(School District)
Payroll Office Assistant
Basic Skills Test

Name:_______________________________
1. Cash, accounts receivable, and prepaid expenses are considered ________ accounts.

a. Liability

b. Revenue

c. Asset

d. Equity

2. Accounts payable, long term debt, and deferred revenue are considered _______ accounts.

a. Liability

b. Revenue

c. Asset

d. Equity
3. What does ORS stand for?

4. An employee wants to contribute $8,000 a year to her tax shelter annuity.  The district allows payroll deductions for tax shelter annuities to be spread over 18 pays. How much will have to be deducted each pay so that she contributes the $8,000.   
Amount to Deduct each pay ______________________


After the sixth pay, the employee decides to change her deduction to $500 per pay. 


What will her total contribution to her tax shelter annuity be for the year?



Total annual contribution ________________________

5. The (Current School Year) salary schedule for custodians is as follows:
STEP

   1

2

3

4

5

6


        $12.47 
        $13.09
        $13.75
        $14.44
        $15.16

Employees are moved to the next step on the salary schedule annually. Wages for the school year have increased 2.25% from the (Previous) school year.  A custodian employee was paid on step 2 for the (Previous) school year. What is the custodian employee’s pay rate for the (Current) school year?



Pay rate for the current school year ____________________
6. An employee has selected the following options as part of his benefit package:
Option



Monthly Cost
 Long Term Disability


$14.53
Short Term Disability 


$23.40

Additional Life Insurance


$6.25

The school district will pay $30.00 per month towards the cost of these benefits.  The coverage for the above benefits will begin September 1, 2014, and will continue until August 31, 2015.  Payroll deductions will be set up to allow employees to reimburse the district for their cost over 21 pays.  What amount needs to be deducted from the employee’s paycheck each pay to cover his portion of the annual premium?



Paycheck Deduction amount per pay _____________________
7. The Community Education Supervisor has an annual salary of $50,000 that is paid to her over 24 pays.  She works 260 days per year. She retires after she worked 65 days.  She has received 6 paychecks.  What should her gross wages be for her final check?
Gross wages final check ________________________

8. The Secretary worked 42 hours for the week of September 11, 2014.  Her rate of pay is $10.00/hour.  She has a United Way Deduction of $50.00 per pay. She has a retirement deduction (MIP) of 3.9% of gross wages, which is pre-tax deduction, however FICA is still withheld on the amount.  Assuming a FICA rate of 7.65%, a federal withholding rate of 20% and a state withholding rate of 4.4%, compute the following:
Gross Wages ______________________

United Way Deduction________________________

Retirement (MIP) Deduction _______________________

FICA Deduction_________________________

Federal Witholding_______________________

State Withholding_____________________

Net Pay_____________________________

After the Secretary’s paycheck was printed, you discover that she should not have  been paid. What journal entry would you make to void this check?



Account Description


Debit


Credit
9. Please describe the following School Account Number.
18.11.1112.1240.000.0000.5692.0000

