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Utilization of t he "Individual Work Slip" 

I . This slip will help : 

~ - The head of each Direction or Service control the activities of the 

members of their staff and %ease their estimates of operation needs on these 

activities . 

h - Program Accountants distribute the personnel costs to d.iff erent 

programs and activities . 

II . The following employees will need t o use the slip : 

a - Office members of a Direction or Service working for a particular 

program, 

b - Those working for a determined ntunber of activities pertaining ts> 

one program, 

c - Those wcrking f or a:ny activ 'ty capable of obtaining a number of 

tangible end- products • 

.1!.ach employee will keep only one slip. 

III . How to use the control form: 

a - Each employee is r esponsible for filling his own daily slip -

Every 15 days the agency head clooects all individual slips, verifies the state

ments, certifies them and f orwards the slips to the Program Accountant . 

b - Each employee :hx writes out his names real title and the group 

where he belongs (office, section or group) . 

c - hxlcK home of the agency - Direc1ion or Service, the code if 

necessary, an~ the official name of t he Program. 

d - The period involved for example from 1st to 15th of a month . 

e - Section reserved for Program Accountant : Classification number 

or a:ny reference number. 
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f - Name of the Programs when the employee is working for several 

programs . Names of the activities if he works for several activities in the 

same program; nam s of the Oper·tions if he works for several tangible oper -

tions in the same activity. 

In r gard to the name of the program (activity) eoncenied make a cross for 

each ~ worked; write the number of hours und rneath . 

g - Operations pertaining to the above activity, or activities per-

taining to the above program (f): for e ch day worked, write the number of 

hours . 

Ex.ample: Program 2 Road nd Bridges 

~f ~ ~ew Constructions 
g - National highways 

- Interprovincial highways 

h - The real number of hours worked for each day. This number may faJ.l 

short or exceed the normal daily working time - 7 :JO or 4:30 (Saturday) . 

i - The number of hours spent for each program, activity, or operation 

in 15 days . 

j - The total number of hours spent for all t he programs , activities, 

and operations in 15 days . 

k - Monthly salary including every allowance and reti rement provision 

(to be recorded by Program Accountant) . 

1 - Average hourily salary for the month to be recorded by monthly 

salary k divided by the t otal number of working hours in the month 

m - Section reserved for Program. Accountant to put the number of the 

Program or Activity 

IV On receiving Individual Work Slips from agency heads , the Program Accountant 

has the duty to : 

1 . Classify the slips, ssi_sn a serial or control number in Section 

~ ( e) for easy finding . This number should be simplified and show the l a.st 

month then salary was paid. 



2. Utilize the data in the slips by computing the hours spent by each 

employee at each program, activit y or operation, the total number of hours 

requir d by all activities or programs, compare programs or activities among 

thems lves and if there is anything unclear, check with the concerned agency 

head; if possible, compute a simple ratio indicating the time r quired by 

each activity or program i n the comparison. 

J . Col!Ipute the personnel costs for activities or programs . 

4. l:eke them into separate accounts in statement sheets and enter them in 

books for the concerned activities or programs . 

5. file the work slips in thick cover binders(Welt-type for sticking or 

acco- typey. These slips and the corresponding monthly s atement sheets will be 

kept carefully as basic records . 

As for costs of direct personnel, the ?rogram Accountant will follow the 

lists of the personnel assigned to each p~ogram or activity, and their monthly 

salaries including all llowances and compensations they ma.y get . In this 

follow-up work, the Program Accountant must be in permanent cont act with 

different directions or services and the Personnel Section in order to secure 

necessary in£orm tion. 

V The Admini s trative Service ' s Personnel Section has the duty to re~ort to 

the Program Accountant any change in the dministrative (change of category, 

promotion, retirement , r eturn to Personnel Direction for t r ansfer to another 

gency, new recruit , etc ••• ) or family statu of the ~ersonnel of the P.W. 

Direction General . The Program Accountant does not have to know all details 

of the salaries, but only the total paid plus the r eti ment allowance . 

VI The heads of agencies have to inform the Progr am Accountant about the use of 

all their depending personnel , the assignments to each program or activityj:: the 

chan e of assignments (fr om on program or activity to the other, from direct 

to indirect assignments , etc ••• ) , and about every transfer (from one section 

to the other, one service or direction to the other, etc ••• ) 
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If an employee, fil ling in an individual work slip for a particular 

assignment , is ordered to go to another assignment, he must cl ose the work slip 

and return it to the head of the agency he has to leave. The latter will certify 

the slip and note the transfer on the work slip before transmitting it to the 

Program Accountant . If hecessary, employee will be given a new work slip which 

he will keep from the da.te he be.gins the new job . 

Thus, it is important that Directors andService Chiefs kno thoroughly 

the work of every employee under them as well as the requirements of their 

services. The effectiveness of accounting documents and regularity of budget 

execution will depend on how close their cooperation with the ProgrBl:l 

Accountant will be . 

Pro . Direction 
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