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Employee Referral Bonus Request


	Date:   /  /    
	Last Name:       
	First Name:       
	Middle:       

	Employee Number:       
	Date of Hire:    /  /    
	OBS:       

	Request must be received by HQ/HR during the candidate’s pre-employment process.



	Candidate Name:      
	Position:      

	Employee  Signature:
	Date:   /  /    

	KRA’s Employee Referral Bonus Program provides cash bonuses to employees who refer qualified candidates to the company to fill regular full-time positions.  Referral bonuses are paid after both the referrer and referral candidate have successfully completed 1 year of employment.  Managers may not refer employees into their respective group. Human Resources personnel are excluded from participation.  Full program details are available in the policy manual.



	To be completed by Human Resources Personnel

	Date Received:   /  /    

	Base Starting Annual Salary:       
	Referral Start Date:   /  /    

	HR Personnel Signature:      
	Date:   /  /    

	To be completed by Human Resources Director

	Date Received:   /  /    
Candidate a bona fide “new hire” :   FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No  


	Is referring employee eligible for referral bonus? :  FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No
	Bonus Amount:      

	Effective Date of Payment:   /  /    
	

	Date Remitted to Payroll:   /  /    
	Payroll Effective Date:   /  /     

	HR Director Signature
	
	Date
	   /  /    
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