
More COST SHARE DOCUMENTATION INSTRUCTIONS for COST 
SHARE CONTACTS and FINANCIAL OFFICIALS  

   

Documenting an Employee’s Hourly Rate:  

For cost-share purposes, the hourly rate is derived from salary plus benefits. It must not include overhead costs or 
mass transit tax. We must show the breakdown of salary and benefits so OEM and FEMA can confirm that overhead 
and mass transit tax are not included and that other benefits are allowable. To assist OEM and FEMA in their reviews, 
we ask that you include a legend explaining any abbreviations or acronyms that are not universally recognizable.  
  

The hourly rate may be documented by a timesheet, payroll printout, pay stub or other documentation. It must 
include the date range for which it is effective.  
  

When an employee has a monthly rate rather than an hourly rate, the monthly rate must be documented and the 
hourly rate calculated and documented. To calculate the hourly rate: Add the total monthly salary and benefits, 
multiply that sum by 12 months, and divide that product by 2080 hours.  
  

Here’s an example of a monthly rate breakdown from a payroll printout and the hourly rate calculation. In this case, 
“Buyout,” “OC,” “Long4%,” “Long2%,” and “VEBA” would need to be explained in a legend.  
  

  Employee A  

Using this example to calculate X, the hourly rate:  

  

(($5075 + $3433.77) x 12)/2080 = X  

  

($8508.77 x 12)/2080 = X  

  

$102,105.24/2080 = X  

  

$49.09 = X  

Hourly Rate  

  

SALARY  
4,975.00  

BUYOUT   0.00  

OC   0.00  

Long4%   0.00  

Long2%   100.00  

TOTAL EARNINGS  5,075.00  

BENEFITS    

FICA  388.24  

RETIREMENT  1,522.50  

INSURANCE  1,381.97  

WORKERS' COMP  13.77  

VEBA  100.00  

UNUM LIFE INS  27.29  

TOTAL BENEFITS  3,433.77  

  
TOTAL EXPENSE  

  
8,508.77  

  
Hourly Rate  

  
49.09  

  

Other documentation: If a payroll printout, paystub, or timesheet is unavailable or does not include all the necessary 
information, the Financial Official may submit other documentation over their signature. These are examples of such 
documentation. They may be copied and pasted into another Word or Excel document or another format may be 
used as long as all the necessary information is included.  
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More COST SHARE DOCUMENTATION INSTRUCTIONS for COST 
SHARE CONTACTS and FINANCIAL OFFICIALS  

Example 1  

Employee Name  Annual Wage  

07/01/17-06/30/18  

Annual Benefits* 

07/01/17-06/30/18  

Total Cost  Hourly Rate  

Employee A  $73,637.28  $31,920.12  $105,557.40  $50.75  

Employee B  $101,400.00  $42,715.56  $144,115.56  $69.29  

Employee C  $67,818.24  $33,072.24  $100,890.48  $48.51  

Employee D  $58,965.12  $27,041.52  $86,006.64  $41.35  

Employee E  $47,485.92  $20,101.44  $67,587.36  $32.49  

Employee F  $62,904.00  $31,486.08  $94,390.08  $45.38  

*Employee benefits include Worker's Compensation, Worker's Benefit Fund, employer-paid portion of Dental, Life 
Insurance, Medical Insurance, and PERS.  
  
Example 2  

Employee Name  Employee A   Employee B   Employee C   Employee D  

Salary/what period?   $   $   $  $  

Benefits             

 Medical Insurance   $   $   $  $  

   Dental Insurance   $   $   $  $  

  Life Insurance   $   $   $  $  

  Retirement   $   $   $  $  

TOTAL   $   $   $  $  

HOURLY RATE   $   $   $  $  

Effective From/To             

  

Making it official: The documentation must be signed by the organization’s authorized Financial Official. The 
authorized Financial Official is the person with authority to certify employees’ payroll. The Financial Official’s title 
may be Treasurer, Finance Director, Payroll Accountant, or similar.  
  

Documentation may be submitted in a letter or payroll printout or other document attached to an email or in the 
body of the email itself. A letter must be on the organization’s official letterhead and signed by the Financial Official 
with their title. If a payroll printout or other document is attached, it must be signed the same way. The transmitting 
email must also contain the Financial Official’s signature and title and must be sent from the organization’s official 
email address (e.g., @state.or.us, @co.tillamook.or.us).  
 
For any type of virtual meeting, the facilitator will need to certify those who attend the meeting. Meaning, roll call 
must be taken by the facilitator and formerly documented; ie. Official minutes showing list of attendees or list of 
attendees on official letterhead stating meeting agenda or in an email roll-up listing attendees and meeting 
information. 
  

If there is no hourly rate: If a person does not get paid for participating in an official capacity (e.g., an unpaid 
Planning Commissioner, County or special district Commissioner, or Council Member), please provide a statement to 
that effect.  
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