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Date
Name
Title 
Company Name
Street Address
City, State, Zip
Dear Client First Name:
Following is the proposal to complete the incentive compensation project we have been discussing for Client Name.  We are excited about the opportunity to potentially work with Client Name to complete this compensation project.  
Overview

The purpose of this proposal is to create an Incentive/Bonus Plan for approximately xx employees.  Additionally, the proposal includes the project deliverables, investment, and project resources.
The information contained herein is of a confidential nature and is intended for the exclusive use of the person or persons to whom it is furnished.  Reproduction, publication, or dissemination or portions hereof may not be made without the prior written approval of Your Company Name.

Incentive/Bonus Plan Deliverables

· Review of various types of bonus plan structures with Client Name and jointly determine design approach.  

· Brainstorm desired plan components.  Determine final plan components and how they will be defined, measured, and tracked.  Once plan components are finalized with measurements and metrics determined, high level cost modeling will be completed by Your Company Name.

· Development of a plan document to include goals and objectives, targets, plan measures and weightings, measurement definitions, tracking of measurements, thresholds for measurements, and terms and conditions of the plan.

· Any templates needed for measurement and final calculation, and 

· Completion of the project by a date agreed to by both parties.  It is anticipated it will take approximately xx to xx days to complete this work.  

Survey Sources (This only gets included if you are completing market benchmarking as part of this project.  Customize this area for the surveys you use.
A total of two survey sources will be utilized by Your Company Name to complete the market review.  Your Company Name survey sources include:

Economic Research Institute (ERI) is a database that contains a compilation of more than 6,600 jobs.  The data is available by SIC code, revenue size or budget size, experience required for job, and location.

CompAnalyst is a database that contains a compilation of more than 10,000 jobs.  The data is available by industry, employee size, revenue, and location.
Investment & Billing

The total investment for this incentive/bonus project is $xx,xxx.  The fee will be billed monthly based upon the total months agreed upon to complete the project.  Invoices are due upon receipt and a late fee is added after 15 days.  
Additional Expenses
All conference calls needed to complete the project are included.  There are xx on-site meeting hours included in the proposal.  On-site meeting time will be billed at $xxx/hour.  Should the scope of this project change at any time during the project, a revised proposal or addendum will be made to the original proposal.  Travel, lodging, and IRS approved mileage rates will be billed for travel outside the city(define) market.  We do not anticipate any of these expenses for this proposal.  
Project Resources

Your name and other name if using any sub-contractors will both be assigned to this project.   Bios for all individuals can be found at the end of this proposal.
Cancellation Policy

Should Client Name cancel this project prior to a minimum of 50% completion of this project, an amount equal to 50% of the total project costs will be due immediately upon invoicing.  Additionally, any hours of work completed beyond the 50% will be calculated, invoiced, and due immediately after receipt of invoice.    
We again, appreciate the opportunity to submit this proposal.  I will contact you within the next few days to review the proposal.  Upon approval and agreement on the scope, and investment of the project, I ask that you sign below and return via electronic means to my office.

Sincerely,

Your Signature
Your Name and Credentials
Your Title
Your Company Name
Agreed to Proposal as Stated:
______________________________________________________________     ________

Signature and Printed Name







Date

Your Company Name
Your Company Street Address, City, State, Zip  • Business Phone # • Cell Phone # • Your Email
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Biographies

A paragraph about Your Company – Here is a sample.  Total Reward Solutions has been serving clients since 2005 and is an Indiana certified WBE consulting company that has a passion for designing effective and competitive compensation and total reward programs.  They have consulted with companies in over 30+ industries.  

Biography for Your Name and Credentials

Your Title
Your Bio – Here is a sample.  Cassandra Faurote is the CEO and Founder of Total Reward Solutions and has over 25 years’ experience in human resources. Born in Dayton, Ohio, Cassandra has a bachelor’s degree in business management from Indiana Wesleyan University and holds three certifications to include Certified Compensation Professional (CCP), Senior Professional in Human Resources (SPHR), and SHRM Senior Certified Professional (SHRM-SCP).  Cassandra is the author of Compensation $ense 101: Common Sense Answers to Your Questions about Employee Compensation and Total Rewards.

Professional affiliations include being a member of the Society for Human Resources Management, World at Work, Indy SHRM, and NAWBO.  She has authored articles in World at Work, Inside Indiana, HR Professional Magazine, Louisville Business Journal, and Kentucky SHRM and is frequently a speaker at conferences.  Cassandra currently serves as the Board Chair for the Greater Lawrence Chamber of Commerce.

Biography for Next Person on Project
Their Title
Their Bio – Here is a Sample.  Lisa has over 20+ years’ hands-on experience both as a practitioner and consultant in Human Resources with specialization in compensation and benefits.  Lisa was a consultant with two of the large human resources consulting firms in the United States as well as worked for a pharmaceutical company.  She has extensive experience in developing, directing, and implementing compensation and benefit programs and strategies for numerous organizations in a variety of industries.  Some industries include universities, hospitals, retail, financial services, pharmaceutical, and life sciences organizations.

Lisa has a bachelor's degree in Liberal Arts from the University of Louisville. 
Your Phone Number
Your Website Address
Date – Client Name
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