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       ACCOUNTING, TAXES, & PAYROLL


Company Name: __________________________________

ACCRUAL SET-UP FORM
1.     What type of accrual is being setup?
___   Sick

___   Vacation

___   Personal

2.     What type of employee does this plan apply to?
___   Fulltime

___   Partime

___   Seasonal

___   Temporary

3.     What is the accrual year based on?
    ___   Calendar year

    ___   Employee hire date (Anniversary)

    ___   Company fiscal year         Start Date: ______________
4.     According to the plan, how are hours earned?  Do they earn hours based on the hours they work, per payroll, per month or per year?
   ___   Hours worked

   ___   Per payroll

   ___   Per month

   ___   Per year 

5.     Is there a minimum number of hours an employee must work in order to qualify for accrual?
   ___   No

   ___   Yes                                    Number of hours: ________

6.     Do the employees have to wait any time before they can use their leave?  If so, how many days from their hire date can they start using it?
   ___   No

   ___   Yes                                   Number of days: _______

A. What is the starting date for the accrual amount?

            (Convert it into number of days) 
   ___   Starts from first day

   ___   Starts from day No. ___

B. What is the final date for this accrual amount?

            (Convert it into number of days)
   ___   Goes continuously until terminated

   ___   Stops at day No. ___

C. What is the amount they earn?
   ______ hours per ______ hour worked

D. Is there a maximum number of hours the employee can earn in a year?
   ___   No

   ___   Yes    _______ hours

E. Can the employee carry over amounts from year to year?
   ___   No

   ___   Yes

F. Is there a maximum number of hours that the employee can have available?
   ___   No

   ___   Yes   _______ hours

G. Is there a limit on the amount of hours an employee can carry over? 
   ___   No

   ___   Yes   _______ hours
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