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Client Name Base Pay Project Plan – xx.xx.xx 


	   Phase
	Dates
	Process Step
	Resources Needed from
Client Name
	Your Business Name

Deliverables

	I
	12/05/18 to 12/19/18 (2 weeks)
	Compensation Philosophy, Market Pricing Guidelines


	· Obtain organizational charts

· Discuss and decide with client compensation philosophy and market pricing guidelines 
· Obtain a Job Title listing for all jobs will be benchmarking  

· Forward job descriptions to Your Business Name via email by xx/xx
· Availability and preparation for call and/or answers to email to complete market data guidelines
	· Project plan

· Conference call to establish compensation philosophy and market pricing guidelines
· Documentation of compensation philosophy and market pricing guidelines following call


	II
	12/20/18 to 01/25/19 (5 weeks)
	Initial Market Matches 


	· Availability to answer questions on positions

· Availability for meeting


	· Initial market matches for xxx positions pulled and sent for review

· Meeting or phone call to review initial market matches 

	III
	01/28/19 to 02/08/19
(2 Weeks)
	Market Pricing – Final Pass 
	· Availability for conference call
	· Conference call to review any changes that were made to market matches 
· Final excel spreadsheet of consolidated market data 

	IV
	02/11/19 to 02/28/19
(3 weeks)
	Create Salary Structure


	· Availability for conference call
	· Initial Salary Structure(s)
· All jobs slotted into structure that were benchmarked
· Call to review salary structure

	V


	03/04/19 to 03/22/19
(3 Weeks)
	Incumbent Analysis 
	· Employee census data


	· Complete incumbent analysis

· Call to review incumbent analysis 


	VI
	03/25/19 to 04/12/19
(3 weeks)
	Final Presentation
	· Availability for meeting
	· Wrap-up any outstanding items

· Develop final presentation

· Meeting to review final presentation on new base pay structure 
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