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Archdiocese of Boston 

Guidance on Issuing Special Easter and Christmas Checks 
 

Many parishes, schools, and other entities in the RCAB 401(k) Plan have a long-standing practice of providing Easter 

ÁÎÄ #ÈÒÉÓÔÍÁÓ ȰÇÉÆÔȱ ÐÁÙÍÅÎÔÓ ÔÏ ÅÍÐÌÏÙÅÅÓ ÁÎÄ ÐÒÉÅÓÔÓ ÔÏ ÔÈÁÎË ÔÈÅÍ ÆÏÒ ÔÈÅÉÒ ÓÅÒÖÉÃÅ ÁÔ ÔÈÅÓÅ ÓÐÅÃÉÁÌ ÔÉÍÅÓ ÏÆ ÔÈÅ 

year. Most, although nÏÔ ÁÌÌȟ ÌÏÃÁÔÉÏÎÓ ÈÁÖÅ ÍÁÄÅ ÔÈÅÓÅ ÐÁÙÍÅÎÔÓ ÉÎ ÔÈÅ ÆÏÒÍ ÏÆ Á ȰÓÐÅÃÉÁÌȱ payment, either printed as 

a live check and enclosed in an Easter or Christmas card or presented as a direct deposit check stub showing the 

amount and also enclosed in a card. IRS rules applicable to the safe harbor RCAB 401(k) Plan prohibit exclusion of 

certain types of wages from 401(k) employee deductions (and employer matching contributions).  Thus, all payments 

(including special Christmas/Easter payments) made to employees and priests that have active 401(k) deductions 

must  include these deductions, unless these payments are made on a date other than the regular paydate and the 

employee has provided a voluntary request for suspension.  The processes outlined below are intended to allow 

Pastors, School Principals, and agency Directors to provide these honoraria to employees/priests while also ensuring 

compliance with federal tax law. 

Questions to determine how to use this document:  

 

 

 

Option 1 - Best practice:  

Do you have any 
Employee 401(k) 

Waivers?

No

Would you like 
separate checks, 

live checks or 
gross-up?

Yes Create a one-time check 
date batch - can be on a 

common pay date

No
Issue in regular payroll batch 
using CMAS earnings code

Yes
Create a one-time check 

date batch
Must issue on a non-

common pay date

use upload for 
data + batch 

Override to issue 
live checks; use 
EE Override to 

suppress 401(k) 
deductions

use batch Override to 
issue live checks; 

manually key all data 
in QuickPay screen + 
use Check Calculator 

for Net to Gross batch 
to suppress 401(k) 

deductions
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Include Easter and Christmas bonus payments in regular payroll runs, using the Easter (EAST) and Christmas 
(CMAS) earnings codes. These codes have regular federal income tax withholding attached to them, so there will be 
no difference between using these codes and a Regular earnings code for tax withholding purposes.  Adding Easter 
and Christmas payments to regular checks will ensure that 401(k) deductions are taken as required by IRS rules and 
ÐÅÒ ÔÈÅ ÅÍÐÌÏÙÅÅÓȭ ɉÁÎÄ ÐÒÉÅÓÔÓȭɊ ×ÒÉÔÔÅÎ ÉÎÓÔÒÕÃÔÉÏÎÓȢ 4Ï ÅÎÁÂÌÅ ÅÍÐÌÏÙÅÅÓ ÁÎÄ ÐÒÉÅÓÔÓ ÔÏ ÓÅÅ ÔÈÁÔ ÔÈÅÙ ÈÁÖÅ ÂÅÅÎ 
given these amounts, locations can print check stubs and highlight the earnings code or point it out in an 
accompanying memo. 
  
Instructions:  The CMAS/EAST amounts will need to ÂÅ ËÅÙÅÄ ÉÎÔÏ ÅÁÃÈ ÅÍÐÌÏÙÅÅȭÓ ÒÅÃÏÒÄ ÍÁÎÕÁÌÌÙ on the QuickPay 
screen. To add the CMAS/EAST earnings code(s) to the QuickPay screen, click Payroll>Pay Entry Options .  

 
 

Scroll down on the Batch Types screen and click Regular, then scroll to the bottom of the next screen to add 
ECMAS/EEAST to the bottom of the list of earnings codes.  This code will show for all future payrolls until deleted (use 
same screen, Delete link on far right).  Click Save.  

 
 
To start the batch, go to Payroll>Pay Entry , find the applicable bi-weekly check date, click Add Batch, name the 
batch, click Start Batch , then add amounts to the CMAS columns for employee/priest records (hours are not 
required).  View Check Details and then Register, per normal procedure.  Once you have completed your regular 
payroll entries and your CMAS/EAST amounts, you can submit the payroll as you normally would.  Employees can 
view their pay stubs to see these earnings.  
 
