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Calculation Worksheet – Planned / Actual Salaries and Benefits Costs
Leanne Lalonde
Poultry and Egg On-Farm Investment Program Calculation Worksheet – Planned / Actual Salaries and Benefits Costs
IMPORTANT
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Applicants are required to keep the records relating to salaries and benefits (for example, pay stubs, timesheets, and benefit statements used to arrive at the calculations, proof of payment, etc.) on file for seven years in case of an audit. The applicant may also be asked to provide the records as part of the Project Application or claim assessment.
Instructions:
Please complete one worksheet per employee for which you are seeking a contribution. Contributions pertaining to salaries and benefits within an investment project are limited to either:
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Wages of an employee on the applicant’s payroll for work related to the project that is incremental/in addition to their regular working hours and activities
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Wages of temporary personnel for work related to the project
X:\Adobe\Forms\Images\Bullet.tif
bullet
Wages of temporary personnel to replace an employee on the applicant’s payroll, while the employee undertakes work related to the project during their regular hours
Note: if an employee works overtime on the project and is compensated, an overtime rate of up to 1.5 times the regular rate of pay may be charged.
Benefit percentages and examples
Benefit percentages (approximate)
Benefit
Percentage
Time off with pay
11.5% (assumes 30 days of paid time off out of 260 weekdays in a year; paid time off includes statutory holidays (10), vacation time (15), sick days (5))
CPP/QPP (for 2021)
5.0%
EI (for 2021)
2.0%
Subtotal
18.5
Amount remaining for all other benefits
11.5%
Total
30%
Example: Salaried employee – works full-time on project
A
B
C
D = A ÷ B ÷ C
E
F = D x E
G = F x 30%
H = F + G
Annual Salary
# of Weeks in year
# of working hours per week
Hourly rate of pay
# of hours worked on project
Salary cost
Benefits @ 30%
Total salary and benefits charged to the project
Final rate of pay
$52,000.00
52
40
$25.00
72
$1,800.00
$540.00
$2,340.00
$32.50
Example: Hourly employee – works part-time on project
A
B
C
D
E
F = D x E
G = F x 30%
H = F + G
Annual Salary
# of Weeks in year
# of working hours per week
Hourly rate of pay
# of hours worked on project
Salary cost
Benefits @ 30%
Total salary and benefits charged to the project
Final rate of pay
n/a
n/a
n/a
$17.00
10
$170.00
$51.00
$221.00
$22.10
(Identify the employee by A, B, C, et cetera. For privacy reasons, do not identify the employee by name)
Employee type:
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Employee details:
A.         The work related to the project undertaken by the employee will occur / occurred between 
. (For salaried employees divide annual salary by 52 weeks by number of hours per work week)
Benefits include all other regular payroll costs incurred by the organization (for example, CPP/QPP, EI, and Workers’ Compensation Benefit), whether required by statutory or contractual obligation, as well as:
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Eligible time off with pay that may apply to full-time or part-time employees; e.g., statutory holidays (including provincial/territorial holidays), sick days, and vacation.
For further clarification, eligible salary and benefit costs do not include:
X:\Adobe\Forms\Images\Bullet.tif
bullet
Incentive amounts such as bonuses, stock options, and profit sharing
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Benefits that are considered “perks” such as a gym membership, or parking allowance
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Amounts paid to or on behalf of a consultant or other person with whom the organization does not have an employer-employee relationship, as defined by the Canada Revenue Agency (CRA).
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Severance costs.
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Benefit costs must not normally exceed 30% of the eligible salary costs for each employee who works on the project (although the Program may apply a lower amount). The recipient may charge any percentage up to the maximum of 30% for benefit costs. In some exceptional circumstances, the recipient may claim benefit costs in excess of 30%, provided the costs are pre-approved by AAFC. In these cases, a listing of the benefits claimed, plus an explanation from the recipient, must be approved by the Program Director. A listing of benefit costs included in the project expenditures will not be required for the claims process; however, it may be required for audit purposes.
Total Planned or Actual Cost Calculation:
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Add the hourly rate (B above) and Pro-rated hourly share of benefits (C above),
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Multiply by the number of hours (D above)
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Please report this amount in Project Costs section of the Project Application form.
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