
 

Bonus Form Job Aid 

EffecƟve, August 1st, 2015 the bonus forms have been updated to include a Request for Transfer form.  This addiƟonal step will en-

sure that all funds are in the proper locaƟon before paying the bonus.  A Request for Transfer form was added to the bonus form for 

occasions when a bonus is paid out of an index other than the employee’s payroll index.  This extra step is completed by Human Re-

sources. 

NOTE:  The Request for Transfer form is used ONLY when the bonus is paid from an index other than the employee’s payroll index.  

The bonus amount including fridge rate must be transferred into the employee’s payroll index (including Fringe benefits at 9.0% 

for FY15‐16).  

To obtain the ACCOUNT POOL, click on highlight-

ed Account Pool and insert account  code. 

(examples P112B, P112L, P112N, P012B, P01N, 

etc.) 

Include the index and index Ɵtle for Fringes  

 Account Pool will always be B001 

 Account Code will always be B001 

 Fringe Rate will be 9.0% (FY15-16) 

Include jusƟficaƟon for bonus, including any 

supporƟng documentaƟon. 

Two signatures of approval are needed on 

all forms. Human Resources will obtain final 

approval. 

NOTE:  If this bonus is being paid from an index other than the employees payroll index, please also submit the Page 2 Request for 

Transfer form. HUMAN RESOURCES WILL OBTAIN THE PAYROLL INDEX. 

If the department would like to include taxes to  

the amount,  use  the link to calculate the TAXES  

ONLY amount.  Insert tax amount only in this 

box. 


