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Duties and Management of the Five Divisions of

Certified Data Processing Contractors, Inc.

Office Division

Office Duties:

Most the works are in the homes like the Jet Blue model and their management comes to the home of their employee.  A survey of this type of work has found that the employees are more productive at home and save the cost of providing these employees an office.  However, we do provide the management a travel expense to see their employees.

The Office Personnel duties include billing, bookkeeping, collections, payroll and commission, transmitting applications to India and other Office Duties.  This division set up the computer used to communicate between employees and the appropriate software that is needed to perform that person’s job.  Also, this division set up the computer used by the banks according to the specification of the Sales Personnel.  The computers used by the company and phones used by the Sale Division are must be tracked by this division.  The Office Division must keep the directory of the company correct and sent out once a month.

The banks are billed for their services and the software that is used by the customers.  So, we do not send a bill to every banking client, but only one bill to the bank.  This will save us a lot of money because the postage is not incurred.  If the customer is not part of the bank then the customer will be invoiced for our service.  If the do not pay this bill we will withhold support services to the customer.

We have the banking customer call us just one time without cost to him, but because we bill the bank we have the time to check the call through the Office Division and not the Support Division.  If the customer is calling more than one time and it is not part of the first call, then we billing the customer for our time.

It is the responsibility to collect the monies from the banks in 90 days and from invoices that are passed due.  It is important that we give the bank 90 days to pay the invoice and no terms for the customers that are not associated with a bank.  It is harder to collect the money on an individual account.

The timesheet must be complete by every employee including the executives.  We pay off this time sheet so every employee must sign that he worked this time.  We pay the employee one-week after the two weeks of work and the payroll money go directly into the account of the payee.  The time sheet can use the communication package found on every machine.

The time sheets are used to complete the payroll of each employee.   Then the time sheets are file in the appropriate file under the payroll name.  Any time like vacation are posted in order that these type benefits will be posted to the correct employee.

The Geek Squad does the installation of the computer at the bank location.  When with bank obtains an extra phone line they will call our Support Personnel and the installation of their machine will be set up. 

It is important to figure the commission that is earned by each Sales Person.  We pay after the bank has paid the commission.  So, if the bank has an up front fee or a percentage fee it is the responsibility to pay the Sales Person the monies that they have earned and not pay them a fee that must collect from the banks.  Every statement must have the bank commission balance and what the bank has paid and this money must be in the payroll check.

It is the responsibility to produce a Commission Report by payroll date that the Sales Person will receive for the commission part of payroll.  Any problems or question will be answer by the Support Personnel, but these people may ask questions of the Office Division.

The Office Personnel need to register every name used on the Internet by the Support Division.  Also, this division must register all the names used to find our address with all large search providers.  The Internet names and what is used to search the Office Personnel will be consistent in every aspect.

The Office Personnel need to register every name used on the Internet by the Sales Division.  They are responsible for the search engines registration of the names that they are found under.  The main purpose of this Internet Address is to provide loans through the completion of the loan applications.

The Office Division is responsible for producing the advertisement used by the Sale Persons.  Each Sales Person will get a kit with a sample advertisement when they sign on for them to show the banker.  The Office Division ships directly to the bank any advertisement that the banker has chosen.  Every advisement has the bank name and other information that will make the bank now we care.  This advertisement will be produced after the computer and software are installed and the bank information service software has been written.

The Office Personnel must review every application to make sure the application is correct and produce any letter to India about any problems that occurs in the last batch to India.  It is their duty to transmit to India the information before India starts to work.

The Office Personnel must bill the bank for all services render including the banking customers.  So, each bill needs to be broken into two parts.  What in owe by the bank and what does the banking customer owe.  Also, the Support Personnel notify the office Personnel about any work they have performed for the bank.  Other bills need to be produced if there is not billing a bank.  The bank will pay the entire invoice in 90 days.

We do our main billing through the bank once a month, so it is important to have the account of the bank customer for our billing statement.  The bank’s customer attaints their banking product through the bank’s Internet Site.  This Internet Site can provide the bank’s processing center with the information that is required to pull.  Went the customer get on our product it is the responsibility of the machine to notify us in order for the bank’s customers to be billed. 

Any invoice that is not associated with the bank can be sent out at any time.  The billing process should occur promptly so the customer will receive the bill for payment before the cost goes through the roof.

The Office Personnel have the responsibility to pay the bill of the Indians on application had were send Overseas.  Thus, every application must be reconciled to the application that the Indians completed so the Indians will not over bill us.  Any applications that are redone the fault must be determined for the bill.  We do not pay for applications that the Indians did not do their work properly.

The Office Personnel will pay the Indians on answering the phones.  We pay the Indian for the calls that they received.  If they give the bank’s customers the phone number of or Support Personnel without trying to solve the problem that they called about, then the Corporate Division will get involved and call them about their problem.
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