(ORGINIZATIONS NAME) Policy 

Merit Increase or Bonus
Subsections: 
Employees, Contractors

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	03/18/2005

	· Corporate Functions Guideline
	CEO
	

	· Financial Functions Guideline
	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 
	
	Next Review Due: 2007

	Dates Reviewed:
	
	Dates Revised:

	Dates Revisions Announced to Staff:



	Purpose:
	To outline procedures for merit increases or bonuses for employees or contractors.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGINIZATIONS NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

Employees
Employees may be eligible to receive a salary merit increase or bonus at the sole discretion of the CEO and the availability of funding.  While the following criteria must be met for an employee to be eligible, meeting the criteria does not insure any additional funding.

· Timesheets must be filled out daily on the server.

· At the end of the month a timesheet must be completed, signed and put into CEO’s in box on the first working day after the end of the month.  Hours on the timesheet for hourly personnel must match the ones recorded on the daily sign in log.  If traveling at the end of the month your timesheet must be completed before leaving.    

· Hours for each time period must be reported to CFO according to the Reporting Hours Policy – 002.06.03, before 10am on the dates noted.  The hours may be reported by email or telephone.  Hours must be broken down by regular hours, holiday hours, personal hours, other and the total number of hours worked.

· Employees are expected to significantly exceed all aspects of their scope of work.

Contractors 

Contract employees may be eligible to receive merit increases or bonuses at the sole discretion of the Chief Executive Officer and the availability of funding.  While the following criteria must be met for an employee to be eligible, meeting the criteria does not insure any additional funding.
· A time sheet and invoice must be emailed to the Austin (ORGINIZATIONS NAME) Office five days before the months end.  This needs to be emailed to CFO and Financial Assistant.

· A signed copy of the monthly invoice and timesheet must be in the Austin Office no later than the 5th day of the following month.  

· Monthly or Quarterly Reports must be in by the end of the month that they are due.
The contractor is responsible for significantly exceeding the Scope of Work in the contract(s) under which s/he is working.
