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' FOREWORD : ; oA

\

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Qffice of Education.

The Occupational Analysis project was proposed and conducted to train voca- :
tional educators in the techniques of making a comprehensive occupational
analysis.” Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty~one different occupations. Represen-
tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process. i
The project was conducted in three phases. Phase oue involved the pianning
and development of the project strategies. The analysis process was based
on sound principles of learning and behavior. Phase two was the identifica-
tion, selection and orientation of all participants. The training and work< °
shop sessions constituted the third phase.~” Two -week workshops were held
dyring which teams of vocational instructors conducted an analysis of the °
ofcupations in'which they had employment experience. The instructors were
ssisted by both occupational consultants and subject matter, specialists.

he project--resulted in producing one hundred two trained vocational instruc- !
tors—capable of conducting and assisting in a comprehensive andlysis of '
various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis included a statement of the various tasks performed
in each occupation. For each task the following items were identified:

tools and equipment; procedural knowledge; safetv knowledge; concepts and
skills of mathematics,.science and communication needed for successful per-
formance in the occupation. The analfkis data provided a basis for generating
inst ructional materjals, course outlines, student performance objectives,
criterion measures as well as identifyinp specific supporting skills and
knuwledge in the academic subject areas.

6 v




™~ PREFACE
When-considering the position of bookkeeper in relation to the development of duties
and tasks involved-.with the occupation, it is riecessary to determine what is meant by
the term bookkeeper as it is considered by some to be synonomous with actountant and by
others to be just a small part of the entire accounting function. Therefore, the

definition is based on the Dictionary of Occupational Titles. This definition is.
included in the job description, )

In analyzing the range of tasks a bookkeeper might perform, the writers have to cone
sider the small office or company with only one bookkeeper doing all tasks to the large,
multi=million dollar corporation in which one person would perform a small sub-tasks in
thefcompl%gion of the larger task, ’ \
Although an entry level bookkeeping clerk may need only a knowledge of the operation of
a ten-key adding machine and basic arithmetic skills; beyond this entry level job, a firm
understanding of the accounting cycle Qnd accounting terminology is a necessary requirement
for the job of bookkeeper. )

It should also be noted that a bookkeeper should be able to perform repetitive tasks for
extended periods of tire. and should be constantly aware of apparent discrepancies which
are defined as errors common.in bookkeeping (basic arithmetic mistakes, transposition of
numbers, extension errors, and mistakes in recording names and/or figures). i
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JOB DESCRIPTION '

\

! 1

A bookkeeper* keeps records of financial transactions of establishment; verifies and enters
details of transactions as they occur or in chronological order in account and cash journals
from items, such as sales slips, invoices, check stubs, inventory records, and tequisitions'
sumarizes details on separate ledgers, using adding machines, and transfers data to

general ledger, balances books and compiles reports to show statistics, such as cash receipts
and expenditures, accounts payable and receivable, profit and loss, and other items pertinent
- -~ to the operation of a business; calculates employee wages from plant records or time cards

; and makes up checks or withdraws cash from bank for payment of wages; may prepare with-
holding, Social Security and other tax reports; may compute, type and mail monthly statements

to customers; may complete books to, or through, trial balance; and may operate calculating
and bookkeeping machines.

*Reference DICTIONARY OF OCCUPATIONAL TITLES P.66
]
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Duty A Preparing Payroll

1
e 2
3

Prepare payroll register
Prepare payroll checks
Summarize payroll, register




Pa3SII :wmummuoucﬁ 393axo0duy
i
U , 510119 UOTSUIIXY

siaqunu jo uofIjsodsuei]

