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Staff Review and Incentive Bonus Framework  

This document outlines the essential guidelines and structure for conducting 
annual staff reviews and determining incentive bonuses. It is designed to help 
organizations create a consistent, fair, and motivating process that supports 
employee development and rewards high performance.  

Section One: Purpose of the Staff Review  

The purpose of the annual review is to create clarity, alignment, and 
accountability. It provides an opportunity to evaluate performance, discuss goals, 
and ensure each team member understands expectations and opportunities for 
growth.  

Section Two: Core Principles  

1. Reviews should be scheduled annually and conducted in a one-on-one setting.  

2. Discussions should be rooted in transparency, measurable performance, and 
professional standards.  

3. Employees should receive clear feedback on strengths, areas for development, 
and expectations for the coming year.  

4. Documentation should be provided to each team member for their records.  

Section Three: Guaranteed Bonus Structure  

Guaranteed bonuses are appropriate when tied to:  

• Consistent role execution  

• Reliability in day-to-day responsibilities  

• Professional conduct  

• Contribution to overall office operations  

Guaranteed bonuses reward stability, dependability, and year-round performance.  

Section Four: Incentive Bonus Structure  



Incentive bonuses should be tied to specific metrics such as:  

• Productivity and output  

• Accuracy and quality of work  

• Contribution to business growth  

• Completion of major projects  

• Operational impact  

Incentive bonuses allow high performers to be rewarded for measurable 
accomplishments and exceptional contributions.  

Section Five: Implementation  

Each employee should receive:  

• A written review  

• Discussion of both guaranteed and incentive bonus eligibility  

• Clear expectations for the following year  

• A follow up meeting if needed  

This framework ensures teams feel valued, understand expectations, and remain 
motivated to contribute to the long-term success of the business.  
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