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Compensation and Incentive Bonus Plan
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To:
---

From:
---

Date:
---

Re:
--- Year Bonus Plan

Attached is your YEAR Compensation and Incentive Bonus Plan that is effective DATE and I have also enclosed your latest JOB DESCRIPTION. In addition to your base salary, you are also eligible for quarterly incentive bonus awards based on the performance of the company and your individual contributions to its ongoing success. 

My objectives in developing your Bonus Plan were:   

· ensuring that the proper incentives are in place to meet our company goals

· maximizing your earning potential

· promoting teamwork throughout the company

· creating a plan that is simple, easy to administer, and easy to understand

The major highlights of your bonus/commission plan are: 

· A no maximum bonus potential based on the attached Bonus plan

· Component A: Bonus opportunity based on our company’s performance

· Component B: Commission opportunity based on your individual contributions

After reviewing the plan, please sign and date both copies and return one to me for your file. 

Thanks again for your effort and commitment as a key contributor to our company!

YEAR COMPANY NAME HERE

JOB TITLE HERE Incentive Bonus Plan
For NAME

Effective DATE HERE

As JOB TITLE with COMPANY NAME HERE, your YEAR compensation plan consists of a base salary and a quarterly performance-based bonus plan.

1.
BASE SALARY


You are a regular full-time employee and receive a base salary paid current in equal semi-monthly installments, in accordance with standard COMPANY NAME HERE payroll procedures.  Your base salary will be $x,xxx.00 per month.

2.
 QUARTERLY BONUS OPPORTUNITY


Component A: You may earn a Quarterly (semi-annual, annual) Bonus consisting of xx% of your quarterly salary (based on your DATE salary) as recognition for our company achieving its total net profit goal. 

* Total Net Profit is calculated by the Total Net Revenue minus Total Net Expenses based on company xxx reports.


Component B: You may earn a Monthly Commission consisting of xx% of your quarterly salary (based on your DATE salary) as recognition for achieving our company’s net profit goals.

A. Quarterly Bonus payments will be made on or about the last day of the month following closure of the financials for the calendar quarter.
B. In the event of separation of employment from COMPANY NAME HERE for any reason, prior to the last day of the calendar quarter in the case of Quarterly Bonuses, you will not have any entitlement to prorated or partial settlement of any bonus. 

3. 
LIST ANY OTHER CASH/AUTOMOBILE/OTHER COMP COMPONENTS HERE

Your xxx will be -----.

4.
FRINGE BENEFITS


Your xxx will be -----.

YEAR COMPANY NAME HERE Compensation and Incentive Bonus Plan
JOB TITLE HERE

Page x

As a JOB TITLE, you are a regular full-time employee and are eligible for participation in all fringe benefit programs and expense reimbursement plans offered by the Company provided you comply with and satisfy all current eligibility, enrollment and/or reporting requirements of those programs.

NOTE:  All components of this Plan have been developed based on current business conditions and are projections for YEAR.  In the event material changes occur, the Company reserves the right to change any and/or all of the terms and conditions of this Plan, by giving you fifteen (15) days written notice.  This Plan establishes the terms of your compensation package commencing April 1, YEAR and continues until the end of your employment with the Company or until another compensation plan is established.  This Plan does not supersede or nullify any employment practices, procedures or related covenants or agreements which may have been in effect, conveyed to you or executed during the course of your employment, including but not limited to, your agreement to arbitrate disputes pursuant to the Company’s arbitration policy, your status as an employee at will, your agreement to hold certain Company information as confidential, your agreement not to compete against the Company’s interest within certain guidelines, and other terms or conditions of your employment.
Maybe include non-compete verbiage here-
Maybe include Confidential Information verbiage here-

YEAR COMPANY NAME HERE Compensation and Incentive Bonus Plan
JOB TITLE HERE

Page x
Operations Performance
Bonus Plan

Project 1



100% Complete



Score 10






75%-99% Complete


Score 9






51%-74% Complete


Score 8








Less than 50%



Score 7
Project 2



100% Complete



Score 10






75%-99% Complete


Score 9






51%-74% Complete


Score 8








Less than 50%



Score 7
Project 3



100% Complete



Score 10






75%-99% Complete


Score 9






51%-74% Complete


Score 8








Less than 50%



Score 7
· Score and weighted percentages are subject to quarterly adjustments by President/CEO.

Scoring System

Score of 27 to 30 =
100%

Score of 23 to 26 =
80%

Score of 19 to 22 =
70%

Score of 18 or less =
50%
YEAR COMPANY NAME HERE Compensation and Incentive Bonus Plan
JOB TITLE HERE
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5.
CALCULATING INDIVIDUAL BONUSES EARNED:

A.
It is the intention of the Company to pay the target bonus amount upon 100% attainment of all of the goals of the company and the individual. Partial achievement of the goals will result in less than the target, while outstanding performance will result in payments in excess of the target bonus.

B.  After the operations and company performances have been calculated, an overall performance percentage will be totaled and, subject to final approval of the President and CEO of COMPANY NAME HERE, payments will be made based on the following chart.
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You may earn bonuses in excess of 150% of the target amount. For overall performance of 111% or greater an additional 4% of target bonus may be earned for each full percentage of overall performance above 110%.

C.  Overall performance percentages will be rounded to the nearest whole number, .4 or less will be rounded down and .5 or greater will be rounded up.

D.  The purpose of the Compensation and Incentive Bonus Plan is to reward participants who positively impact performance of the Company.  It is not the intended to provide an individual with a windfall or fail to properly reward individuals who deserve recognition for contributions.  The Company reserves the right to amend this Compensation and Incentive Bonus Plan or adjust any bonus, up or down, if necessary to better comply with the spirit and intent of the plan.
YEAR COMPANY NAME HERE Compensation and Incentive Bonus Plan
JOB TITLE HERE

Page x
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	Project 1
	Project 2
	Project 3
	Total

	Q1 Score
	
	
	
	

	Q1 % Achievement
	
	
	
	

	Q1 $ Payout
	
	
	
	

	Q2 Score
	
	
	
	

	Q2 % Achievement
	
	
	
	

	Q2 $ Payout
	
	
	
	

	Q3 Score
	
	
	
	

	Q3 % Achievement
	
	
	
	

	Q3 $ Payout
	
	
	
	

	Q4 Score
	
	
	
	

	Q4 % Achievement
	
	
	
	

	Q4 $ Payout
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ACKNOWLEDGMENT FORM

(Please return a signed copy to President/CEO)
EMPLOYEE-Print Name: __________________________________________

Signed: _________________________________________________________

Date: _______________________________________________
___________

Company Name Here
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Operations Scoring System


Score of 27 to 30 =	100%


Score of 23 to 26 =	80%


Score of 19 to 22 =	70%


Score of 18 or less =	50%





Net Profit=


25% Total Bonus





Q1 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Q2 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Q3 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Q4 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Net Revenue=


25% Total Bonus





Q1 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Q2 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Q3 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________





Q4 Goal= _______________





Actual=    _______________





% Achievement= _________





$ Payout= _______________
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