Option 2:  Alternative acceptable practice  (separate checks, not grossed up , no employee/priest  401(k) 
deductions skipped , any check date can be used): 
For locations that would like separate checks and that will not have any employees/priest s who skip active 401(k) 
deductions (i.e., who leave all 401(k) deductions in place), detailed instructions and Paylocity screen shots are below.  
 
We recommend that administrators use an upload process to process separate checks for Christmas/Easter payments.  

To upload a file of Christmas/Easter honoraria for a group of employees/priests, determine first if you will only be 

paying Active employees, or if you will also be paying any employees coded as LOA.  Under Employees>Employee 

Search, if you will only pay Active employees, leave the Status: Active filter intact.  If you want to pay employees on 

LOA, click the X next to that filter to display all employees (including LOA and Terminated status).  Click Export 

Employees. 
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An Excel sheet will generate. You may need to look for it in the upper or lower corner of your screen. Be sure popup 

blockers are disabled for this site so that you can view the Excel sheet.  

 

The sheet then needs to be formatted for upload.  The following fields must be included and in this order, and all other 

data/fields must be deleted.  Use the sample upload template to assist you, cutting and pasting the Employee ID#s 

first, and then enter E under Type of Code, then CMAS under Code, leaving Hours banks, and then enter the $ amount 

per person under Amount .  If different employees will receive varying amounts, you may want to enter the amounts 

into the original spreadsheet (while the names are listed) and then cut and paste data into the upload format to avoid 

errors.  Once satisfied, delete the header line shown below. 

Employee ID Type of Code Code Hours  Amount  

 

Save the file either directly to CSV, or first save to Excel and then Save As CSV, somewhere you can easily find it on 

your computer.  

 

You will now begin your Christmas batch.  Under Payroll>Pay Entry , click Add a One Time Check Date. Even if you 

will be issuing these payments on the same day as a normal pay date, you still  must set up the payments with a  

 

one-time check date.  

 
 

Populate the date fields, using whatever date you prefer.  Click Add when done.  
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.    

 

Scroll down to find the date for the batch you just created and click the link with that date.  Double check that you are 
selecting the Pay Freq option ȰOÎÅ ÔÉÍÅȱ (and not bi-weekly).  
 

 

This returns you to the Create Batch page. Confirm that your new Check Date shows in the Check Date drop down (it 

should).  Under Batch Type, select TimeImprt , then click Add Batch. You will use this process to upload a file with 

your Christmas payment amounts by employee/priest.  Your location does not need to use Time & Labor to utilize this 

feature.  

  

Name the batch in the Create New field (ex: Christmas) and leave all other filters as is, unless you only want to pay 

certain Positions, Departments, Canonical Roles, etc.   

Under Check Type, select SPECIAL.  This will automatically show you only Easter and Christmas earnings types and 

will suppress all deductions except 401(k)/Roth.  
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Note: to manually key in the special check amounts instead of using an import, click Add One Time Check Date then 

choose Batch Type SPECIAL.  You can proceed to the QuickPay screen to key in these payments. 

 

To generate live checks, click the Override link next to Check Type to get to the Batch Check Attributes, then 

check the Block All  box next to Direct Deposits.  Click Save & Return  (bottom left) to return to the main Batch 

Type screen.   

 

 
 

To upload the file you prepared, click Choose File, select your prepared file, and then click Import  (bottom 

left of your screen ɀ see above).   

  

 
 

You should see a green bar confirming that your upload was a success.  If you receive an error message, check 

your file to confirm that you deleted the first line (column headings) and saved to CSV.  
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You will then return to the Create Batch screen, where you can click to review your batch by clicking the link 

with the name of your batch.  

 
 

On the Detail screen, click on the name of an employee, then scroll down and View Check Details.  

  

   
 

Review the check to confirm that all active 401(k) deductions were taken and that the match was awarded. 

Note the gross and net check amounts.  Employees with flat dollar 401(k) deductions (ex: $500) or additional 

federal or state income tax withholding (ex: $250 extra federal per pay, $100 extra MA per pay) may not see a 

net check if the Christmas/Easter payment is smaller than these amounts. Click Return to Payroll  to review 

other employee/priest Check Details.  
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When satisfied with all records, click Batch Totals  at the bottom. 

On the next screen, click Register , and then review the document as you normally would, double checking for zero 

direct deposits/live checks. When satisfied, click Approve Batch .  