“§gouds /

xjpuaddy aas

> T~
. N
\ /

L . sorouedaidsTp Iuaieddy-

§3nd

-

spi1023a
Suguae?a wwhOHaEw TenpJATPUT IILTRUMDIY
' paodoax dujuae?
wwhOHaEw o3 a9a3sydaa Hﬁouhwa woay 3ISOd
- a93sFdaa Troaded 3004
sporaad snojaaad o3 aiedwod pue TTo0a
-Aed $§013 jo y se SuOT3IONPIP INdwoD
SS3UlaTqRUOSEIL
103 sporaad [roiaded snotaaad o3
sanoy [e303 put sjunowe IeTTOp 3iedwo)
a0sTaladns jo Teaoadde .urelqQ
s3dutuae?d uw: wunmﬁoo
- w=0ﬁuuszv £1essaodu aindwo)

s

NN

spaed. awyd AJTFAA

19353891 TT0aked uo ajex Ing
19383891 TToaked o3 spiodax TToaked

WO1j UOTIBPWIOIUF UOFIdWIXd IIJSUBIL
193s3daa TrOa

-Aed uo hHHmUﬁuwnmsun s93koTdwd 3IST]

- \ spaooax 3ujuied >dLoTdmy

. sdupuies ssoid aakoldwa a3Indwo)

Rae sguruzea 32u 1% 3IT
v |

aae suoyIonpap [I® 3IT

J0IZI0
aupuIa33q

3993100
supuxalag J\.

— ‘3033100
uu\\wcﬁchww mwouw 1IT® 3T Supuial m
pa3lsII 21w mwwhOHnEw 1T 3T {urwaalag

- SNOISI1230

&

S3a[13 [Auuosiag

s9Tqel uof3IdNpaAq
103BTNOTED 10 IUTYOBW SUFpPPYV
spaed 3wyl
spaodax [roiaded

a9318Fd9a Troaked

QUVZVH — A134VS

1

3SAITMONY JONVIWHOIHId

WALSIOAY TIOYAVd TVdTid

NOdN Q312V $103reo
‘STVIHILVIN ‘LNIWAINDI ‘STOO0L

(LIN3W3LVLS NSVL)

IC

[Aruitoxt provided by exic [§SN

Q

- 1




/- ’
!
. fu
) uoyssaidxa jo £3F. _ ‘(8uraunod ! . ‘ .
-oB) TEITUYDal/TeI3uad-L1BTNTED0) 1.
gurytads ‘¢ (A3ITTTqF397) drysuewuag $310da1 TRUIIIUT 3ITAM PueB 33BIAID 3urafam m
uojiel 190U0) ‘s3dEJ-UOU . , . \
 wolj SI0B] IIJBUTWIAIISTQ ‘2F307 SUOTIONIISUF TeAdUId MoTIod o . m:ajwumﬂq
ﬂwuw pue ua33fas-3iodax ssaidoad e e m
‘iJea¢ pue usllTam-SUOTIINIISUT *239 -‘saxnpadoad !
’ /31odax ssadoid ‘uofsuayaiduo) ‘sowadw *d~ ‘SUOTIONIISUT -MOTTOJ . 3urpedy
S143JNOI/STINAS . SITJNVX3 - S3AOW IONVNHOIHId
. . SNOILVIINNWIWOD ‘ .
) o} X B \ -
’ )

sS10313 bunm dupjzedo jo spoyiau pue wwﬁuucnm 8upoueteq .
U $10113 UOFIFSIUSueil JO IIBNB 3Q PTNOYS A3}I0M

s3uadiad pue &ajea jo Jurpucisaapun [Dfseq sSpaadu I3jIop ‘ , -
030®) 221yl BUTATOAUT BTLWIOj JO UOTIE[NUTUBW [EBITIUMN A3 FTETIUIPTIUVOD
. ) xayjoue Jo ST 13q pue ‘KITTIQIX3T3I ‘L3ITTIqeEadepe ¢L3teAOT

Junu duo jussaad duo jeys pr aqunu- B 3o 3uadi1add e purd .»uﬁumwu:ﬁ ¢aoueianasiad ‘AITTFQeRIT31 LK3Isauoy
sjuadi1ad 03 suUOF3IoELIS pur  -TITBIJ 03 SIUIDAIJ dduey) _1s3Teal A3FTrUOSIad YUlmOTTO3 3Yd KetdsTp
suoy3oexaj iad. - 03 siaqunu paxju 3duey) se [Tom se fqof 3yl yipm uaiand Aeas 03 ITqe 2q pue

sioqunu JeUuOoflel TTE BUuj 2 pue Zujpdpdiitnu ‘dug ‘ITEO91 ut wmﬁuwun <quaojjoad ‘@3eaNdOE 3q ISNW IIHI0M ‘ L

nuuL&uazm .u:ﬁvvm 30 Lcﬁv:mumsctcz ue aaey vazosv 13}I0M :IONIIDS TVHOIAVHHAS

B

i ms_w.._.w>m/mmm5_32 — H1VIN . A . p JON3IOS , , .

