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Theresa Anderson
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NYSLRS RECORD OF ACTIVITIES ﬂ COPY

Name___ I mne. | adone.
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Activity Log

o Use anew row for each activity. You must include the start and end times for each activity.

o Enter the date, activity, start and end times, and the number of hours. In the Hours column,
only enter numbers (i.e. 2.75).

To ensure three full months of active working days are reflected on the ROA, extend the period
of the ROA by the amount of time used for vacations, illness, holidays or other reasons not
worked during the three-month period.

Once you have completed recording activities for a three-month period, print this worksheet
and sign and date below.

With my signature, | attest to the accuracy of the record provided.
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BOOKKEEPER DUTIES
VOLNEY NY

EMAIL

REVIEW AND RESPOND AS APPROPRIATE. AND MAINTAIN EMAIL RECORDS / FILES
RESPOND TO EMAILS / CORRESPONDANCE PER SUPERVISOR’S REQUEST / DIRECTION.
PRINT INVOICES, TRAINING OPPORTUNITIES ETC...

BILL PAY
VOUCHERS

REVIEW INVOICES & STAFF VOUCHERS AND CORRELATE WITH BACKUP
DOCUMENTATION AS NEEDED.

RECONCILE CREDIT CARD STATEMENTS WITH BACK UP DOCUMENTATION FOR
PURCHASES.

ENTER INVOICES INTO WILLIAMSON LAW BOOK (WLB) AND GENERATE VOUCHERS AS
NEEDED.

ENTER STAFF VOUCHERS INTO WLB FOR PROCESSING.

MAKE ACCOUNT PAYMENTS ONLINE AS NEEDED, SUCH AS NATIONAL GRID, AFLAC,
OCWA

PRINT VOUCHERS BY DEPARTMENT AND PROVIDE TO TOWN BOARD FOR REVIEW AND
APPROVAL.

PRINT COMPLETED ABSTRACT OF VOUCHERS BY DEPARTMENT — PROVIDE TO CLERK TO
CERTIFY

PROVIDE! HIGHWAY SUPERINTENDENT WITH A COPY OF HWY DEPT. ABSTRACT.

ISSUE CHECKS FROM APPROVED VOUCHERS / ABSTRACTS

PROCESS CHECK PAYMENTS FOR MAILING TO VENDORS

CORRELATE PAYMENT STUBS WITH VOUCHERS FOR BOOKKEEPING RECORDS AND FILE
ACCORDINGLY.

HR
FUNCTIONS
& PAYROLL

COLLECT TIME SHEETS FOR THE PAY PERIOD.

COMPLETE RPC FORMS AND PROVIDED TO COUNTY HUMAN RESOURCE DEPT.
CORRELATE MONTHLY PAYROLL DATA AND REPORT TO CANALE’S FOR PROCESSING
CALCULATE PAYROLL AMOUNTS FOR GENERAL AND HIGHWAY DEPT’S AND MAKE BI-
WEEKLY BANK TRANSFERS FOR PAYROLL FROM APPROPRIATE FUND

MAINTAIN PAYROLL FILES

MAINTAIN EMPLOYEE FILES (RPC'S)

ASSIST CANALE’S WITH ADMINISTRATION OF RETIREMENT PLAN

BANKING

PREPARE DEPOSITS FOR TOWN CLERK TO DEPOSIT AT THE BANK.

VERIFY BANK RECEIPT ARE ACCURRATE AFTER DEPOSITS HAVE BEEN MADE.
CONTACT BANK FOR ISSUANCE OF BANK CHECKS AS NEEDED.

PRINT MONTLY BANK STATEMENTS.

RECONCILE STATEMENTS AND FILE.

MISC.
DUTIES

MAINTAIN ALL APPROPRIATE FILES AND RECORDS

ANSWERS PHONES AS NEEDED

ASSIST OTHER DEPARTMENTS AS NEEDED

CORRESPOND WITH WILLIAMSON LAW AND CANALES AS NEEDED TO ENSURE

BOOKKEEPING FUNCTIONS ARE BEING COMPLETED AND RECORDED ACCURATELY