 
 

This will take you back to the Payroll > Pay Entry screen. The batch status will be Ready to Submit.  Click the Submit 

Payroll  button. 
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Option 3:  Alternative acceptable practice (separate checks, not grossed up, some employee/priest 401(k) 

deductions skipped, alternative check date REQUIRED): 

For locations that have at least one employee/priest who has a Suspension Request form on file (a sample is below), 
any such checks will need to be dated with a different date from the regular pay date to satisfy IRS regulations and 
401(k) Plan rules (ex: Christmas check could be dated December 16, whereas regular paycheck will be dated 
December 23). More detailed instructions and Paylocity screen shots are below.  
 
Follow the steps for preparing an upload file described under Option 2, above.  Then under Payroll>Pay Entry , click 
Add a One Time Check Date.   
  

 

Populate the date fields, using a different date than the regular pay dates. Click Add when done.  

.    

Follow the steps under Option 2 for preparing and uploading the pay file or manually add the payments on the 

QuickPay screen.  For employees who have submitted a voluntary Suspension Request, once you have entered the 

ÁÍÏÕÎÔ ÏÆ ÔÈÅ #ÈÒÉÓÔÍÁÓ ÈÏÎÏÒÁÒÉÕÍȟ ÔÏ ÏÖÅÒÒÉÄÅ ÔÈÅÉÒ τπρɉËɊ ÁÎÄȾÏÒ 2ÏÔÈ ÄÅÄÕÃÔÉÏÎɉÓɊȟ ÃÌÉÃË ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÎÁÍÅ 

to bring up their Detail screen.  Next to Check Type, click the Override link.   
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The lower portion of the Override screen shows all of the deductions and earnings that have been Blocked (meaning 
the box is checked).  The 401(k) deductions (and Match) do not have a check mark, meaning they are active (a/ k/ a not 

Blocked).  To Block them for this Special pay only, check the relevant box (401P and/or ROTH) and then click Save 

OverrideȢ  9ÏÕ ×ÉÌÌ ÒÅÔÕÒÎ ÔÏ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ $ÅÔÁÉÌ ÓÃÒÅÅÎȟ ×ÈÅÒÅ ÙÏÕ ×ÉÌÌ ÓÅÅ ÔÈÁÔ ÔÈÅ /ÖÅÒÒÉÄÅ ÌÉÎË ÉÓ ÎÏ× red  

(meaning an Override has been activated).  Click View Check Details to confirm that the deduction is now gone.  Click 

Return to Payroll  to continue with your review and finalization of the batch.  

 
 

4. Not Recommended: Net to Gross Checks, whether including or skipping 401(k) deductions  

In Paylocity, a separate Batch type has been set up for Net to Gross Checks. We do not recommend using this feature 

for Christmas honoraria due to the potential expense for employees/priests with more sizable 401(k) deductions 

and/or additional federal or state income tax withholding (see example Check Detail below).  While it is possible to 

avoid applying an active 401(k) deduction if a Suspension Request is on file and a pay date other than the regular date 

is used, federal and state withholding should not be adjusted/suppressed.   

First, determine if you have any employees/priests who have submitted a written request for suspension of 401(k) 

deductions. If you have at least one, you must use a paydate other than the regular pay date .  If you do not have 

any requests for suspension, you may use a regular paydate or a separate date.  In both instances, you will first need 

to Add a One Time Check Date (see page 4, above).   Once you have added your check date and clicked on the link 

with that date (making sure you are choosing One Time instead of Bi-Weekly), on the Create Batch page, choose 

NetToGross from the Batch Type dropdown. Click Add Batch.  
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On the next screen, name your batch.  The check type will automatically default to NetToGross.  You can Override 

direct deposits from this screen as explained on page 6, above.  Click Start Batch  when ready.  

 

You will then land on the QuickPay screen, where you can enter the Net amounts by employee.  View Check Details for 

each employee to confirm that they look correct.   

 
 

See example Check below, for an employee with a 10% pre-tax 401(k) and an extra $100 federal income tax withholding.  

The net check of $200 cost the parish $466.93. 
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To handle individual employee/priest 401(k) deduction suppression, you will need to use Check Calculator for each 

payment.  After you create a one-time check date for a non-regular pay date (see pages 3-4 above).  For employees 
who will keep their 401(k) deductions in place, no additional action is required.  For employees who will suspend 

401(k)/Roth deductions, confirm that you have a Suspension Request on file.  Then follow the steps below: 

¶ Go to Payroll > Check Calculator 

 

¶ Select the Employee in the top right of the screen 

¶ 5ÎÄÅÒ -ÏÄÅ ÓÅÌÅÃÔ Ȱ#ÒÅÁÔÅ Á Check.ȱ 

¶ Under Check Date, select the one-time check date you created (non-common pay date) 

¶ In the Calculator, click the Net to Gross radio button 

¶ Enter the desired Net Pay 

¶ Select the appropriate Earnings Code 

 

 

 

 

 