, © YAISTOT TIOHAVd TUVTYd (INIWILVLS HSVLY,

1C_

E

JAruitoxt Provided CED,

i
i
A




i popdadod31 UOT uﬁﬁkowﬁa 3daaaoouy

peawdaad
,, siaqunu JO UOT3IFsodsued], sarouedaidsip auaaeddy A1aadoad 3ae sWOIYD JT SUIWMIININ -
x Ouy3 - ™ SNOISIO3d
- ’ 13357321 Tr0aked yais Juswmeaase | .
ﬁ . 103 UOTIBWAOJUF FO3Yyo> Troaked 3004
’ / . .gﬁuﬂuﬂ"uumﬂv 203 SYI9YD paemiod p T~ ‘ w.
. Z23ulds Moayd ajeaady . -
. v , . - . Teaoad ; .
: o N -de 103 aosfazadns 03 s@oayo INje], ) ‘ aaj3ramad4y
, s . / . . — N
g ,,/ 2039330ad oayd ajeaadp A03BTNOTED 10 Jufyorw SUFPPY
. \ ", ' ) " a938T ’ aauldys Noay)
,. \ : /wuu I102fed uo aaqunu xouso aa3juyg
) ~ N ‘ 12399301d PaY
. / yoayo adAL N\
C : b syoayo Troakeq
xypuaddy a9g S309Yd JO TOaA3uOd JTIWINU UTBIUTERY A )
- . ) . ,/Auum._"wym 11014eg
- . . . . ) ‘ NOdN G310V 'S103r80
. .~ QYVZVH — A13d4VS IDAITMONM IJONVWHOIH3Id ‘STVIHILVYIN .—.st_&%w ‘S1004
—N v v.‘ B SA0AHD TTO0¥AVd FUVdTEd (INIW3ILVLS MSVL)-
®
& . o=

Aruntoxt provided by Exic:

13




3

-dn13sug/3aodax ssadoiyg ‘uoysuayaadwo)

uoyssaadxa 3o A3faeld ¢ (3urlunocd
-2®) Tedfuydal/Jeiduasd-Laeynqedop
‘8uryrads ¢ (L3ITTFqI89T) dyusuemuaq

uofF3IBAIUIDUO) ‘sS3doeF-UOU
woij s3oeJ IIBUTWIADSTE ‘OF307]

Te3x0 pue ua3ljim. Jaodaa
ssa1801g ‘TeI0 puEB UIIIFAM-SUOTI

S143ONOJ/STINIS

| .
s3aodaa Teuaaluf 3ITIM pue IILIIDH

. Suratam
o
SUOFIDONIISUT TeIdUad moTT0d 8utualsyl
/ *239*saanpadoad . -
‘somau °33) ‘SUOTIONIISUT MOTTOJ ‘ 3uypedy

§

SITJNVX3

S3AOW 3ONVIWHOIH3d

SNOILVIINNIWINOD

.

, f

$10113 yons JuUFILDO0T JO SPOYISaW pue UOFIduUN3 Jupdueyeq
3ay3 ul S10113 uofaIFsodsueal JOo 3ieme aq PTNOYS IIJIAOM

.

duraeapao TeIluanbag
Suoyloeay TEwydap JO UOFIDeAIqns pue :Qmua@@<
. saaqunu I[oys JO uoFIdeiaqns pue :owuﬂv@<

1
.

m £31TEF3
-u9pT3jucd pue ‘AIFTIqIXSTI ‘4L3ITTIqeIdepe ‘LA3Tedor

¢£37a8a3uy ‘9duBaaAaSIAd ‘AIFTFqEFId2 ‘A3Isauoy
:s31ea3 A3FTeuosaad 3uimorro3z 3yl Lerdsyp

se 1M se ¢qof[ a3yl y3ps Jusaind Aels o3 ITqe aq puv |

¢ITe%9a uf asyoaad ‘3uardijoad ‘a3IvINdOE G ISNW IIHIOM

SdONIIOS TVHOIAVHAYL

‘ : ! -
SINILSAS HIGWNN — HLVIN

. -

JON3I0S. “~

.

