
Payroll Procedure: 

1) We paid the Property Managers weekly as per the award.  Preparing the pays in this way 

(weekly as per the award, and a monthly bonus), allowed us to show clearly that we were 

meeting the obligations of the modern award.   Also, any deductions for things like 

carparking, errors etc, had to come out of the bonus, they could not come out of the award 

payment, as this would then mean they were being paid under the award. 

At the time this was: 

$668.04 per week for 38 Hours 

$195.00 per week Car Allowance 

Plus any overtime for Saturdays, as per the award.   

 

All of the above payments (apart from Additional Saturdays) were deducted from the Bonus 

calculation. 

 

There were two types of Saturdays – Rostered and Additional. 

Property Managers were required to work a certain number of Saturdays per year as per a 

Roster system.  If they worked any Additional Saturdays, these were added back into the 

Bonus, to make sure that they received extra reward for working extra time. 

 

2) To calculate the bonus, I would prepare a spreadsheet which would calculate the day rate 

and bonuses due, and could also be used to check the Property Manager’s pay calculations. 

In this spreadsheet in the “Mgt Fee” tab, I would key the Rent Commission from the Console 

Statistics (in the pink column). 

 

 

 



 

Then I would key the Management Figures, using the Management Fee Reports for Mid and 

End of Month from Console, manually split into Property Manager.  

 

 

 

 



 

As it is a report with running balances, I keyed the beginning balance, and end balance, and 

the spreadsheet calculates the Mgmt Fee, Net and GST.  This was done for both Mid and End 

of Month.  The Spreadsheet would calculate the totals, which would compare to the Console 

Statistic in the DIFF Column.  I investigated large differences.  I then keyed any adjustments 

for errors into the adjustments column (so that these would automatically come off the day 

rate).  This alters the DIFF Column, hence I checked the figures before I entered the 

adjustments. 

 

 

 

 

 

 

 

 



The day rate should be automatically calculated (the management fees divided by the 

number of Rent Collection Days in the month).    **Remember to change the number of 

Rent Collection days to 21 and update the formula in this column**   The day rate can then 

be used to calculate Leave Cover.  A printout was taken of the day rate and distributed to 

the Property Managers to assist them in the pay calculation. 

 

 

 

 

 

 

 

 

 

Formula = /21 



I then used these figures to Calculate Pay Adjustments for Leave, as per below: 

 

A copy of this was given to Property Managers to help them calculate their pay.  I also sent 

the Property Managers a reminder about additional Saturdays so that they could add these back into 

their pay. 

 

 

Emp 2 

Example 

Emp 2 

Emp 2 

Example 



 

I then keyed the Adjustments  into the “Sum” Tab of the Spreadsheet. 

 

 

 

  

I would then key how much the Property Manager’s have been paid for the month in their 

weekly pay (from the MYOB Payroll Activity Summary).  Also I would calculate their total tax 

using the ATO Tax Calculator available on the ATO Website, then take off the tax already 

deducted during the weekly pays. 

 

 

 

 

 

Example 



 

 

 

 



 

 

This then gives the Total Net Bonus Due, which is then checked against the Property Manager’s Pay 

calculation. 

 

 


