
A+ School Recognition Guide  

 

School District website navigation to: 

Bonus Calculation Worksheet – Departments > Budget > Welcome to Budget > Resources 
and Tools > A+ Bonus Calculation Worksheet 

Payroll Processing Guidelines – Departments > Budget > Welcome to Budget > Resources 
and Tools > A+ Bonus Payroll Processing Guidelines 

Completing the Bonus Calculation Worksheet: 

Please type in your School number in the yellow space below the title on the bonus 
calculation worksheet. This will automatically fill in your school name and your award 
amount.  This item allows the form to give you an error message if you go over budget.  

 

The worksheet calculates bonuses for account 518410 and automatically calculates the 
fringe benefits for account 518410 that will be charged to your budget. Make sure that 
you have taken the fringe benefits charge into account when figuring how much to pay in 
bonuses to staff.  Your budget will be charged an additional 7.65% in fringe benefits, so 
you will need to back this out from the bonus amount. For example:  If you have $40,000 
allocated for bonuses and you have 50 people that will be getting those bonuses you 
would divide $40,000 by 50 to get $800. Before filling out the worksheet you will need to 
divide $800 by 1.0765 to back out the fringe benefits charge. Therefore, you would use 
$743.14 for the bonus amount in the column named Bonus Amount Per Person (Gross 
Pay). The worksheet will automatically calculate the 7.65% for the fringe benefits charge 
of $2,842.51, and the total charge to your budget is $39,999.51 (the amount in the purple 
cell at the bottom of the pink column). 



 

The number of employees and bonus amounts must match on both the bonus 
calculation worksheet and payroll spreadsheet. The bonus amounts in the column 
named Employee Bonus Pay (the green column) on the bonus calculation worksheet and 
the bonus amounts on the payroll spreadsheet should match. Also, make sure the 
number of bonuses per function match on the bonus calculation worksheet and payroll 
spreadsheet. Please count each staff member as one even if they are only getting a 
portion of the bonus. If you have one staff member getting one-half of the bonus amount, 
you would list the actual bonus amount and one staff member on a separate line. The 
bonus calculation worksheet has three lines on the bottom that have drop down menus. 
You can choose the function from this menu. If you run out of lines, call the School 
Recognition contact to obtain a form with more lines.  

 

 



The bottom of the bonus calculation worksheet shows you what to do to complete your 
budget transfer. You can post your own transfer, since the school is the budget manager 
for School Recognition Funds.  This should be done before the request is submitted. Just 
follow the instructions on the bottom of the worksheet. If you make an adjustment to 
your payment worksheets after you have completed your transfer, you will also need 
to adjust your transfer accordingly. 

 

 

Both the bonus calculation worksheet and payroll spreadsheet must be submitted. It is 
most helpful if these documents are submitted simultaneously. 

Please refer to your payroll processing guidelines to find out when your checks will be 
distributed. The payroll processing guidelines include a schedule of when checks will be 
distributed based on the date completed payment worksheets are submitted. 


