
	1.5
	Double
	Normal
	1.5
	Double
	
	PAYE Tax
	Health Ins
	Super Ann
	Other
	Total
	

	1
	M Tiller
	40
	7
	3
	480.00
	126.00
	72.00
	678.00
	167.25
	-
	95.00
	-
	262.25
	415.75

	2
	D Austin
	40
	8
	-
	500.00
	150.00
	-
	650.00
	157.35
	20.15
	95.00
	-
	272.50
	377.50

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	1328.00
	324.60
	20.15
	190.00
	-
	534.75
	793.25


Sample 2 shows the weekly earnings for two employees of XYZ Supplies.  The gross pay figures are calculated from the hours worked at normal, 1.5, and double time.  Deductions are made for tax, health insurance and superannuation, to arrive at the net pay figure.

If the pay does not reconcile (that is, gross = net +amount for deductions), check the calculations thoroughly again, and notify your supervisor immediately so the error can be identified and corrected.

Payroll Preparation

Once you have prepared the payroll, you must have the appropriate person check and authorize the pay.  Make sure you follow the procedures specified at your workplace for preparing payroll.

Due to the strict timeliness involved in pay preparation, you must make sure that you keep within the timeframe allowed to prepare the payroll.  Organisations have a legal obligation to pay their employees on time and, depending upon the award or enterprise bargaining agreement, penalties may apply for late payment to employees.  It is important to make preparation of payroll a priority, until it has been completed, authorized and processed

Record Keeping

Record keeping is an important aspect of payroll.  Apart from the legal requirement for records, accurate and up – to - date records are needed in order to prepare payroll correctly within the required timeframe.  Records that may need to be kept include:

· employee history (employee records)

· employee earnings and payroll register

· employee timesheets

Employee history

The law requires that the organizations keep personal information about each of their employees.  This information, which is often written on employee history (or employee record) cards, generally includes the employee’s:

· tax file number

· commencement date

· type of employment

· rate of pay

· leave accrued

· leave taken

· details of employee superannuation

· allowances, for example, travel, meals, etc

Sample 3

Employee history card

EMPLOYEE HISTORY

SURNAME:
Johnson


GIVEN NAMES:
Susan Elaine

ADDRESS:
22 Morris Street Richmond

HOME PHONE NO:
9555 1249

BUSINESS EXTENSION NO:
6218

POSITION:
Accountant

EMPLOYEE NUMBER: 5319

DATE OF BIRTH: 6.4.1959

TAX FILE NUMBER: 432 159 831

NEXT OF KIN: Phillip Johnson

RELATIONSHIP: Husband

REPORTS TO: CEO

COMMENCEMENT DATE: 1March 1996

SALARY: $70,000 per annum

ALLOWANCES: $2000 car allowance

DEDUCTIONS: Superannuation $60 per week

LEAVE ENTITLEMENT: 4 weeks (annual) 16 days sick

NEXT REVIEW DATE: 1 March 2001

PAY PERIOD: Monthly

COMPULSORY SUPERANNUATION: SGC 8%

FUND: CBA No 2482622159

The information contained on employee history cards assists the payroll department to prepare the payroll.  A separate record is usually kept to control the leave accrued and taken by each employee (this is often the reverse side of the history card).

Make sure you are familiar with the employee history or employee record cards used at your organization.

Employee earnings

An employee earnings card or computerized pay record must be maintained for each employee by the pay office.  These are updated for every pay so that all pay details are recorded for the financial year.  This is a statutory requirement so that the Australian Taxation Office and employees can be given accurate information about the yearly remuneration earned.  With a computerized system, calculations can be performed and reports produced very quickly.

Sample 4 shows an example of an employee earnings card.  This also related to the payroll register in Sample 2.

Sample 4

Employee earnings card
Employee Earnings Card for Year Ended 30.6.2002

Name:
Michael Tiller
Employee No: 1

Address:
51 Brooke Street, Fairfield
Date Commenced: 1.5.2000

	Pay Period Ending
	Hours
	Earnings
	
	Deductions
	
	
	

	Date
	Normal
	1.5
	Double
	Normal
	1.5
	Double
	Gross Pay
	PAYE Tax
	Health Ins
	Super
	Total
	Net Wage
	Acc. Gross Wage

	11.8.00
	40
	7
	3
	480.00
	126.00
	72.00
	678.00
	167.25
	-
	95.00
	262.25
	415.75
	2078.75

	18.8.00
	40
	7
	3
	480.00
	126.00
	72.00
	678.00
	167.25
	-
	95.00
	262.25
	415.75
	2494.50


D.O.B:
15.3.60
Occupation: Foreman

Find out how employee earnings are recorder at your workplace.  If the records are computerized, make sure that you are familiar with the software and the orgainisation’s procedures.  Ask your supervisor if there is anything about which you are unsure.

