
Florida School Recognition Funds  

 

The following Q & A should help answer questions you may have in regards to using Florida School 

Recognition funds for bonuses. 

1. Whom may I pay a bonus to? 

• The following are people you can pay but are not required to: 

Any school board employee even if they are not normally on your school’s payroll (paid by a 

payroll check) 

• Any recently retired employee (paid by payroll check) 

• Any prior employee – recent (paid by a payroll check) 

• Contract person, i.e., Southern management, Sodexho, etc.  (paid by Purchase Order) 

Who and how much you pay will depend upon how your school’s staff and school advisory 

council (SAC) to decide. 

Please check with the Sheriff’s Department and the Santa Rosa Health Department before 

issuing a purchase order for any bonuses.  Sheriff Department Officers and Health Department 

employees are not allowed to receive this bonus.  The City of Gulf Breeze has a problem with 

this as well.  We are also aware that the vendor for Kindred/Rehab Care will not accept funds 

from the School District to pay to their employees.  Therefore, you will need to inquire on an 

individual basis about any bonuses to these individuals. 

2. After the School’s staff and SAC decide to pay bonuses, what do I do? 

Send Lynn Green in Finance an email in the following format: 

PLEASE NOTE THAT ANY OTHER FORMAT WILL NOT BE ACCEPTED AND BONUS PAYMENTS 

COULD BE DELAYED IF FORMAT IS NOT FOLLOWED: 

 Instruction employees will receive $X each 

 Non-instructional employees will receive $X each 

 Administrators will receive $X each 

Lynn Green in Finance will then generate a payroll edit that will print in your school folder.  You 

must then make any necessary manual changes before submitting it to the Payroll department.  

You may only request the above three “groups” for bonuses.  Any variations of bonus amounts 

must be made manually on the printed payroll. 

 

3. What type of changes will I need to make on the printed payroll edit?     

• Cross out any incorrect amount(s) and write in the correct amount(s). 

• Write in any school board employee that should receive the bonus but is not listed on the 

payroll.  Please include name, employee ID number and bonus amount. 

• Cross out any employees that should not receive the bonus.  Please strike through the entire 

line. 

• Write in any prior employees or retired employees that you wish to pay. 

Please include name, employee ID number and bonus amount. 



• Be sure the principal has signed the corrected/completed payroll.  DO NOT include any persons 

on the payroll that work for contractors (Sodexho, Southern Management, etc.).  They will need 

to be paid by a Purchase Order. 

 

4. What do I do if I want to pay bonuses to a contract person? 

• Issue a purchase order to the organization for which the person works.  Special Note:  Please 

verify that a person indeed works for a contractor before requesting a purchase order. 

• Specify on the PO the names and amounts for those you want to pay and state that it is for a 

bonus.  (Use object 390 on these purchase orders as contract persons are not “salary” to the 

school board). 

• In addition, on your school’s letterhead prepare an invoice stating the same information as on 

the PO and have the Principal sign it.  (Make sure the invoice is dated after the PO date)  Send 

that in with the purchase order to Accounts Payable. NOTE:  There should be a separate letter 

for each individual vendor stating the information for that vendor.  If you send in one letter with 

multi-vendor information on it, it will be returned to you and payment will be delayed. 

• The vendor will have the responsibility for making sure benefits are handled properly.  You may 

choose to include an amount on your purchase orders to cover benefits in addition to the bonus 

amounts.  If you do not, the benefit amount will come directly out of the bonus amount. 

• If you are paying bonuses to a contract person that works for Sodexho (not Food service workers 

employed by the district) the purchase order must be coded to fund 410, function 7600, object 

390, the appropriate center number, and project 410.  You must contact Linda Ellis in finance 

and request a budgetary transfer of funds from project 199 to project 410 in the amount you 

wish to pay.  Special Request:  Please use vendor #20008 for Southern management, vendor 

#15599 for Sodexho. 

 

5. How will the bonuses for school board employees affect my budget: 

The amount that your email Lynn Green for the bonuses will be the GROSS pay.  Do not forget 

that you must have enough funds available to cover the school board’s portion of FICA in 

addition to the gross bonus amounts.  The total gross pay will be charged to object 110 for 

administrators, 120 for teachers, etc., within various function numbers.  The school board’s 

portion of FICA (currently 7.65%) will be charged to object 220 within various function numbers. 

EXAMPLE:  If you decide to pay a $700 bonus, you will have $700 coming out of object 110, 120, 

etc., and $53.55 coming out of object 220.  Therefore, your budget will be charged a total of 

$753.5 for the $700 bonus. 

Please make sure you have sufficient funds to cover the overall gross bonus PLUS the School 

Board’s portion of FICA. 

Please note that the employee is responsible for their portion of FICA.  The employee’s portion 

of FICA will be deducted directly form the gross bonus amount.  This affects how much the net 

check will be. 

 

6. Will all net check amounts be the same for each employee? 



Not necessarily.  Employees’ net checks will be affected by how they file on their W-4 (federal 

withholdings).  Please note it will be difficult to tell each employee how much their net check 

will be because it will vary depending on their federal withholdings. (The employees’ net check 

has their portion of FICA and their federal withholdings already deducted from it.) 

 

7. Will direct deposit apply to bonus checks? 

Yes 

 

8. Should I move money to each individual budget line before the payroll can be paid? 

No. Each applicable budget line will be charged regardless of whether there are funds available 

there or not.  You can wait until the payroll is posted and then do a budget amendment to 

correct the negatives that will be established. 

 

9. Can I pay food service employees bonuses out of project 199? 

Yes and no.  All food service employees MUST be paid out of fund 410 and Project 410:  

therefore requiring a budgetary transfer.  (Instructions for paying Sodexho are covered in #4 

above.)  The payroll system will automatically code district food service employees correctly.  

Linda Ellis will receive a printout showing these payments and will use that information to do 

the transfer.  This transfer will done AFTER the payment has been made AND posted so please 

remember to consider this expense when calculating your totals so that you will not overspend 

your budget. 

10. When will the bonuses be paid? 

You will need to refer to the extracurricular payroll edit and due dates.  The bonuses will be 

processed each month along with extracurricular payroll.  This year they will be paid with the 

December 17th extracurricular payroll. 

Is there a deadline for disbursing the funds? 

Yes.  If the school’s staff and SAC cannot reach an agreement on how to use the funds by 

February 1, the awards must be equally distributed to all classroom teachers currently teaching 

in the school.  This would not allow for bonuses to administrators, office staff, prior employees, 

or other educational support personnel. 

 

 

 

 

 

 


