



DATE:		January XX, 20XX
TO:		[Managers/Leaders/Supervisors/Etc.]
FROM:		[HR Leader/Executive]
SUBJECT:	Salary Planning

It’s that special time of year once again when we ask you to review your employees’ salaries, how they relate to their performance and placement in the market, and offer you the opportunity to make salary change recommendations.  Salary actions may include merit, promotions, and equity adjustments.   The process described below is designed for planning and approval of merit increases.  If you are planning a promotion within your group or if after review of the market data provided to you, you determine an employee should receive an equity pay adjustment, please contact your HR Manager. 

All merit increases will be reflected in the [Month XX] paycheck. 

20XX Salary Planning Timeline

	· SimplyMerit – Salary Training System Training
	XX/XX/20XX

	· Managers Complete Salary Plan and System Closed (no further changes accepted)

	XX/XX/20XX

	· Final Review and Approval of 20XX Salary Changes (Function Heads/CEO/CHRO/Etc.]

	XX/XX/20XX

	· Managers complete performance review discussions and communicate pay changes                                         No Later Than 

	XX/XX/20XX




HR will consolidate and submit the merit plan for approval by senior management.   As indicated in the schedule, merit increases should be communicated to employees after final approval, which is anticipated to be by XX/XX/20XX, and XX/XX/20XX - the date direct deposit information is available via on-line banking.  Under no circumstances should any information be communicated to employees until the merit plan has been approved.

Budget Considerations
The merit pool for 20XX is X%.  Each department or region’s overall merit increase rate is expected to stay within this budgetary limit.

Guidelines
Pay decisions should consider both market pay rates and employee’s performance.  This year we are introducing a SimplyMerit, a cloud-based planning tool which will provide information specific to each employee in your group such as current base pay, date of last increase, and their placement against the market pay data for their position.  

Using this information, together with their performance rating, we suggest the following guidelines for determining the appropriate increase.  Keep in mind these guidelines are just that, guidelines for you to refer to when making your pay decisions.


MERIT INCREASE GUIDELINES

	Performance Rating
	Salary Increase %

	
	

	
	

	
	

	
	

	
	



			
Pro-ration & Timing Adjustments
There may be situations where an increase should be less than the full annualized amount.  For example,  an employee’s merit increase because he/she has been with the company for less than a full year (January thru December) and their pay level is competitive. In these cases, the following formula will be applied automatically by SimplyMerit:

Annual % increase forecasted X days since date of hire or promotion
					365 or 366 days

If you have a question about pro-rating an increase or a special circumstance, such as an employee having been on a performance improvement plan or off on a paid or unpaid absence for an extended period of time, please contact your HR manager to discuss the situation.

Other Issues
Employees who transferred to new positions during the year are included with their new, current department for merit planning.  These employees are to be reviewed by their new managers, who are expected to contact the previous manager for input into the evaluation as appropriate.

For promotions coming up that will coincide with the merit process, please contact your HR manager with any questions. SimplyMerit will help you manage both merit and promotion adjustments.

If you have questions, please feel free to contact me or your HR manager.  Thank you for your attention to this important process.
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