Timesheets

Employees who are paid by the hour need to keep timesheets to record the number of hours they have worked.  Employees in service organizations (for example, law firms) may also need to keep timesheets so that the client can be correctly billed for the time spent on their job.

A timesheet shows the total hours an employee has worked during a week, so that the pay office can calculate the exact hours an employee has worked on a daily and weekly basis, and enables them to calculate ordinary time, time and a half, double time and any other allowances.

Time may also be recorded in other ways, for example, with clock cards.  If time is recorded at your organization, find out what method is used.

Sample 5

Weekly time sheet

Employee Name: M Tiller
No: 1

Week No: 1
Week Ending: 18/8/2000

	Day
	Starting Time
	Finishing Time
	Time off/meals
	Total hours/ minutes

	Sunday
	
	
	
	

	Monday
	7.00am
	5.00pm
	1.00
	9.00

	Tuesday
	7.00am
	5.00pm
	1.00
	9.00

	Wednesday
	7.00am
	5.00pm
	1.00
	9.00

	Thursday
	7.00am
	5.00pm
	1.00
	9.00

	Friday
	7.00am
	5.00pm
	1.00
	9.00

	Saturday
	7.00am
	12.00
	-
	5.00

	Total hours worked during the week = 50 hours – minutes

Signature of Employee: _________________________________


The timesheet in Sample 5 shows the total hours worked by employee M Tiller for the week ending 18 August, 2000.  The person preparing payroll would need to check M Tiller’s employee record card, in order to work out how many hours should be paid at normal or overtime rates.

Always make sure that your records are up to fate and accurate, and that you follows the procedures set down by your organization.

Payments to employees
Once you have prepared the payroll and it has been authorized for payment, it can be paid to the employees either by cash, cheque or electronic transfer directly into the employee’s bank account.

Make sure that you understand the procedure for paying employees at your organization.  Carefully check the dates by which various steps of the procedure must take place.  If you are having trouble meeting a deadline or you are unsure about something, talk to your supervisor as soon as you can.

Payment by cash

If a business pays its employees in cash, you need to prepare a cash cheque for the total amount of net wages.  Go back to the sample payroll register from Sample 2.  If the wages were to be paid in cash, a cash cheque would be drawn for $793.25.  The cheque would be cashed at the bank and the cash divided up for individual employees.

Generally, the bank is instructed on what denominations the cash is to be given in.  Most organizations try to minimize the bulkiness of each pay packet and so work out how to fill each pay packet with the smallest number of notes and coins.

In order to keep the physical size of the pay packets to a minimum, you need to prepare a  cash analysis sheet to calculate the breakdown of notes and coins you require.  For example, if you paid an employee $500 in $20 notes, you would have to give them25 x $20 notes which would create a bulky packet.  It would be better to give 2 x $100, 4 x $50 and 5 x $20 notes, which means only 11 notes would be used.  If you are using a computerized payroll system, the computer will prepare the cash breakdown for you.

Sample 6

Cash analysis sheet

Cash analysis sheet

Week ending 18 August 2000

	Employee Name
	Net Pay
	Notes
	Coins

	
	
	$100
	$50
	$20
	$10
	$5
	$2
	$1
	50c
	20c
	10c
	5c

	M Tiller
	$415.75
	
	8
	
	1
	1
	
	
	1
	1
	
	1

	D Austin
	$377.50
	
	7
	1
	
	1
	1
	
	1
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	15
	1
	1
	2
	1
	
	2
	1
	
	1


Take the cash analysis sheet, together with the cheque made payable to “cash,” to the bank to be cashed into the correct denominations.  It is usual to notify the bank of the denominations and quantity you require beforehand, so they can have them ready.

Once you have the cash, make up the pay packets following the cash analysis charts.

Payment by cheque

If your organization pays its employees by cheque, you need to prepare a cheque for each employee for their net pay.  This cheque should be signed by two authorized signatories.  Sample 7 shows a cheque for M Tiller, the employee shown in previous examples.

