
Blank cheque forms mounted on a computer printer are checked over by representatives of the
three university departments most involved in the processing of your pay cheque. From left
are Marian Turner of the Payroll Department, Albert Nightingale of the Bursar's Office, and
Jim Van Roon of the Data Control Centre.

The story of your pay cheque 

4,000 computer cards for one payroll
Simple things are often formed through com-
plex processes.

Take, for instance, that little piece of paper
saying "Pay to the order of ...." However
eagerly you may have awaited your pay cheque,
the attention is drawn to a single item — the
amount of money it is made out for. Yet be-
hind this simple figure is a complicated series
of procedures. They start with payroll inform-
ation and blank cheque forms, and end ultimate-
ly with microfilmed records of cancelled cheques.
And your own pay cheque is only one of 3,500
university cheques, totalling a million dollars,
that are made out every two weeks. It is no
doubt one of the marvels of modern account-
ing that so many documents can be made out
so often and so accurately, with so little chance
of theft or embezzlement.

Part of the reason appears to lie with the
computer and the almost-instantaneous calcula-
tions it performs. But most of it is apparently
due to the sophisticated techniques of modern
finance, that permit fast, accurate and carefully-
controlled processing of information.

The university's payroll system starts in the
McLaughlin Library's administration wing with
the Personnel Department, and with a document
called the appointment form. When you are
hired, it furnishes the payroll office with data
such as your rate of pay, and your income tax

 and other deductions. Until this form, with
the series of signatures it requires, is sent to
the Payroll Office, you cannot be paid. (This
procedure is partly meant to keep employees
from setting up a "ghost payroll" — that is,
from registering a long-deceased ancestor or
the family cat for extra salary.)

Most of the university's personnel are on a
full-time basis as concerns pay, says payroll
supervisor Elvin McNally. They receive their
cheques automatically, and the Payroll Office
is only notified in case of some out-of-the-
ordinary matter, such as overtime or absence.
But for casual employees, time sheets are sent
into the office.' And if for some reason, a time
sheet is sent in late, the pay cheque also is
delayed.

Information from the Payroll Office goes
to the university's Data Control Centre in the
Animal Science building, and is punched onto
computer cards. For each payroll, about 4,000
cards are punched out, and fed into the com-

puter in order to update its information, says
data control supervisor Jim Van Roon.

Only after this point do the pay cheque
forms make their appearance. These forms
are purchased from a manufacturer for about
one cent each, and come attached together in
batches of 2,000. They are set onto a computer
printer which types information onto them,
filling them out at the rate of three cheques
per second. Thus within half an hour 3,500
cheque forms and deduction slips are prepared,
complete with names, gross and net pay
amounts, and deductions. But they still lack
a vital ingredient — the signatures of the uni-
versity's administrative vice-president and
comptroller, which alone will make them
negotiable. For this, the pay cheque forms
must be returned to the McLaughlin Library
building and sent to the Bursar's Office.

In the Bursar's Office, two officials unlock
signing machines which transform the cheques
from almost-worthless forms into valuable
documents. They pass through this machine,
then through machines that separate the
individual cheques, fold them, insert them
into envelopes, and seal them. Then the

envelopes are sorted for each department,
and are finally ready for pickup and distribution.

The university's payroll system has not
always been so complicated. Back in 1954
when the University of Guelph had only 800
employees who were paid once a month, each
cheque was typed by hand. The bursar (who
was probably disabled while still young from
writer's cramp) signed them all. In the future
the pay cheque may become a cumbersome
middleman in the financial system, and may
disappear. University employees may prefer
having their pay deposited directly into their
own bank accounts.

The complexities of the present payroll
system are justified in two words — internal
control. This principle seeks to minimize the
effects of human error and human greed. Thus
a mistake made by one person will be discover-
ed through calculations done by others. And
one person's attempt to pilfer the pay of his
fellows will be uncovered through similar
checks. Under the principle of internal control,
no one person has access to the whole system.
It would require collusion by many individuals
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Parties & street dance to mark fall semester orientation PERSONALS
Students and their parents arriving on Tuesday,
September 7, the day prior to registration,
will be welcomed at various coffee parties
on campus. Members of the Orientation
committee will greet the newcomers in
Mills Hall, Lennox and Addington Hall
and Ottawa dining hall. They will be
happy to answer questions for freshmen
and their parents.

The International Students will hold a
reception in the evening in Macdonald Hall,
and at 2 p.m. there will be two formal
welcoming sessions for students. South
area residents will meet in Room 105 of
the Physical Science building, and the north
area residents will gather in War Memorial
Hall. A street dance will be held in the
Lennox and Addington Hall court yard to

Registration outlook
Registration rapidly approaches for an
expected 6,500 full time undergraduate
students at Guelph. This compares with
about 6,000 last September. Of the 6,500,
2,600 will be new students, 2,300 of them
enrolled in first semester programs.
Seventy-three per cent of the first semester
students have come to university directly
from grade 13.

According to Ron Heath, Associate
Registrar, the University has processed 10,394
applications for full-time undergraduate
admission and has accepted 6,313 of the
applicants, or all of those meeting the
university's minimum requirements. Of
the successful applicants, 2,592 have indicated

P ayroll Continued from page 1

for a payroll to disappear. And the con-
sequences to such individuals, as to any of us
who steal our neighbours' money or wives,
could be devastating.

