APPENDIX C

COLLECTION OF ADMINISTRATIVE SALARY AND BENEFITS IN CONTRACTS THAT WERE IN EFFECT JANUARY 1, 2008
General information:
Pursuant to PL 2007, c.53, beginning in 2008-09 detailed information on the salary and benefits for certain employees will be submitted by districts as part of the budget process.  This information must be posted on individual district websites (or made available to the public by the district if no district website exists), and will also be posted for all districts on the Department of Education’s website.  An Excel worksheet for collecting this information has been posted at http://www.nj.gov/education/finance/fp/dwb.shtml.  Employees to be included in the worksheet are the superintendent of schools, the assistant superintendent of schools, the school business administrator, and any employee with an annual base salary that exceeds $75,000 who is not a member of a collective bargaining unit.  For all information provided in the 2008-09 worksheet, you must use the language of whatever contract was in effect as of January 1, 2008.  Supply the information for all employees in these categories who were employed at that time.
In the amount columns of the worksheet, the information must be reported as an annualized amount based on the contract in effect January 1, 2008.  The number entered should represent the maximum amount that the employee could be paid in each salary/benefit category in a year.  
Definitions:
Allowances are the annualized expense amounts that an employee can submit to the district for payment in a number of specific expense categories such as automobile, meals, tuition, professional fees, etc.
Bonuses are annual monetary incentives that are granted above the base pay for meeting specific criteria.  They do not become part of the contracted base pay.

Stipends are monetary amounts paid for performing specific duties which are outside the scope of the employee’s contracted work duties.

District contributions to insurance are payments made on behalf of an employee above the base salary for items such as health, dental, or prescription insurance, life and other insurance, and retirement plans.   These constitute fringe benefits.

Other or In-kind remuneration can be annual payments for such items as buy-back of sick, personal, or vacation time for the year.  In this section enter any other benefits provided to the employee that do not fit into the other categories listed above, with a description of the benefit.
Base Salary Information (Columns B through I)
Employee Information:

District Code:  Select the county and district code of the district completing the form from the drop-down list provided.  This must be entered on each line containing employee information.

Name:  Enter the name of the employee.  
Job Title:  Enter the job title of the employee.
Base contract salary in effect January 1, 2008:  Enter the contracted base salary that was in effect at January 1, 2008.

FTE:  Enter the full-time equivalent of that employee.  If the employee has more than one job title within the district, enter the applicable job description and the percentage of time in each position as a decimal, e.g. superintendent (.5) and business administrator (.5).  If the administrator has a partial position that is not in the listed categories, report only the portion of his/her employment that has an administrative job description with its percentage of time.  
Shared with another district:  Select “Yes” or “No” from the drop-down box to indicate whether the employee’s time is shared with another district in a formal agreement.  If yes, select the county code and district code of the other district from the drop-down menu, and enter the employee’s job description in that district.  Also note that the shared services arrangement should be described in the budget on Supporting Documentation Item number 21 “Shared Services”.
Contracted Benefits
In the columns for the benefits information, place an annualized dollar amount in the column and a description of the benefit and how it is calculated in the description column.   For example, if the employee has a travel allowance of up to $400 a month in the contract language of January 1, 2008, then the annualized amount is $4,800.  It is the potential amount of this benefit that the employee could have claimed.  If the contract language states that the employee is entitled to a maximum of $10,000 in travel expenses to be reimbursed in a year, enter the $10,000 as the potential amount of this benefit over a year’s time.  If the contract simply states that the district will cover a reasonable amount of travel expenses for the employee, calculate a reasonable estimate of the annual travel expenses for the employee and enter that amount.  The district will be required to give an explanation in the description column of how this benefit is administered under the contract.

If the district does not offer a benefit that is on the list, enter zero in the amount and “n/a” in the description.

Columns have been created for entry of other benefits not specifically listed in each category.  If there are benefits provided to the employee that are not specifically listed in that category, in an “other” columns enter an annualized amount with a short description of the benefit.

Fringe benefits such as the insurances, retirement payments etc. must be calculated as an annual rate based on the January 1, 2008 contract.  These must have annual amounts listed.

Contract Terms (Columns J through R):
Beginning date of contract:  Enter numerically the month, day and year that contract begins, e.g. 7/1/2007.

