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Duties and Management of the Five Divisions of

Certified Data Processing Contractors, Inc.

Corporate Division

Corporate Duties:

The Corporate Division primary duty is to provide corporate over site and management to the functioning and goals of the each division.  This duty requires a meeting at least once a month to provide the divisions with such over site and management.  A division may provide a change in direction or change to their goals and duties, but the divisions need to notify the Corporate Division before they make the change to their procedures because they could effect other divisions.

For example, an Office Division may require a change in their payroll task and duties, but the payroll is required in every division, including the Office Division.  The Corporate Division finds common ground in the change to payroll that all divisions that are effected may perform their tasks or duties with the least amount of turmoil.  But, sometime this task or duties must be performed to make the corporation work.

The Corporate Division duties include the coordination and cooperation among all the divisions, banks, bank’s customers, bank’s processing centers and customers when there is a problem.  Most of the time the divisions will resolve the problem without the intervention of the Corporate Division.  The Corporate Division only resolves problems that cannot be resolved at the division level.

The real power of management is at the division level.  Each division can make a decision for themselves and inform the Corporate Division of the decision.  If they do not effect any other divisions then the Corporate Division approves this new procedure.

Some of the work will be shipped oversea for the cost saving.  Most United States employees are in the homes like the Jet Blue model and their management comes to the home of their employee.  The management of the employees requires a central office location to manage their employees, but are required to go to the homes as part of their duties.

I have found and statistics have proven that most employees at home do more work.  They avoid commute time to work and thus they can start work immediately.  The employees may contract their management through a central office and phone.  But, most of the time the management will drive to the employee’s location.  At least once a week the managers are required in their office to complete the paper work and time sheets.  The time sheets must be competed by the managers and their employees in order that the Payroll Department can issue checks.  All of the timesheets must have two payroll-authorized signatures before the Payroll Department will process them.

The directors also require a central location to manage. All managers under the director will be at a central location.  The directors are required to do their paper work and time sheets just like the management.  Also, each office will have an office manager to the answer the phones, type letters and other duties required of an office.

I have an assistant.  His tasks consist of two duties.  Finding information that I need to perform my duties. Going ahead of me in order to assure the topics of discussion at the meetings with the division have been research and these topics that will be discussed during the meeting.  

His duties are very similar to the staff of Robert Cradell at American Airlines.  He was a highly paid individual and his time was valuable.  So, Robert had a staff of people that would go ahead of him to find out information and make sure all meeting were productive.

I moved from the Database Staff to the Auditing Staff at American Airlines, and this move gave me an opportunity to observe the Chief Executive Officer.  I do not need a large staff like Robert, but only one-person staff that will provide me with the information that I require.

One thing I think was funny, all the staff of Cradell wore the same strong cologne.  So, I knew when Robert’s staff was coming by the smell.  I enjoy smelling this cologne so I use it for myself.

The Corporate Division must find a Credit Union for the employees to use.  This Credit Union must be countrywide because our employees are countrywide.  However, most of our employees are in the Central Time Zone at Chicago and Oklahoma City.

The Corporate Division must find a Medical Insurance Provider that can offer medical insurance to our employees.  I do not want premium coverage because of the political situation.  Medical Insurance must cover the purchase of drugs because more and more physicians use drugs to treat their patience’s problems.

The individuals in the division are paid every two weeks from the timesheet.  The timesheet ends on Friday for two weeks previous and must be in to the Payroll Department by Monday to received funds on the next payroll Thursday.  If you do not complete the timesheet then the Payroll Department will not release the funds to the employee.

The manager and director are responsible informing the Payroll Department of any persons that has been hired by a letter.  All employees must have an account with a bank in order to receive the funds from payroll.  The employee is responsible to setting up the bank account and informing Payroll Department through a letter with the check attached and void on the signature line.

All Presidents and manager must have another person signature on the timesheet. The only requirement for this signature is that person has payroll authority.  If you cannot contact any one, then you timesheet must be signed in another division.

The manager must inform the Payroll Department of any person that has quit in an email to the Payroll Department.  This email must include the date of termination and the reason why the employee were terminated so the Payroll Department can figure the last payroll.

The employee will receive ten holidays a year.  They are New Year day, President day, Memorial Day, the 4th of July, Labor Day, Veterans Day, two Thanksgiving days and two Christmas days.  Also, they will receive 10 days of vacation for the first ten years, 15 days of vacation for the 11 through 15 years and 20 days of vacation for employees over 15 years.

The employee will take as many sick days that are required.  The manager or director of that employee will be notified when the employee is sick more than ten days.  If the management of the employee can determine that the employee is fake his sickness, the employee can be terminated from the corporation.

The medical benefit is the hardest to predict because of the political upheaval.  A lot of what determines the cost is who is elected.  So, I will paid 1/3 of the cost of medical as only as the amount does per employee does not exceed $100.  We will but as a group when we buy medical insurance.

The employee will have a relation with a Credit Union.  However, we do not provide the employee or Credit Union with a guarantee of employment or funds lent to the employee.

The credit worthiness of the borrower will determine if the lending institution will advance our employee the finds.  However, we will withdraw the funds from the pay check of the employee a monthly amount that the Credit Union determines, and withholder the final paycheck until the funds are the Credit Union as been paid.
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