[Company Logo]   [Company Name]
COMPENSATION REVIEW FORM
	Review No.:
	[Reference Number]

	Review Date:
	[Date]

	Review Type:
	Annual / Role Change / Retention / Restructure



1. Employee Profile
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Grade
	[Grade]

	Department
	[Department]

	Work Location
	[Work Location]

	Criticality of Role: High / Medium / Low
	 

	Flight Risk: High / Medium / Low
	 



2. Total Rewards Comparison
	Element
	Current (₹ p.a.)
	Proposed (₹ p.a.)
	Remarks

	Basic Salary
	[Amount]
	[Amount]
	[Remarks]

	HRA and Allowances
	[Amount]
	[Amount]
	[Remarks]

	Variable Pay at Target
	[Amount]
	[Amount]
	Target [x]% of fixed

	Employer PF
	[Amount]
	[Amount]
	12% of basic, subject to ceiling rules

	Gratuity (provision)
	[Amount]
	[Amount]
	As per company practice

	Group Medical / Term Insurance
	[Amount]
	[Amount]
	Cover ₹ [Amount]

	Other Benefits (car lease, meal card etc.)
	[Amount]
	[Amount]
	[Remarks]

	Total CTC
	[CTC]
	[Amount]
	[x]% change



3. Variable Pay History
	Year
	Target (₹)
	Paid (₹)
	Payout %

	[FY]
	[Amount]
	[Amount]
	[x]%

	[FY]
	[Amount]
	[Amount]
	[x]%

	[FY]
	[Amount]
	[Amount]
	[x]%



4. Long-term Incentives
	ESOP / RSU grant proposed
	[No. of units] under [Scheme Name]

	Vesting schedule
	[Details]

	Retention bonus: ₹ [Amount] payable on [DD/MM/YYYY], subject to [Conditions]
	 



5. Rationale and Approval
[Summarise performance, market benchmark position, internal equity and business reasons for the proposed changes.]
Declaration: The proposed package has been checked for consistency with the compensation policy, approved budget and applicable tax treatment.

	______________________________
Proposed by
[Reporting Manager]
Date: [Date]
	______________________________
Reviewed by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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