(S

SHOAHD TIOWAVA -FYvdnid (LIN3IW3ILVLS SV

-

.

Q
1IC

-k

Aruitoxt provided by Eic:




pPopi0Da1 UOTIBWIOIUT 3IDIII0DUY

810119 UOTSUIIXY

s
gisqunu jo uoy3lrsodsuex]

sHouy3

)

xXFpuaddy 29s

- _ sapouedaidsTp Juaaeddy

CET)

) Axes
~gadau se syenidoe [joaled aiedaag

-

138paT Teaouad o3l 3Isog

,Cwuu Teuanof axedaxg

SWINTOD I3Y3O0
IIe uo UOTINQFAISTP IUNOCODE IR

W , " s9jaeles -
.mouwcocoﬁusﬁuumﬁvugoo,onauuum

39387391 TToafed up swmmTod TTe 3003

. §3003
§8010 pue 3003 I1935F321 IT 9Py

SNOISI103a

s3unooov Jo 3aeYy)

103vTNOTED 10 Iupyowu Surppy

23387832 [rOoadeg

AuVZVH — >._.mn._<w

;,,.,. 3903 TMONMN mmuz<s_mo..._mmm
h P

NOdN G310V S123r80
‘STIVIHILVIW ‘LNIWdIND3 'S1001

9%

YAISIOA TIOUAVd FZIAVHHAS

(LN3IW3LVLS MNSV1)




—ZE

uorssaadxa jJo A3IFaAeTD ‘ (Buraunod
-0B) [EBOFUYD3}/Tea3uad-A1eTnqed0)
‘gurirads (A3ITFTFqrda7) dyusueuuag

. -
-

UOTF3IBIJUBOUO) “S3IDej-uUoU
wox3 S$3I0BI IIBUFWIIDSIQ “OF307] _ -

‘[eio pue ual3FAm-3rodax ssaidoag T
¢{e10 pue U233TIM-SUOFIDINIISUF
/31odaa ssadoaq ‘uogrsuayaxduo)

-~

!

S133DNOD/STIINS %

SITdNVX3I

3 Ty

s3a0dax eULIIUT OIFIM pue 3JeII) SUuraITIM
SUOTIONIISUF Teaauald morT1og g Suruaisyl

*239 ‘saanpadsoad "
.mo,ﬁwE 839 ¢sSUOFIONIISUT MaTTod 3ugpeay

- N

S3AOWN IDNVWHO3H3d

SNOLLVIINNWINOD

$10119 ydns YujIed0] JO SPoylaw pue uoTIduny Jurduejeq
ay3 UF S1011d@ uojIFsodsueil Jo dIeMB 3q PTNOUS I I0M
. i,

- (8uraepio TeFIuanbas) aury Iaqunu 3yl uo
S193193UT pue siaqunu Teuoriel uoyleuxoxdde Lq ajedo]

saaqunu ITOYM JO UOTIDBIIQNS pue UOFITPPV

A3FTeTIUapPTIUOS pue ‘AITTTQIX[I ‘AIFTrqeidepe
.xuﬁmmOA ¢£apadejuy ‘doueaaaasaad ‘AIFTTYRFIax ‘A3sauoy
:s3teay K3rreuosaad Jupmorio3l 2yl Leydsyp
se [1em sB $qof 9yl yafs udIIND Le3s o3 3[qe 3q pue
€ITeo81 uf asyoaad ‘JuaOFIoad ‘IIBINDDIE 3q ISNW IIAOM
SdONAIDS TVIOIAVHIH

SW3ILSAS HIGWNN — HLIVWN

JON310S

YALSIOAY TIOYAVd dZIYVAWOS

(LNIW3LVIS dSvi)

E

RIC

Aruitoxt provided by Eic:

BE




N

Duty'B  Preparing Cash Receipts

Inspect money orders and checks
Prepare deposit slips

Process cash and trade giscounts
Summarize daily cash refeipts
Post subsidiary receivable ledger
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Recording Accounts Receivable