Ending date of contract:  Enter numerically the month, day and year that contract expires, e.g. 6/30/2010.
Contracted numbers of annual work days:  Enter the total number of working days in the year for this employee.  For example, a full-time employee would calculate all days in the year minus weekends and holidays (365 – 104 – 10 = 251).  Enter one total number.
Contracted number of annual vacation days:  Enter the total number of vacation days allowed per year.

Contracted number of annual sick days:  Enter total number of sick days allowed per year.

Contracted number of annual personal/administrative days:  Enter total number of personal/administrative days allowed per year.

Contracted number of annual consulting days:  Enter the total number of consulting days allowed per year.
Number of other contracted days not considered regular work days:  Enter the number of other days off not included in other categories above (e.g. advisory days where employee works in another location for a certain number of days per year).  Enter zero if none.  In the description column, enter a brief description of these days.

Allowances (Columns S through AH):
Automobile:  Enter the annual contractual total amount of all costs for providing an automobile to the employee for work and/or personal purposes except gasoline which is a separate category.  Include the following costs: rental or purchase amount, insurance, mileage if no gasoline allowance, maintenance or other related costs.  For example: if the car is rented by the district, include the dollars spent on rental payments over a year.  In the description column, enter a description of the automobile benefits provided to the employee.
Gasoline:  Enter the total amount allowable in the contract for a year unless this is part of travel expenses or included under mileage in the automobile category.  In the description column, enter a description of the gasoline benefits provided to the employee.
Computer/Fax/Internet:  Enter the total annual cost of any hardware and software, fax and internet fees paid by the district for home use by the employee, whether work or personal.  In the description column, enter a description of the computer, fax and internet benefits provided to the employee.
Cell Phone:  Enter the total annualized cost of fees and calls for a cell phone supplied by the district for the employee.  In the description column, enter a description of the cell phone benefits provided to the employee.
Meals/Travel Expenses:  Enter the total annualized amount for travel expenses related to travel to and from work, or travel to and from conferences or workshops and any meals that are associated with any travel or business entertainment.  In the description column, enter a description of the meals and travel benefits provided to the employee.
Tuition/Professional Development/Education:  Enter annualized amounts paid by the district for benefits for tuition, conference fees, or any kind of professional development training plus books, supplies, and any other expenses except travel that is reported in the category above.  In the description column, enter a description of the professional development, tuition and education benefits provided to the employee.
Professional Membership Fees:  Enter amounts paid by the district for annual fees for membership in professional organizations, such as NJASA and NJASBO.  In the description column, enter a description of the professional membership benefits provided to the employee.
Other:  Enter any additional annualized allowances such as clothing, housing, expense accounts, moving, dependent care, or donations to charitable organizations in the employee’s name, etc.  In the description column, enter a description of the other allowances provided to the employee.
Bonuses (Columns AI through AN):
Meeting of professional performance goals: Enter any extra amount of money awarded for meeting goals and criteria described in the contract and agreed upon by the board and employee.  Report the maximum allowable amount the person could receive in a year.  In the description column, enter a description of the bonus provided to the employee.
Longevity:  Enter amounts that would be awarded at benchmark years set in the contract and not included in future base salary.  Report the amount the employee will receive in this year.  In the description column, enter a description of the bonus provided to the employee.
Other:  Enter other bonuses, with descriptions, for such things as bonuses for having the budget pass, passing an audit, etc.

Stipends (Columns AO through AP):
Other:  Enter amounts to be paid to the employee for stipends, with descriptions of what type of stipends are being paid.
District Contributions to Fringe Benefits, in Excess of Contributions for Teaching Staff (Columns AQ through CP):
For all insurance categories include a description of the coverage in the description section provided on the form.  In the employee amount columns, enter the total annual amount of the district’s contribution for this employee in each insurance category based on the January 1, 2008 contract.  In the teacher contract amount columns enter annual amounts that would be paid by the district for a teacher, calculated as a weighted average of the cost of coverage for a teacher based on the January 1, 2008 contract.  These items must have annual dollar amounts entered.
For each of the fringe benefit categories, if the employees are covered under the state plan, use the State Plan columns.  If the employees are covered under a private plan, use the Private Plan columns.  Use the Other columns for any plans other than the state or district plan covering the employees.  Use the description columns to detail the coverage.
Health Insurance:  Enter the total annual amounts to be paid by the district for health insurance.  Note that prescription and vision are included in the “Other” category below.  Enter in the employee amount column the total annual amount to be paid by the district for health insurance.  Weighted average amounts for insurance for teachers must be entered in the teacher contract amount column.  A description of the insurance must be included in the description section.
Dental Insurance:  Enter the total annual amounts to be paid by the district for dental insurance.  Enter in the employee amount column the total annual amount to be paid by the district for dental insurance.  Weighted average amounts for insurance for teachers must be entered in the teacher contract amount column.  A description of the insurance must be included in the description section.

