LAVIEW SECURITY PHILIPPINES INC.

	PROCEDURE MANUAL

	Department               :     Finance

Section                        :     Accounting
Title                              :     Payroll


1 Purpose    : To provide standard procedures of Payroll Disbursements.
2 Scope        : This procedure applies to Payroll Processing and final payment.
3 Procedure:

3.1 Process Flow Chart f Payroll
Responsibility
Process
Interface

Payroll Assistant                        Receive 201 File                                                *201 File                                                                                                                                                            
                                  
                                 Note 3.1.1          *duly approve employment
                                                                                                                                         contract
                                                         

                                                       Encode in payroll system information in                                                                                                                                                                                                                                                                                                                                                    

                                                       the 201 file                            Note  3.1.1                   

                                                      Receive Attendance Register sheet and       * Attendance register                                                                                                                                                                       
                                                      Sales and Collection Incentive Report.          *Sales and Collection Incentive
                                                                                                       Note 3.1.1
Report
                                                                                                                                    *Deductible documents like
                                                     Receive employee deduction documents
    Appliance Loans, SSS and
                                                                                                       Note 3.1.1             Pag-ibig, Loans
                                                



Encode all information in Payroll System. 
                                                      Generate payroll Register. 

                                                                                                       Note 3.1.1       


                                                      Encoding in Bank Automated Payroll
                                                      Credit System.
                                       
                                            Note 3.1.1     


                                                      Generate automated payroll credit
                                                      Report                                      Note 3.1.1         
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Finance Manager                       Check payroll register and Automated
                                                       Payroll Credit Report                                                                                                     
                                  
                               Note 3.1.2
                                                                                                                                      
                                                         

VP-Finance/                                Affix signature                                                                                                                                                                                                                                                                                                                                                                         

 President-CEO                                                                          Note 3.1.3                    


                                                      Generation of Pay slips, SSS, Medicare, 
Payroll Assistant                        and Pag-Ibig contribution Reports                                                                                                                                                                                                    
                                                                                                      Note 3.1.4                                                      
                                                                                                     
                                                      Preparation of Remittance Reports to                                                                            
                                                       various government agencies.
                                                                                                     Note 3.1.4
                                                


Remittance and payments to 
                                                         Government agencies
                                                                                                     Note  3.1.4     



                                                      Preparation of Payroll Entries
                                                                                                     Note 3.1.5
                                       
                            

  Accounting Assistant              Forward to Bookkeeper and Cost
                                                      Accounting copies of payroll entries
                                                                                                     Note 3.1.5                                                              


                                                      Recording of Deductions in Employee
                                                      Subsidiary ledger. 
                                                                                                     Note 3.1.6
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Notes:

3.1.1 Payroll Assistant receives 201 File with duly approved employment contract from HRD. Encode 
                   In Payroll System Information of 201 File. On payroll cut-off dates receive Attendance Register       

                   From HRD together with the following:

                 3.1.1.1 Approved overtime authorization slips.
                 3.1.1.2 Direct to home to field slips.

                 3.1.1.3 Leave forms
                               Receive Sales and Collection Incentive Report from Sales Department.
                               Payout period is every 3rd and 18th day of the month.
                                  Payroll Assistant review entries in attendance register in corresponding deduction
                                   Documents of employees from HRD like:
                  3.1.1.4 Approved appliance loan.
                  3.1.1.5 SSS and Pag ibig Loans
                  3.1.1.6 Personal Loans
                  3.1.1.7 Other deductions authorized by employees.
                                 Payroll Assistant encodes all information in Payroll System and generate payroll register
                                 Payroll Assistant review and check generated payroll register before Automated Payroll      
                                  Credit System Reports preparation and process the Automated Payroll Credit System
                                   is provided by the accredited payroll disbursing bank. Forward the payroll
                                   register and automated payroll credit report to Finance Manager for final checking and
                                   signature.

3.1.2 Finance Manager check and verify entries in the payroll register and APC report and forward 
                   Reports to VP-Finance or CEO for final signature for the accredited bank to debit LaView Phil 
                   Account in favor to the individual employee payroll accounts.

3.1.3 Vice President for Finance or the CEO affixed signature on the pages of the automated payroll
                   Credit reports to authorize the bank to debit the LaView Phil. Account.

3.1.4 Payroll Assistant generates Pay slips, SSS, Medicare, Pag-Ibig reports. Record all employees’ 
                   Deductions in their individual ledger accounts. Preparation of Remittance Reports to various 
                   Government agencies like Withholding Taxes, SSS, PhilHealth, Pag Ibig, Processing of payment
                   Requests and submission of reports to government agencies.

3.1.5 Preparation of Payroll Entries. Forward entries to Bookkeeper for recording of payroll   
                Expenses for the period.

3.1.6 Payroll Assistant will record employees’ deduction to each employee subsidiary ledger
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4. Quality Record
            4.1 Employment contract


     4.2 Personnel Action Notice

     4.3 Tax Exemption Certificate


     4.4 Government Remittance Report

     4.5 Attendance Register

     4.6 Sales and Collection Incentive Report

     4.7 Payroll register

     4.8 Pay slip
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