The story of a pay cheque reaches its climax
in that moment of joy when the cheque enters
your handi its anti-climax comes when it dis-
appears into the grubby little mitts of your
spouse, father, son, bank teller or whatever.
But the cheque itself continues its existence.
It threads its inexplorable way from bank to
bank and returns as a cancelled cheque to the
university. Here it is kept for a year as a
record — so the university can prove to the
auditors (and to you, should you challenge)
that, yes, they did pay X dollars to J. N.
Doe on August 26, 1971.

After a year the cheque is destroyed. But
its spirit lives on as a photograph on micro-
fil m. (The photos of 9,000 cheques are re-
corded on a single microfilm tape.) These
records are kept for a minimum of seven years
(and a maximum of eternity) as a record, for
historians interested in your years of service
at the University of Guelph.

end Tuesday's program.
Formal registration begins on Wednesday,

September 8, and campus tours and foot
rallies will be held all day. There will be an
outdoor barbecue at Creelman Hall at 4:30;
a group leader's auction in War Memorial
Hall at 7:30; and Coffee House party
from 7 to midnight in the cafeteria of
Lennox and Addington Hall.

An innovation this year is the Academic
Orientation program in which many depart-
ments are participating. On Thursday and
Friday, throughout the day, mini-lectures
will be held in the departments and, where
feasible, displays posted.

Further details of the continuing
orientation program throughout the week
will be listed in next week's News Bulletin.

that they intend to register for fall semester
at Guelph.

Four degree programs still have a few
unfilled places: B.Sc.(Agr.), B.Sc.(P.E.),
B.Sc.(Eng.), and B.Comm; the University is
still accepting applications for these programs.
Nine hundred of the first semester students
are expected to register in Bachelor of Arts
programs. Projected enrolment in other
semester one programs is as follows: Bachelor
of Science, 520; Bachelor of Science in
Agriculture, 250; Bachelor of Applied Science
(Family and Consumer Studies), 235; Doctor
of Veterinary Medicine, 84; Bachelor of
Science in Physical Education, 69; Bachelor of
Science in Engineering, 56; Bachelor of
Commerce (Hotel and Food Administration),
42i Bachelor of Landscape Architecture, 25;
and Associate Diploma in Agriculture, 150.

New university cards issued

The University I.D. cards issued prior to
August 31, 1971 have expired. They are being
replaced by a University Card in a new format.

New embossed University cards for
faculty and professional appointments should
now be available at the appropriate Depart-
mental offices. Please pick up and sign for
your card at your earliest convenience. Any
cards not claimed by September 17 will be
returned to the Library and may then be
claimed by applying at the Library Circula-
tion Information Desk.

Support staff presently in possession of
the old key-punched card may obtain a
reissue by applying to the Circulation
Information Desk which is open 8:30 a.m.
to 5:00 p.m. Monday to Friday (holidays
excepted). The procedure for support
staff to whom cards have not previously
been issued remains unchanged; application
is through their respective Department Heads
who will forward their recommendations by
memo to R. A. Logan, Acting Head,
Circulation Department, McLaughlin Library.

For Sale — '64 Volks. in good condition, Ext.
2592 or 821-9936.
For Sublet — for 6 months, 2 bedroom apt. in
east end Kitchener. Everything supplied.
Furnished. 754-5295.
For Sale — 3 bedroom house off Hwy 6, south
of the University. 822-3496.

For Rent — stone farm house, excellent condition,
modern facilities, oil heat. 14 m. from Guelph
near Eramosa. 843-1679.
For Sale — push lawn mower; single burner hot
plate; small electric heater; student's desk lamp
and new jolly jumper. 822-2935.
For Sale —'64 Galaxie 500 Ford, one owner car,
good tires, needs some repair work. 822-5881.
For Sale — '65 Comet, 4 door sedan, automatic.
Excellent condition. Ext. 2621.
For Sale — fresh Ontario lamb custom prepared
for freezer. Available until Thanksgiving.
843-2937.
Wanted — small refrigerator by September 10.
300 Eramosa Road after 6.
For Sale — house near University Village. Quiet
street. 821-4924.
For Rent — spacious 4 room upper duplex in
stone house. Professional people preferred.
Available October 1. 821-3017.

Wanted — good home for 15 week old kitten —
suspect female, answers to Sam. House trained.
Phone ext. 2219 or 821-6266 (evenings).

For Rent — house with garage. 824-2585 after 5.
For Sale — Nearly 3 acres on Speed Rive, 10 min.
from Guelph. Small cottage, large stone
fireplace, outside floodlite for skating, swimming,
barbecuing. 846-5863.
For Sale or Rent — 3 bedroom brick house,
finished attic. London Rd. area. Elias at Ext.
2619 or 822-9771 after 5.
For Sale — '64 Studebaker Sedan. Automatic
Transmission. V8 4 door. Ext. 3254 or 846-5562.

For Sale — '67 Sunbeam Alpine Sports car.
Ext. 3254 or 846-5562.
For Sale — Westinghouse washer & dryer; 2 large
healthy plants. 821-2346.

. For Sale — 1969 G.M.C. Pickup Truck. 30,000
mi.; Shure magnetic cartridge. MB71. For dual
turntables. 821-7302.

• Wanted — by October 1, 1971, a two bedroom
apartment located close to the university. This
apartment will be shared by two working girls
and must have refrigerator and stove. Willing
to pay between $90 — $120 monthly. Call
Ext. 2155-56 or 822-4909 between 7 — 9 p.m.

• For Sale — one studio couch (converts into two
single beds) good condition. Call after 6 p.m.
824-3332.

• For Sale — 1968 Triumph GT 6. dark blue,
excellent condition. Call 824-4926, after 6.

• For Sale — 66' Epic — Contact Paul at Ext.
3065 or 658-4023 after 6 p.m.
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