Life Insurance:  Enter the cost of annual premiums for life insurance paid by the district.  Enter in the employee amount column the total annual amount to be paid by the district for life insurance.  Weighted average amounts for insurance for teachers must be entered in the teacher contract amount column.  A description of the insurance must be included in the description section.

Other Insurance:  Enter total annual amount paid by the district for all of the list below that apply.  Enter in the employee amount columns the total annual amount to be paid by the district for the other insurance.  Weighted average amounts for insurance for teachers must be entered in the teacher contract amount columns.  A description of the insurances must be included in the description sections.

Prescription
Vision

Workman’s Compensation

Supplemental Disability

Other

Retirement Plan (Columns CQ to DF):
Employee Share of Contribution to Pension Plan:  Enter the district’s contribution to the plan for this employee’s share of the state pension contribution.
Annuity:  Enter the total amount of any annual contribution toward an annuity purchased on behalf of the employee.
Trust Account:  Enter the total annual amount of any deposits made to a trust account where the employee is the beneficiary of that account.

Other:  Enter the annual amount of any other type of retirement plan provided by the district, as well as a description of the retirement plan.
Contractual Post-Employment Benefits (Columns DG to DN):
Buy-back of unused sick days at end of contract:  Enter the total maximum amount allowed.  e.g., if the contract allows for a maximum of 15 sick days to be paid to the employee at the end of their contract, calculate the daily rate of pay multiplied by the 15 sick days for the employee amount.  Enter a description of the buyback arrangement in the description column.
Buy-back of unused vacation days at end of contract:  Enter the total maximum amount allowed.  e.g., if the contract allows for a maximum of 20 vacation days to be paid to the employee at the end of their contract, calculate the daily rate of pay multiplied by the 20 vacation days for the employee amount.  Enter a description of the buyback arrangement in the description column.
Buy-back of unused personal/administrative days at end of contract:  Enter the total maximum amount allowed.  e.g., if the contract allows for a maximum of 5 personal/administrative days to be paid to the employee at the end of their contract, calculate the daily rate of pay multiplied by the 5 personal/administrative days for the employee amount.  Enter a description of the buyback arrangement in the description column.
Other:  Enter the amount and description of any other post-employment benefits to be paid to the employee.
Any other or in-kind benefits (Columns DO to DV):
Annual option for buy-back of unused sick days:  Enter the total maximum amount allowed.  e.g., if the contract allows for a maximum of 15 sick days to be paid to the employee at the end of the year, calculate the daily rate of pay multiplied by the 15 sick days for the employee amount.  Enter a description of the buyback arrangement in the description column.
Annual option for buy-back of unused vacation days:  Enter the total maximum amount allowed.  e.g., if the contract allows for a maximum of 20 vacation days to be paid to the employee at the end of the year, calculate the daily rate of pay multiplied by the 20 vacation days for the employee amount.  Enter a description of the buyback arrangement in the description column.
Annual option for buy-back of unused personal/administrative days:  Enter the total maximum amount allowed.  e.g., if the contract allows for a maximum of 5 personal/administrative days to be paid to the employee at the end of the year, calculate the daily rate of pay multiplied by the 5 personal/administrative days for the employee amount.  Enter a description of the buyback arrangement in the description column.
Other:  Enter the amount and description of any other benefits to be paid to the employee that were not included in the categories above.
Comments (Column DW)
Include any general explanatory information not included in the previous descriptions.
Submission of the Salary and Benefits Worksheet

Completed worksheets should be emailed to budget@doe.state.nj.us.  
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