Sample 7

Pay cheque


Payment by electronic funds transfer
Many organizations pay employees directly into their bank accounts.  In order to use this method of payment, each employee must nominate the bank, branch and account number of the account into which they would like the payment deposited.  This is then organized through your organisation’s bank.

It is important to notify your organisation’s bank of the net pay each employee is to receive, within the agreed timeframe.  A pay advice or pay slipis given to each employee after the bank transfer has been made.

Make sure that you are familiar with the procedure for electronic funds transfer, if this is applicable to your organization, and for the dates by which the bank and employees must be notified.

Pay slips
No matter which method of payment is used, pay advice or pay slips must be prepared for each employee and delivered  within the agreed timeframe.  Pay advice should be given to employees with payment, for those paid by cash or cheque.

The pay advice should list the gross pay, showing normal hours and overtime worked, rate/s of pay, all deductions and the net pay.  It relates directly to the information on the payroll register.  Sample 8 shows a sample pay slip for employee, M Tiller.

Sample 8

Pay Slip



  

Security and confidentiality

Security and confidentiality are essential when dealing with payroll.

Security

Security is important to ensure that:

· no money is lost from the organization due to theft or carelessness

· only genuine employees are paid

· employees are paid the correct amounts due to them

· any overtime claimed has actually been worked

· no employee is put at risk when handling large quantities of cash (when paying in cash).

You can read more about security precautions when handling cash in the workbook How To Process Basic Financial Documents.
Many organizations adopt control procedures to assist with security.  Some control procedures that may be used include:

· supervision of timesheets (and other time records) to ensure that each employee only completes their own

· numbering of payroll registers and ruling a line through any unused lines to ensure there are no unauthorized additions

· keeping payroll documents locked away when not in use

· division of labour – the person who prepares the payroll should not ollect the money or distribute it to the employees

· employees signing that they have received their pay.

Make sure that you are familiar with and follow the security procedures adopted by your organization.

Confidentiality

When dealing with employees’ personal details and sensitive information, such as wage or salary, it is important to follow confidentiality procedures at all times.  You must never disclose the details of payroll or individual employees to any one except in accordance with company policy.  You should follow this policy strictly, at all times.

Enquiries

When an employee makes an enquiry regarding their own wage or salary, you should deal with it promptly, following your organisation’s policy and procedures.  In general, it is good practice to:

· record the enquiry

· deal with enquiries in a professional and courteous manner

· if you cannot assist a person, immediately refer them to your supervisor

· for more complex enquires (for example, a dispute over leave entitlement), tell the person enquiring when they can expect the enquiry to be resolved and then investigate the enquiry as quickly as possible.  Again, report the enquiry and results to your supervisor.

You can read more about handling enquires and handling complaints in the workbooks Customer Service and When Customers Complain.
(  

From the employee history cards and completed time sheets set out below, prepare the following on the appropriate forms provided:

· payroll register for the week ending 15.12.2001

· employee earnings card

· cash analysis sheet

· employee pay cheque

· employee pay slips

Notes:

· Before you start this exercise, update the employees’ histories, assuming they were given a 5% increase each year on the anniversary of the date they commenced

· All full-time employees are expected to work 35 hours per week.

· Overtime is paid for work over 35 hours  at a time and a half on Monday to Friday after 5.30 pm and before 10.00pm.  After 10.00pm double time is paid.  Time and a half is paid for Saturday after 1.00pm and before 6.00pm.  All day Sunday is double time.

· Casual employees are paid at a flat hourly rate irrespective of when they work or how many hours they work.

· Tax is to be deducted as follows:

J Smith - $317.50

J McDonald - $284.85

C Turner - $264.60

P Ashton - $33.30

Note: These employees work for a retail organization, which required all employess (including those who are paid an annual salary) to fill in timesheets.

EMPLOYEE’S HISTORY

SURNAME: Smith 
FIRST NAMES: Jill

ADDRESS: 151 St Kilda Road, St Kilda
TELEPHONE: 9336 5419

MALE / FEMALE: Female
DATE OF BIRTH: 2.9.55
MARITAL STATUS: Single
DEPENDENTS: Nil

DATE COMMENCED: 1.7.97
SALARY TO COMMENCE: $35,000

OCCUPATION: Manager
DEPARTMENT: Sales

DRIVERS LICENCE: KL00345
PREVIOUS EMPLOYER: Exclusive Wear
EMPLOYMENT CEASED: 
REASON:
REMARKS:

DEDUCTIONS:

