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Policy:   
 
KRA Corporation (KRA) provides every employee with base compensation. However, there are 
circumstances when additional compensation is approved to provide a reward for exceptional 
performance, or to recognize successful participation in an incentive program. Bonus/Incentive pay 
consists of compensation that is contingent on discretion, performance, or results achieved.  
 
Definitions: 
 
Bonus: For non-management employees, an after-the-fact discretionary lump-sum payment, in addition 
to an employee’s base pay, for outstanding achievement on a particular project, or for providing service 
“above and beyond” an employee’s expected job performance. 
 
Annual Bonus: A bonus given to reward outstanding performance over the course of a year.   
 
Incentive: A pay plan that rewards the accomplishment of specific results, which is tied to results that 
are identified at the beginning of a performance cycle. An Incentive pay plan is forward-looking, in 
contrast to a Bonus, and is a nondiscretionary lump-sum payment in addition to an employee’s base 
pay. 
 
Procedures: 
 
Bonus: A one-time bonus payment may be used to reward an employee’s high level of performance on 
projects or special assignments. A bonus is discretionary in nature, based on the Director/Manager’s 
judgment. A Bonus is awarded after the fact, and therefore cannot be used to incentivize an employee 
in advance of performing the work.  
 
The Director/Manager should present the Bonus recommendation, within 30 days of the outstanding 
accomplishment, to the President & CEO or COO via a Bonus Request Form. He/she must indicate the 
reason(s) for the recommendation and the amount of the Bonus request, in a lump sum amount. 
 
If approved, the President & CEO or COO will notify the Human Resources (HR) Department to process 
the request, pay the Bonus, and prepare a letter of recognition for the employee. The Director/Manager 
who recommended the Bonus will work with HR to determine an appropriate venue for recognizing the 
employee. If the Bonus request is not approved, the President & CEO or COO will notify HR, which will 
notify the Director/Manager of the decision, and the rationale for the lack of approval.       
 
Annual Bonus: Directors/Managers may recommend an Annual Bonus for an employee based upon the 
following factors: 

 Employee’s Annual Performance Review 
o Contributions to increased organizational productivity 
o Development and/or implementation of improved work processes 
o Exceptional customer service 
o Significant cost savings 
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 Profitability of contract 

 Overall company profitability 

 Other specific contributions to the success of the organization 
 

The amount of the Bonus may vary among employees, depending upon considerations such as the 
employee’s performance record and special merit or uniqueness of the employee’s contribution. 

 
The Director/Manager should present the Annual Bonus recommendation, with the employee’s Annual 
Performance Review, to the President & CEO or COO via a Bonus Request Form. He/she must indicate 
the specific reason(s), per factors described above, for the recommendation and the amount of the 
Annual Bonus request. In no case should the Director/Manager speak to the employee about his/her 
recommendation prior to receiving approval from the HR Department.  
 
Incentive Payment:An Incentive payment is delivered through a formal, documented, and approved 
Incentive Plan based on a predetermined performance-and-reward schedule. Employee performance is 
measured against the goals and objectives of the Plan. The Incentive may be paid in an accounting 
period (i.e., pay period, month, quarter, or year) or upon a specific event (reaching an objective, 
completing a project, etc.).  

Directors/Managers may develop and recommend formal Incentive Plans for one or more employees on 
their staff. These requests should be presented to the President& CEO and/or COO via a Plan proposal 
to include, but not limited to the following: what the Plan intends to accomplish, how incentive payment 
amounts will be determined, who is eligible, and the duration of the Plan. All Incentive Plan proposals 
must be reviewed by the President & CEO, COO, and HR Department prior to communication to 
employees and Plan implementation. 

An Incentive Plan payment to a non-exempt employee must be included in average hourly earnings 
when calculating overtime pay. 