Verify source documents

Check invoices for customer credit

Prepare customer invoices

Sumnarize daily sales ’

Post accounts receivable subsidiary ledger
Research customer complaints

Credit acccunts for returns and allowances
Age accounts

Prepare statements of customer account.
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Duty D Reconciling Bank Statement /

1 Maintain cash control |
2 Prepare bank reconciliation
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Duty E Maintaiv}ng Inventory Control Records

Logvkil purchase orders

1 -
2 Maintain raw materials inventory :records
3 Update inventory recorxrds
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Duty F

Preparing Accourits Payablé
.1 Determine propriety of invbice

2 Prepare voucher
3 Issue debit memorandums
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1 Post all journal entries to general ledg%r
2  Assist in preparing financial statement;/and government reports




$9Ti13Uus Jo31100Uj

I LE]

xypuaddy ?9g

sarouedaidosip Juaaeddy

SUOIJIEBNIdONT] [EBfI33euw 10 Tensnun
dutujeTdxa-s3unodde uo owaw axedaxq
aoueIrq TeT1l 91edoxayg
Lfiaradoad aaljerax
JO SWIaj UF JUNOODE YOEBD MITATY
238poT Teaduad j004
138pa1
Teaauad o3 Teuanof Teiauad 3Isoq
s2I13ud Teuxno{ Teiauad el
1923paT [eaauad
031 S31a3u?@ jeuanof paepuels 3sod
[uoTzezilaowe ‘uojierdaad
s@Fa13ua Teuanof{ paepuel mwwmz
128p9]

Teaauad o3 Teuanol jo s3ajijua 3sod

¢

suofn3enionTj [eliajew 10
Tensnun 2ABY SIUNODDE YITym JUTWIII3(Q

v
f;l

SNOISIJ30

autyoew 3ulppy

133paT Texauaxn)

1a[my

paepueag

Teasuan

11014eg

aTqeded SIUNVIOY

9TqBATIDIY SIUNODIY

saseydang

sates

S3UBWASINGSTP YSED

s3dyadax ysey
sTeuwxnor

a0FaA9p Bupasogd

sooueTeq 2oueTeq TEFI1 JT SUTUIIIA(

GQHVZVH — Al3dVvS

. 39G3TMONN JONVINHOIH3d

¥I903T TVYINID OL SIIUINI ‘IVNMNOL TTV 1S0d

NOdN Q3103V S103rd0
‘SIVIHILVIN "LNIWJIND3 ‘ST001

(LNIW3LVLS NSVL)

Q

Aruitoxt provided by Eic:

E




¥4

uorssaadxa jo A3TieTd .Aw,ﬁ.nuﬁ._ou
-J8) TedTuyoal/Teiauad.LaeTnqedon
‘3urrreds ¢ (A3IFTTQF3a7) drysuemuag

:o.numuu:wwc.oo ¢s3oel-UOU
wolj S3I0EBJ IJIBUTWFIISTA ‘OF807

mwuo pue ual3lram-3iodax
ssaix8oaq ‘Iei0 pue UIJITAMSUOT]

s330dai feu1ajuy 93FIM pue 3IIRII) . SUTITIM

SUOTIONIISUT [eI3udB MOTTO4 8uguaisy]

*239 ‘sainpadoad

-2N13suf/310da1 ss3001g ¢uoysuayaadwo) ‘sowaw °89 ‘SUOFIDNIISUT MOTTOJ Suypeay
S1d3ONOJ/STTNS ) SITdNVX3 , S3IAOW 3ONVIWHOJ4HIJ
SNOILVIINNINWOD-

¢

§10113 yons SuUTILDOT JO SPO}ISW pue UOLIdung w:wucmﬁmn
8yl uy saoaax’d uoylysodsueal jo wuwmj 3q PINOYS I3HIOM ‘A3TeLOT “AL3pa8ajuy ‘adueiaassiad ‘AITTEqeTI™ ¢ L3sBuoy

m.ch.Bzc aToym Jo UOT3IDBIIQNS PUB UOTITPPV

A3FTEFIUSPTIUOD pue AIFTFQIXTJ ‘4A3FTrqeldepe

:s3yeal A3yjeuosiad Supmoryoz Pyl Aefdsyp

(10213 uofaysodsueil 3IF) se [7oa se £qof ay3l yiym ua1IIWO Ae3s 03 3[qe 3aq pue
siaqunu 2TOYM YIFM UOCTFSTATP Pue UOFIBITTAFITNH ‘gTed91 uy 9syoaid ‘3uaTdTFoid ©aINDOE 3qQ ISNW IIOM