Medical Benefits No. 31412331

Premium $15.50 per week

Superannuation Voluntary Contribution $40 per week

Fund MLC No. 5291 6502 3159 

EMPLOYEE’S HISTORY

SURNAME: McDonald
FIRST NAMES: Judith Louise
ADDRESS: 18 Cole Street, Richmond
TELEPHONE: 9687 5986

MALE / FEMALE: Female
DATE OF BIRTH: 1.4.72

MARITAL STATUS: Single
DEPENDENTS: Nil
DATE COMMENCED: 1.3.98
SALARY TO COMMENCE: $30,000

OCCUPATION: Supervisor 
DEPARTMENT: Sales

DRIVERS LICENCE: URT313
PREVIOUS EMPLOYER: Jewels Boutique
EMPLOYMENT CEASED: 
REASON:
REMARKS:

DEDUCTIONS:

Medical Benefits No 21496291

Superannuation Voluntary Contribution $20 per week

EMPLOYEE’S HISTORY

SURNAME: Turner
FIRST NAMES: Christina Margaret

ADDRESS: 100 King Street, Rchmond
TELEPHONE: 9336 9595

MALE / FEMALE: Female
DATE OF BIRTH: 2.3.70

MARITAL STATUS: Single
DEPENDENTS: Nil
DATE COMMENCED: 1.6.98
SALARY TO COMMENCE: $300.00 pw

OCCUPATION: Shop Assistant
DEPARTMENT: Sales

DRIVERS LICENCE: 
PREVIOUS EMPLOYER: Marni’s Clothing
EMPLOYMENT CEASED: 
REASON:
REMARKS:

DEDUCTIONS:

Superannuation Voluntary Contribution $25 per week

Fund MLC No 9867 0009 5463

EMPLOYEE’S HISTORY

SURNAME: Ashton
FIRST NAMES: Penelope Fiona

ADDRESS: 2/55 Hope Rd, Ascot Vale
TELEPHONE: 9321 5001
MALE / FEMALE: Female
DATE OF BIRTH: 16.12.69

MARITAL STATUS: Single
DEPENDENTS: Nil
DATE COMMENCED: 24.11.2000
SALARY TO COMMENCE: $15.50 ph

OCCUPATION: Shop Assistant
DEPARTMENT: Sales
DRIVERS LICENCE: K234 LP9
PREVIOUS EMPLOYER: Utopia Boutique

EMPLOYMENT CEASED: 
REASON:
REMARKS: Casual Employee

DEDUCTIONS: 
Employee Name: J Smith
No: 1

Week No: 1
Week ending: 15/12/2000

	Day
	Starting Time
	Finishing Time
	Time off / meals
	Total hours /minutes

	Sunday
	
	
	
	

	Monday
	10.00am
	5.30pm
	½ hour
	7

	Tuesday
	10.00am
	5.30pm
	½ hour
	7

	Wednesday
	10.00am
	5.30pm
	½ hour
	7

	Thursday
	10.00am
	9.00pm
	100
	10

	Friday
	10.00am
	9.00pm
	100
	10

	Saturday
	10.00am
	5.00
	½ hour
	6.5

	Total hours worked during the week = 47 hours 30 minutes

Signature of Employe:  J Smith


Employee Name: J McDonald
No: 2

Week No: 1
Week Ending: 15/12/2000

	Day
	Starting Time
	Finishing Time
	Time off / meals
	Total hours /minutes

	Sunday
	10.00am
	5.00pm
	½ hour
	6.5

	Monday
	10.00am
	5.30pm
	½ hour
	6.5

	Tuesday
	10.00am
	5.30pm
	½ hour
	7

	Wednesday
	10.00am
	5.30pm
	½ hour
	7

	Thursday
	10.00am
	5.30pm
	½ hour
	7

	Friday
	10.00am
	5.30pm
	½ hour
	7

	Saturday
	10.00am
	5.30pm
	½ hour
	6.5

	Total hours worked during the week = 48 hours 

Signature of Employee:  J McDonald


Employee Name: C Turner
No: 3

Week No: 1
Week Ending: 15/12/2000

	Day
	Starting Time
	Finishing Time
	Time off / meals
	Total hours /minutes

	Sunday
	10.00am
	5.00pm
	½ hours
	6.5

	Monday
	10.00am
	5.00pm
	½ hour
	6.5

	Tuesday
	10.00am
	5.30pm
	½ hour
	7

	Wednesday
	10.00am
	5.30pm
	½ hour
	7

	Thursday
	10.00am
	9.00pm
	1 hour
	10

	Friday
	10.00am
	5.30pm
	½ hour
	7

	Saturday
	10.00am
	5.00pm
	½ hour
	6.5

	Total hours worked during the week = 51 hours 

Signature of Employee:  C M turner


Employee Name: P Ashton
No: 4

Week No: 1
Week Ending: 15/12/2000

	Day
	Starting Time
	Finishing Time
	Time off / meals
	Total hours /minutes

	Sunday
	10.00am
	5.00pm
	½ hour
	6.5

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	5.00am
	9.00pm
	½ hour
	3.5

