[Company Logo]   [Company Name]
INCREMENT RECOMMENDATION FORM
	Company:
	[Company Name]

	Increment Cycle:
	[YYYY–YY]

	Effective Date:
	[DD/MM/YYYY]

	Department:
	[Department]



Merit Increase Guideline
	Final Rating
	Compa-ratio below 0.90
	Compa-ratio 0.90–1.10
	Compa-ratio above 1.10

	5 – Outstanding
	[%–%]
	[%–%]
	[%–%]

	4 – Exceeds
	[%–%]
	[%–%]
	[%–%]

	3 – Meets
	[%–%]
	[%–%]
	[%–%]

	2 – Needs Improvement
	[%–%]
	[%–%]
	[%–%]

	1 – Unsatisfactory
	Nil
	Nil
	Nil



Recommendations
	Emp. ID
	Employee Name
	Designation
	Final Rating
	Current CTC (₹)
	Compa-ratio
	Recommended %
	Increment (₹)
	Revised CTC (₹)
	Remarks

	[Employee ID]
	[Employee Name]
	[Designation]
	[Rating]
	[CTC]
	[Ratio]
	[%]
	[Amount]
	[CTC]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Rating]
	[CTC]
	[Ratio]
	[%]
	[Amount]
	[CTC]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Rating]
	[CTC]
	[Ratio]
	[%]
	[Amount]
	[CTC]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Rating]
	[CTC]
	[Ratio]
	[%]
	[Amount]
	[CTC]
	[Remarks]



Deviations from Guideline
	Employee Name
	Guideline %
	Recommended %
	Reason (market, retention, equity)

	[Employee Name]
	[%]
	[%]
	[Reason]

	[Employee Name]
	[%]
	[%]
	[Reason]



Budget Summary
	Total current annual CTC of team: ₹[Amount]
	 

	Total recommended increment: ₹[Amount] ([Percentage]%)
	 

	Approved increment budget: ₹[Amount] ([Percentage]%)
	 

	Within budget: Yes / No
	 




	______________________________
Recommended by
[Reporting Manager]
Date: [Date]
	______________________________
HOD
[HOD Name]
Date: [Date]
	______________________________
HR / Compensation
[HR Name]
Date: [Date]
	______________________________
Finance
[Name]
Date: [Date]
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