	Detailed Job Instructions
	
Job Name:     Weekly banking/Wages Sheet (Electronic)

Position:         Technician
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THIS FORM IS TO BE COMPLETED ON A WEEKLY BASIS.  COMPLETED FORM NEEDS TO BE EMAILED TO THE FOLLOWING PERSONNEL NO LATER THAN 9.00AM WEDNESDAYS.

payroll@edry.com.au

	

	Technician details
	
A. [Enter] your full name.   e.g. John Smith
 
	


	




Reconciling to daily run sheet

(Daily Jobs Summary)
	
B. [Enter] Week start date

C. [Enter] Run name  e.g. B4

D. [Enter] Vehicle Registration Number  

E. [Enter] Total $$ cash taken for each day from daily banking sheet

F. [Enter] Total $$ Cheques taken for each day from daily banking sheet

G. [Enter] Total  $$ Credit Cards taken for each day from daily banking sheet (inclusive of any processed by Head Office).

H. [Enter] Total $$ of accounts for each day from daily banking sheet .

I. [Enter] $$ value of any cash expenses on the day it was spent.

Note:  Please provide details of cash expenses in the notes area.

J. [Enter] $$ Value of scheduled work from job sheet for each day (less)  any variations.  

K. [Enter] $$ value of any work as a result of a quote being given for each day (from current or previous week). 

L. [Enter] $$ of any up sell for each day from daily banking sheet.

M. [Enter] $$ of any pre booked jobs for each day from daily banking sheet.

N. [Enter] $$ of credit card surcharges.

O. [Enter] $$ of any Restoration income (i.e. excess, private jobs)

P. [Enter] No of jobs for each day.

Q. [Enter] $$ value of any pre-booked products sold.

R. [Enter] Start time for each day.  i.e. start time of first job.

S. [Enter] Finish time for each day. i.e. start time of last job.

Start and finish times may vary in certain circumstances (i.e. Resto, travel).  If in doubt, please clarify with your Line Manager.

T. [Enter] Total hours worked for each day.

U. [Enter] Total hours performed out of hours for Restoration work.

V. [Enter] Total leave hours i.e. 7.6 hours for full day

W. [Enter] Type of leave taken (if applicable).  i.e. Sick, Rec, LWOP, TIL, Compassionate, Other.

X. [Enter] $$ value of any expenditure as listed.

Y. [Enter] Date banked

Z. [Enter] Branch banked at.

AA. [Enter] Express Deposit Bag number (where applicable).

AB. [Enter] Total value of banking (i.e. cheques and cash).  This should equal the total in the “To Bank” column.

	




Credit Cards
Note:  Please use notes area to record details of any credit cards processed by machines other than your own.

Customer Accounts
Note: Please ensure you have recorded on the blue sheet all details required  for issuing of invoice to customer.  i.e. Name, Address, Value, Details of Job.

Variations

Note:  Please record details of cancellations or any variations in the notes area


Quotes

Note:   Where a job has been listed on the run sheet as scheduled, however a quote has previously been provided, show this value here and not in (J) – scheduled work.
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