	Saturday
	10.00am
	5.00
	½ hour
	6.5

	Total hours worked during the week = 16 hours 30 Minutes

Signature of Employee:  Pashton


Payroll Register for Week Ending _________________

	Employee
	Hours
	Earnings
	Gross Pay
	Deductions
	Net Pay

	No
	Name
	Normal
	1.5
	Double
	Normal
	1.5
	Double
	
	PAYE Tax
	Health Ins
	Super Ann.
	Other 
	Total
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Employee Earnings Card for Year Ended _______________

Name:
Employee No:

Address:
Date Commenced

D.O.B:
Occupation:

	Pay Period ending
	Hours
	Earning
	
	Deductions
	
	
	

	Date
	Normal
	1.5
	Double
	Normal
	1.5
	Double
	Gross Pay
	PAYE Tax
	Health Ins
	Super
	Total
	Net Wage
	Acc. Gross Wage

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Employee Earnings Card for Year Ended _______________

Name:
Employee No:

Address:
Date Commenced

D.O.B:
Occupation:

	Pay Period ending
	Hours
	Earning
	
	Deductions
	
	
	

	Date
	Normal
	1.5
	Double
	Normal
	1.5
	Double
	Gross Pay
	PAYE Tax
	Health Ins
	Super
	Total
	Net Wage
	Acc. Gross Wage

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Employee Earnings Card for Year Ended _______________

Name:
Employee No:

Address:
Date Commenced

D.O.B:
Occupation:

	Pay Period ending
	Hours
	Earning
	
	Deductions
	
	
	

	Date
	Normal
	1.5
	Double
	Normal
	1.5
	Double
	Gross Pay
	PAYE Tax
	Health Ins
	Super
	Total
	Net Wage
	Acc. Gross Wage

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Employee Earnings Card for Year Ended _______________

Name:
Employee No:

Address:
Date Commenced

D.O.B:
Occupation:

	Pay Period ending
	Hours
	Earning
	
	Deductions
	
	
	

	Date
	Normal
	1.5
	Double
	Normal
	1.5
	Double
	Gross Pay
	PAYE Tax
	Health Ins
	Super
	Total
	Net Wage
	Acc. Gross Wage

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Cash Analysis Sheet

Week ending _______________

	Employee Name
	Net Pay
	Notes
	Coins

	
	
	$100
	$50
	$20
	$10
	$5
	$2
	$1
	50c
	20c
	10c
	5c

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



EMPLOYEE NO:
FOR PERIOD ENDED





	
	HOURS
	AMOUNT

	NORMAL
	40
	480.00

	1.5
	7
	126.00

	DOUBLE
	3
	72.00

	
	GROSS PAY
	$678.00

	
	TAX
	$167.25


EMPLOYEE NAME: M Tiller

COMPANY: Acme Express

NOTICES

	ADDITIONS/DEDUCTIONS
	AMOUNT

	Super
	95.00

	TOTAL ADDS/DEDS
	$262.25



NET PAY


EMPLOYEE NO:
FOR PERIOD ENDED





	
	HOURS
	AMOUNT

	NORMAL
	40
	480.00

	1.5
	7
	126.00

	DOUBLE
	3
	72.00

	
	GROSS PAY
	$678.00

	
	TAX
	$167.25


EMPLOYEE NAME: M Tiller

COMPANY: Acme Express

NOTICES

	ADDITIONS/DEDUCTIONS
	AMOUNT

	Super
	95.00

	TOTAL ADDS/DEDS
	$262.25



NET PAY


EMPLOYEE NO:
FOR PERIOD ENDED





	
	HOURS
	AMOUNT

	NORMAL
	40
	480.00

	1.5
	7
	126.00

	DOUBLE
	3
	72.00

	
	GROSS PAY
	$678.00

	
	TAX
	$167.25


EMPLOYEE NAME: M Tiller

COMPANY: Acme Express

NOTICES

	ADDITIONS/DEDUCTIONS
	AMOUNT

	Super
	95.00

	TOTAL ADDS/DEDS
	$262.25



NET PAY


Revision Activity
Process Payroll

You have been appointed as a payroll clerk, a position you have never held before.

