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2013-2014 USPS, Non-Unit A&P and Non-Unit Faculty 
$600 Merit-based Bonus Guidelines and Worksheet Instructions 

 
The Fiscal Year 2013-2014 General Appropriations Act authorizes UCF to provide one-time lump sum 
merit-based bonuses of $600 (less applicable taxes) to eligible E&G funded employees.  Statute 
110.1245(2) funds bonus distributions equal to 35% of UCF’s total authorized positions.   
 
Attached is the 2013-2014 USPS, Non-Unit A&P and Non-Unit Faculty nonrecurring $600 Bonus 
Worksheet to be used for designating merit-based bonus recommendations for eligible USPS, Non-Unit 
A&P and Non-Unit Faculty employees.  Academic Affairs will be communicating with departments 
regarding the implementation of bonuses for In-Unit A&P and In-unit Faculty in compliance with 
Collective Bargaining requirements.  
 
 
 Deadline to Return Worksheets  
Completed worksheets must be submitted to HR-Compensation at comp@ucf.edu no later than 12 
noon on Thursday, April 24th so that bonuses can be processed. 
 
 
 Implementation 
After departments submit bonus recommendations, the department will receive a template 
notification letter from HR that can be used to notify employees that they are to receive the bonus.  
The bonus will be included on the May 16, 2014 paycheck. 

 
 
 Eligibility Criteria/Guidelines 
The statutory requirements of Section 110.1245(2) outline criteria for bonus eligibility and state the 
following: 
 

1. The employee must have been employed prior to July 1, 2013 and have been continuously 
employed through May 7, 2014.  

2. The employee must not have been on leave without pay consecutively for more than 6 
months during the fiscal year. 

3. The employee must have had no sustained disciplinary action during the period beginning 
July 1, 2013 through May 7, 2014. Disciplinary actions include written reprimands, 
suspensions, dismissals, and involuntary or voluntary demotions that were associated with 
disciplinary action.  

4. The employee must have demonstrated a commitment to the university mission by reducing 
the burden on those served, continually improving the way business is conducted, producing 
results in the form of increased outputs, and working to improve processes. 

5. The employee must have demonstrated initiative in work and have exceeded normal job 
expectations. 

6. The employee must have modeled the way for others by displaying university values of 
fairness, cooperation, respect, commitment, honesty, excellence, and teamwork. 

7. The employee’s performance evaluation and/or relevant peer review process should be 
considered as a component of the recommendation process. 

 
The eligibility criteria and guidelines for the nonrecurring $600 bonus worksheet are also posted on 
the HR home page at http://www.hr.ucf.edu/ 
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 Non-E&G A&P, Faculty and USPS 

Merit-based bonuses for eligible contract and grant (C&G), local and auxiliary A&P, Faculty and 
USPS employees must be funded by the appropriate contract, grant, local or auxiliary revenues. No 
E&G funds are provided in support of these bonuses. Also, pursuant to Statute 110.1245(2), the 
number of (self-funded) merit-based bonuses awarded to this group should not exceed the 35% 
threshold of eligible employees.  

 
 Contracted OPS and Hourly OPS Employees  

Contracted OPS and hourly OPS employees–including postdoctoral associates and phased retirees– 
are not eligible for this merit-based bonus.  

 
 
Worksheet Instructions 

 
1. The attached worksheet is provided to help departments determine the total pool of employees who 

are eligible for the bonus.  The attached worksheet includes all USPS, Non-Unit A&P and Non-Unit 
Faculty employees from all funding sources (E&G, C&G, AUX and Local).  
 
The worksheet has the ability to filter by the desired category (Area/College, Liability Department, 
Budget Entity, etc.). Click on the drop down arrow of the desired category and make a choice. The 
worksheet is sorted by Area/College first and then by Liability Department.  
 
From this pool of eligible employees, department leaders shall select and designate 35% of the pool 
as authorized to receive the one-time bonus.  Departments are provided the discretion to pool 
various employment categories into one larger pool, or to group them into different pools as 
appropriate for the department (USPS, non-unit A&P, non-unit Faculty, E&G funded, C&G funded, 
Auxiliary, etc.).  However, the total allocation of recommended bonuses must not exceed the 35% 
limit for the pools of eligible employees. 
 
NOTE:  Funding for the bonus is allocated for E&G funded positions only.  Departments may self-
fund bonuses for C&G and Auxiliary positions, but must stay within the 35% of eligible employee’s 
threshold set by Section 110.1245(2). 
 

2. Employees who are ineligible based on criteria 1 and 2 (employed after July 1, 2013 and/or have 
been on 6 months LWOP) will not appear on the worksheet.  Departments will determine further 
eligibility for the bonus based on criteria 3 through 7.   
 
Identify any USPS, Non-Unit A&P and Non-Unit Faculty employees in your department that are 
ineligible for the one-time bonus payment because they have received any sustained disciplinary 
action, and/or have been given notice of non-reappointment or termination (criteria #3).  You may 
use the “Comments” section of the worksheet to make notations to eliminate them from 
consideration.   
 
Departments have the discretion to develop and apply additional criteria as deemed appropriate to 
facilitate the selection process.  Departments are encouraged to consider employee wage levels 
when determining the distribution of bonuses. 
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3. If the department has determined that any eligible USPS, non-unit Faculty and/or non-unit A&P 
employees are not listed on the worksheet due to recent departmental changes, or any other 
inaccuracies, please send a detailed email to comp@ucf.edu or call x3-4104.  The worksheets and 
PeopleSoft records will be updated as applicable. 

 
4. The worksheet calculates the number of bonus-award employees by rounding up or down to 

determine the appropriate number for the department. For example: if selecting from ten employees 
in the department, 35 percent will be 3.5 (rounded up = 4 employees authorized for the bonus). If 
selecting from nine employees in the department, 35 percent will be 3.15 (rounded down = 3 
employees authorized for the bonus).   

 
5. Once the department has determined which employees are to be awarded the bonus, please 

indicate with a YES in the ‘Recommended for Bonus’ column.  
 

The worksheets are designed to assist in tracking the number of bonus and the total bonus dollars 
allocated. Departments are encouraged to carefully review the final distribution and calculations on 
the worksheet prior to submittal. 
 

6. Completed worksheets must be submitted to HR-Compensation at comp@ucf.edu no later than 12 
noon on Thursday, April 24th so that bonuses can be processed. 
 

7. Once HR-Compensation receives and reviews the worksheet for accuracy, a notification template 
memo will be sent to the department.  The department may use this template to notify the employee 
of the merit-based bonus award. 
 

8. The bonuses will be loaded to the employees' May 16, 2014 paycheck by HR via an automated 
process. ePAF’s will not be required. 

 
If you have any questions, please email the Compensation section at comp@ucf.edu or contact Sarah 
Lovel at x3-4104.   
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