[Company Logo]   [Company Name]
ANNUAL INCREMENT PLANNER
	Company:
	[Company Name]

	Cycle:
	[FY 20XX–XX]

	Increment Effective Date:
	[DD/MM/YYYY]

	Cycle Owner:
	[HR Name]



Cycle Timeline
	Phase
	Activity
	Owner
	Start
	End
	Output
	Status

	1. Preparation
	Freeze employee master data and eligibility list
	HR Operations
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Eligibility list
	[Status]

	1. Preparation
	Market salary review and budget proposal
	Comp & Ben / Finance
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Budget note
	[Status]

	2. Approval
	Management approves budget and increment matrix
	[Authorised Signatory]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Approved matrix
	[Status]

	3. Appraisal
	Self-appraisal and manager review
	Employees / Managers
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Draft ratings
	[Status]

	3. Appraisal
	Calibration meetings by department
	HRBP / Dept Heads
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Final ratings
	[Status]

	4. Proposals
	Managers enter increment and promotion proposals
	Managers
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Proposal sheet
	[Status]

	4. Proposals
	HR and finance budget check
	HR / Finance
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Approved list
	[Status]

	5. Release
	Manager conversations with employees
	Managers
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Discussion done
	[Status]

	5. Release
	Increment and promotion letters issued
	HR
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Letters
	[Status]

	6. Payroll
	Revised salary and arrears processed
	Payroll
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	Revised payslips
	[Status]



Communication Plan
1. Cycle launch email to all employees with key dates.
1. Manager briefing on rating guidelines and the increment matrix.
1. Reminder emails three working days before each deadline.
1. Grievance window of [x] working days after letters are issued.
Post-cycle Review
	Deadlines missed and reasons
	[Details]

	Budget utilisation vs approved
	[x]%

	Number of grievances raised
	[No.]

	Improvements for next cycle
	[Details]




	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
[Designation]
Date: [Date]
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