Briefly describe how you would do the following.

· Ensure that there is an employment history record for every employee.  What information would you expect to find on each record?

· Ensure that the weekly timesheets are being filled in accurately and that there is little possibility of employees recording more time than they actually worked.

2 You are about to process your first payroll

* List all the documents and stationery you will need to complete the process from start to finish, assuming that the employees paid weekly receive cash, whilst the employees paid monthly receive cheques. 

* Explain why it is important that all payroll information about employees is kept strictly confidential

* Explain why it is essential to pay employees the correct amount and on time

* One of the employees is away on sick leave.  Under what circumstances will you continue to pay him/her?

* If there are 300 people employees in the organization, how will you know that all the timesheets handed to you are genuine?

* Why is it important to have all cheques signed by two people?

3 Obtain a copy of the Income Tax Instalments schedule from your nearest Australian Taxation Office or Post Office (you can phone for copies if you are unable to get to an office).

* Explain how you would use the different columns shown in the tables when calculating the correct deduction to be made from each employee’s pay

*Apart from “income tax,” what other tax/es can be deducted from the employees’ pay?

* What happens to the tax that you deduct from the employees’ pay?

4 Why does an employer have to pay a Superannuation Guarantee Charge on behalf of its employees?  How is this different from the voluntary superannuation which you deduct from employees’ pay?

EMPLOYEE NO:
FOR PERIOD ENDED





	
	HOURS
	AMOUNT

	NORMAL
	40
	480.00

	1.5
	7
	126.00

	DOUBLE
	3
	72.00

	
	GROSS PAY
	$678.00

	
	TAX
	$167.25


EMPLOYEE NAME: M Tiller

COMPANY: Acme Express

NOTICES

	ADDITIONS/DEDUCTIONS
	AMOUNT

	Super
	95.00

	TOTAL ADDS/DEDS
	$262.25



NET PAY

Ross works at a local bakery as a casual employee.  He earns $9.00 per hour and is paid time and a half on Saturdays and double time on Sundays.  This week, Ross worked 6 hours during the week, 4.5 hours on Saturday and 3.5 hours on Sunday.  





Ross’s gross pay for the week is:





9.00 x 6 hrs	= $54.00





9.00 x 1.5 hrs x 4.5 hrs	=   60.75





9.00 x 2 x 3.5 hrs	=   63.00





Total pay	 $177.75 





Naomi is a librarian for a large metropolitan newspaper.  Her salary, of $34,800 per annum, is paid fortnightly.  Naomi’s gross pay per fortnight is:





34,800 / 26 fortnights	= $1,338.46 per day





Date: 18/8/2000				Bank of Australasia


							Australia				Date 18/8/2000


To: M Tiller





For: Wages	


�
�
Balance�
�
�
�
Deposit�
�
$415�
75�
This Cheque�
�
�
�
Balance�
�



0126	0126 2619 2849 3010








Pay:   M Tiller_____________________________________


The sum of:  Four hundred and fifteen dollars & seventy-five cents_____


								$415.75


	A Woodhead	N Smythe





EMPLOYEE NO:	FOR PERIOD ENDED	


�
HOURS�
AMOUNT�
�
NORMAL�
40�
480.00�
�
1.5�
7�
126.00�
�
DOUBLE�
3�
72.00�
�
�
GROSS PAY�
$678.00�
�
�
TAX�
$167.25�
�
EMPLOYEE NAME: M Tiller


COMPANY: Acme Express


NOTICES











ADDITIONS/DEDUCTIONS�
AMOUNT�
�
Super�
95.00�
�
TOTAL ADDS/DEDS�
$262.25�
�









NET PAY	


		








1





18/8/2000





$415.75





Activity 1





Payroll





Date: 18/8/2000				Bank of Australasia


							Australia				Date 18/8/2000


To: M Tiller





For: Wages	


�
�
Balance�
�
�
�
Deposit�
�
$415�
75�
This Cheque�
�
�
�
Balance�
�



0126	0126 2619 2849 3010






































Pay _____________________________________ or bearer





The sum of _______________________________________________________________________________________________   $ __________
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