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Purpose & Scope  
To set out the Company’s policy and procedures relating to commission and bonus payments that may be available to employees. 
This policy applies to all employees, however eligibility will be determined based on an individual’s contract of employment. 
 
This policy does not form part of any employee’s contract of employment and may be amended at any time. 
 
Commission Scheme  
You may be entitled to participate in the discretionary Commission Scheme, depending on the terms of your contract of 
employment on such terms and conditions as the Company may determine in its absolute discretion from time to time. Details of the 
Commission Scheme will be made available to you on joining. Subject to the requirements of the Commission Scheme your 
commission earning potential is uncapped. The rules of the Commission Scheme’ may be subject to change by the Company at 
any time and without notice. 
 
Commission is applicable from the start of your employment and becomes due for payment when a respective customer provides 
full payment for their order. Commission which is due for payment is paid alongside your monthly basic salary. Should your 
employment end, you will be eligible to receive any assigned commission due in the payroll month following your departure. No 
extensions to this payment schedule will be granted for any reason. 
 
MPR Requirement  
All sales employees, who have passed their probationary period, must achieve their Minimum Profit Requirement (MPR) in a given 
month in order to be eligible to receive commission from sales orders placed in that month. Employees who are on probation are 
exempt from this requirement and will be entitled to commission regardless of whether MPR is achieved or not. 
 
e.g. 
An employee, who has passed probation, fails to achieve January MPR => all sales orders placed in January are marked ex-
commission 
 
An employee, who is still within their probationary period (up to a maximum of 6 months), fails to achieve January MPR => no effect 
on commission.  
 
For avoidance of doubt, commission will be considered earned on an order when: 
 
1) The MPR (including new business element) was met in the month that the order was scheduled 
2) The order has been paid in full  
3) The order has not been marked ex-commission for any other reason 
 
When these conditions are met, commission from a sales order becomes due once payment of that sales order has been received 
in full.  
 
New Business Requirement 
Sales employees must achieve a minimum of 30% new business as part of their MPR in a given month in order to satisfy their 
MPR. Sales employees who do not receive new leads by default are exempt from this requirement. 
 
e.g.  
A permanent sales staff member has an MPR of £13,333 
30% of profit earned in a given month must derive from new business i.e. £3,999.90 to satisfy MPR 

 
The Commission Scheme may also include additional ‘prizes’, the terms of which will be determined by the Company at its absolute 
discretion. In circumstances whereby a prize has been paid/issued then subsequently one or more orders are marked as ex-profit 
or ex-commission for any reason, the company reserves the right to recover the value of any prizes that the employee would not 
have been entitled to when taking into account the orders marked as ex-profit or ex-commission. 
  
In order to recover the value of such prizes, the employee will not be eligible to receive payment for future prizes that they may 
have qualified for until the value of any such prizes has been recovered. 

 
To view the latest terms of the Commission Scheme, please view the Sales Staff Manual 
 
Bonus Scheme 
Employees who are not entitled to participate in the discretionary Commission Scheme, may be entitled to participate in the 
discretionary Bonus Scheme, depending on the terms of your contract of employment. The Bonus Scheme is entirely discretionary 
and the terms may be subject to change by the Company without notice. 
 
In order to be eligible to receive a bonus payment, you must be employed with Company and not tendered your resignation at the 
time the bonus is paid.  
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Monitoring this policy 
It is important to note that the Company may vary or amend this policy from time to time particularly to take account of changes in 
the law, best practice or business requirements. This document shall be revised by the appropriate person, the HR Manager or 
nominated deputy. You will be notified of any changes. 
 
Last Modified: 20/12/13 
 

 


