
Compensation and benefits report template

Introduction
[In one or two paragraphs, state the purpose of the document, including which employees this
compensation and benefits plan applies to and how the plan aligns with the company's mission.]

Compensation definitions
[Define each type of compensation your department offers. You can use a bulleted list to
describe each benefit or multiple paragraphs to describe each compensation and how they
apply to the company.]

Employee benefits
[In a bulleted list or paragraph format, list each employee type and what benefits they can
receive.]

Performance expectations
[If your compensation includes any performance bonuses, list performance expectations here
using separate paragraphs for each employee type.]

Exceptions
[List any exceptions that may occur when applying benefits to employees. If relevant, include
cases of termination or overextension of benefits. Mention any benefit limits.]


