Sample Form

This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Valuing Compensation Packages
(A tool for communicating the benefits of employment)

Providing useful, straightforward information to your employees about the value of the salary and benefits they receive can:

	· Reduce turnover
	· Increase morale


	· Raise trust levels




The beginning of a new year is the perfect time to gather compensation information and communicate the value of your benefits package to employees.  Consider the following format:

To: [Employee Name]
For your own reference, below is a summary of the total monetary value of the pay and benefits package you received from the company for the year 2023:

Your gross annual earnings (before taxes) (includes ___ days off with pay for holidays, vacation, paid sick leave, other paid leave):          


$_______

Cash bonus pay/commission pay: 


 

  _______

In addition to direct earnings shown above, the Company also paid the following amounts on your behalf during the year:

Half of your Social Security:


        $
_______

Workers' compensation insurance:

  
_______

Unemployment insurance:


  
_______

Your medical-hospital benefits:

 
  
_______

Your dental coverage:



  
_______

Your prescription coverage:


  
_______

Your vision coverage:



  
_______

Company contribution to 401(k) plan

    or to profit-sharing plan:


  
_______

Your pension plan:



  
_______

Life insurance and AD&D:


  
_______

Business travel life insurance:


 
_______

Disability insurance (short-term & long term):
 
_______

Employee assistance program:


 
_______

Employee training:




_______

Professional memberships:



_______

TOTAL BENEFITS:

 

          


       

$_______

TOTAL ANNUAL EARNINGS AND BENEFIT PAYMENT:

       

$_______

Hours you actually worked in 2023: ______.  Your total (hourly) (monthly) earnings:   $ _______
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