SIONHAIDOS TVHOIAVHAU

-

SW3ILSAS H3IGWNN ~ HLVW

. 3ON3I0S

¥I0adT TVEEANAD 0L SATILNA TVNENOL TIV 1S0d  (LN3W3LVLS MNSVL)

Q

IC

E

TE

Aruntoxt provided by Eric

|



HOH4H3

309@1109u3y
510119 UOTSUIXT

saaqunu -3o uUofiysodsueag

xfpuaddy a9g

satouedaiostp Juaaeddy

8§35

saTes 3Jo juavaad

se walF SuUf[ T pue 4 yoea Sujindwo)
Spunj y/S uf asn I03 S3unodde

J99ys 2oueTeq IUlIIND-UOU IZLTEUY
peasanbaa

se sojjex Tepoueul3j a3ndmo)
s310dax JuUAWUIIA03 pue S3jUdWOIEIS
TeTouUBUTy jOo uofjevaedaad Teury 103

10STAl2dnS 03 UOTIPWIOJUT PaABMIO]
soueTRq TRT1I

94yl 03 S9¥1JUd UOFIBDTIISSETOda 3I1S0d
sata1jue Teuanof

UOTIEOTJFSSPED-21 9yl o2iedaxg
UOFIBDTITSSEID SIUMIIELIS BTD

-ueuly 03 3urpiodde sjunodde dnoln

- ~

SO0T3IB1 UT SIBUBYD TOTIIIWH

.UUNSQ SOUBTE(q U0 .JjuaxxInNI-uou
ST JBYA PUB JU31IND ST IVYM FUFWIIIAQ

'f1eSS999U 218 S9T1IUL SSRYJAI IBYM

SNOISIO3a

aa[ny

133paT [wasauadn)

s310dax TETOUBULJ SNOFAIXZ
133T7IMdLL

‘IJ03BTNOTED 10 JUFYOEW JUFppy
adueTeq TETaL

(1ea9paz “93wis
‘Ied01) SWI03 3I0do1 JUIMIIAIACH

AHVZVH — Al13d4VS

~

3903TMONY IONVWHOIH3Id

N

S04 INTHNNIAO0D ANV TVNYAINI "SINAWALVIS TVIONVNI ONIUVdddd NI LSISSV

-\

NOdN G310V S103r80
‘STIVIHILVIN ‘LNIWLIND3 'ST001

76

(LN3W3LVLS SV1)




€L

w’ \ \
uoyssaidxa jo A3paer) ¢ (3uriunod
-2®) TedTuysal/Ieiaduad-A1eInqedop
‘3urTTaas ¢ (AIFTFqrE3aT) diysueuuaqd

cOﬁumuuwuucou ¢s3oej-tiou
woxJ S3oe3J IIBPUTWIADISTQ ‘OF30]

Teio pue uajllram-3jiodai
ssaxd0'g ‘Iei0 pue U3IITAM-SUOII.

