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1. Compensation
a. Pay and behaviour 
<no work needed in this section>
b. Industry standards
<Document your findings about standard pay rates and compensation plans for positions at similar companies>

c. Non-cash perquisites and rewards

<Enter your ideas on what affordable non-cash perquisites and rewards might, in lieu of high salaries, help you attract, retain and motivate key people> 
	Company Perks
	Non-Cash Rewards

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


d. Benefits 
<no work needed in this section >

e. Employee stock option plans (ESOP)

<Formulate an ESOP for your company using the table below>
The stock option matrix
	 
	Level
	Low
	Mid-range
	High

	Engineering
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	Marketing
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	Sales
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	Operations
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	General & Admin
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	


f. Compensation alternatives 

<no work needed in this section>

g. Funding 

<no work needed in this section>

 2. HR Budgeting

<Use these templates to help anticipate your employee-related expenses. Transfer them to an excel spreadsheet, or start completing them by hand>
	Group
	Position
	Monthly Base Salary
	Monthly Incentives
	Monthly Non-Cash Rewards
	Monthly Legislated Benefits Cost
	Monthly Sponsored Benefits Cost
	Recruiting Expenses Incurred
	Total Monthly HR Cost/Staff Position

	Engineering
	Director
	 
	 
	 
	 
	 
	 
	 

	 
	Manager 
	 
	 
	 
	 
	 
	 
	 

	 
	Staff
	 
	 
	 
	 
	 
	 
	 

	Sales and Marketing
	Director
	 
	 
	 
	 
	 
	 
	 

	 
	Manager
	 
	 
	 
	 
	 
	 
	 

	 
	Staff
	 
	 
	 
	 
	 
	 
	 

	Operations
	Director
	 
	 
	 
	 
	 
	 
	 

	 
	Manager
	 
	 
	 
	 
	 
	 
	 

	 
	Staff
	 
	 
	 
	 
	 
	 
	 

	General & Admin
	Director
	 
	 
	 
	 
	 
	 
	 

	 
	Manager
	 
	 
	 
	 
	 
	 
	 

	 
	Staff
	 
	 
	 
	 
	 
	 
	 


	 
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8
	Month 9
	Month 10
	Month 11
	Month 12

	Total Salary Expense
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Incentive Expense
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Reward Expense
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Legislated Benefit Expense
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Sponsored Benefit Expense
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Recruiting Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total HR Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



Appendix: Templates
<Use the following templates to track employee share ownership at your company>
	Pools
	# of Shares/Pool
	% of Total
	 Headcount

	Founders
	 
	 
	 

	VPs
	 
	 
	 

	Staff
	 
	 
	 

	Other
	 
	 
	 

	Board of Directors
	 
	 
	 

	Total Shares Outstanding
	 
	
	 


	Who
	# of Shares
	% Ownership

	 
	 
	 

	Founder 1
	 
	 

	Founder 2
	 
	 

	 
	 
	 

	Vice Presidents
	 
	 

	VP 1
	 
	 

	VP 2
	 
	 

	VP 3
	 
	 

	VP 4
	 
	 

	VP 5
	 
	 

	VP 6
	 
	 

	 
	 
	 

	Staff
	 
	 

	Staff 1
	 
	 

	Staff 2
	 
	 

	Staff 3
	 
	 

	Staff 4
	 
	 

	Staff 5
	 
	 

	 
	 
	 

	Other
	 
	 

	Other 1
	 
	 

	Other 2
	 
	 

	Other 3
	 
	 

	Other 4
	 
	 

	 
	 
	 

	Board of Directors
	 
	 

	BoD 1
	 
	 

	BoD 2
	 
	 

	BoD 3
	 
	 

	BoD 4
	 
	 

	BoD 5
	 
	 


PAGE  
7
Human Resources Management Series
Building Block 2: Compensation Workbook Template