sjaodaa jeula]uy IIFIM puE wumwuo Surlram
uoyp3oNIISuF [eaauad moriod 8uyuazsyi

*239 “saanpaosoxd

< |-onz3suy/3aodax ssavoigd ‘uoysuayaxduo) ‘sowaw °*89 ¢SUOTIONIISUT MOTTOd . Surpeay
S1d3IONOI/STINS S3T1dNVYX3 ) S3IAOW 3ONVWHO3H3d
SNOILVIINNNINOD
. —o
$10112 yons Juy3EDO] JO SPOYI3wW pue uoylduUNy Jupduefeq ™~
ay3 uj sioifie uoflrsodsuery jo Iieme 3q pInoys Ia}jIoM
muwpsrc Teuoraex [Te Suypralp pue ‘Surdrdy3aynu
¢guy3aoeazqns‘3urppe 3o Suypue3lsigpun ue IJABY PINOYS IIHIOM - AN
(uey3 ssay/ueyl i1ajeaid) -
uostaedwod jo sayjiadoid 3yl puelsiapun 03 SpIdU IIYI0H £3TTeTIUaPTIUOD puv ‘AITTFQIXSTJ ¢£3F1Tqeadepe
‘£3TeAOT ‘A371893ul ‘odueiaAdsiad ‘AJFTTqQETT3X ¢ L3sauoy
13yjoue 3o Syt :$s3yeay huwamcomwwauwcw:bﬁﬁou ay3y ALerdsyp
laqunu auo Juadiad Jeym pue Ildqunu € 3O juadiad ® 3uypurd se [rem se {qof ayl yirm 3IU3IND Aels o3 aTqe 3aq pue
. Tedax uy asyoaxzd ¢Juardijoad A73aJeinddE 3q ISNUW IINION
sjwadiad o3 suojpjoeaj pue uofldeIy 03 sjugdaad Bupduey) )
, :HONAIOS TVHOIAVHAL
si1aqunu 3I[OYM pue STRWFOIP JJO JufFpunoy -
h .
ms_m._.m>w\mmms=..z — H1VIN JON3I0S ;
S1¥0dTd INTWNYAAOD ANV TVNHALNI ‘SINZWHIVLS TVIONVNIA ONIYVJIEd NI LSISSV (LN3IW3LV1S v_mS.C
. . o

Aruitoxt provided by Eic:

E




. APPENDIX

OFFICE SAFETY HAZARDS

~
N -
»

An& major mistakes made in the bookkeeping bhase”of the accounting system or
deviations from the accounting procedure may cause the company serious financial
difficulties.

1. SAFTEY: Always turn machine off when finished operating it
HAZARD: Can cause fire, Electric motor may burn up

2. SAFTEY: Keep long hair tied back when operating equipment
HAZARD: Hair may become caught in machine causing injury

3. SAFTEY: Do nut overload circuit
HAZARD: Electrical shock, Possible fire, May blow fuses (Circuit breaker)

\ ,
4, SAFTEY: Do not stack material too high :
HAZARD: The material may fall over causing injury to an individual and
damage the stock

5. SAFTEY: Always closé desk and file drawers .
HAZARD: Walking into an open drawer can Cause personal injury

6. SAFTEY: Do not use too many extention cords
HAZARD: Electric shock, Fire

7. SAFTEY: Avoid sharp desk corners
HAZARD: Personal injury, Ruins clothes

8. SAFTEY: Do not open.top two drawers of a file cabinet
HAZARD: The file cabinet may tip over

9, SAFTFY: Do not use broken chairs
HAZARD: Personal injury
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10. SAFTEY
HAZARD

11. SAFTEY

12. SAFTEY
- HAZARD

13, SAF™Y
HAZARD

14, SAFTEY
HAZARD

" 15.” SAFTEY:

HAZARD:

16. SAFTEY
HAZARD

17. SAFTEY:
HAZARD:

18. 'SAFTEY:
HAZARD:

19. SAFTEY
HAZARD

APPENDIX (CONTINUED)

-

Do not attempt to repair machine while it is turned on =
Personal injury, Further distruction of equipment

Do not wear hanginé jewelry while operating office equipment
Jewelry may become entangled in equipment causing personal injury

Use properly grounded electrical cords

Electric shock, Fire .. -

Leave mechanical repair for qualified people

May cause further distruction of equipment, Personal injury

Be careful of food and drink at work station

May spill or be dropped into machine causing damage to equipment,

May spill or drop on completed work causing work to be redone, Electrical
shock may result from spilling liquid into machine

\

Beware of old wooden office equipment and furniture
Personal injury (Splinters), Ruined clothes

Beware of razor blades and other sharp objects in desk drawers
Personal injury

Turn power off on all electrical equipment during electrical storms =
Equipment being struck by lightening

Be aware of safety ptoceduégs in office (re. Fire, tornado,
hurricanes, bomb scares, floods, etc.)
Improper aétions causing personal injury

Beware of loose carpet
Tripping causing personal injury
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