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1. Purpose
This policy sets out how quarterly sales commission is calculated, verified, approved and paid. Commission rewards revenue that is actually collected — not invoiced revenue alone — so that entitlement is aligned with the cash position of the Company.
2. Scope
This policy applies to all sales staff carrying an assigned quarterly revenue target. Employees without an assigned quarterly target are not eligible for commission under this scheme.
3. Definitions
For the purposes of this policy:
	Term
	Meaning

	Quarterly Target
	The revenue target assigned to the employee for the reporting quarter, as approved by management.

	Invoiced Revenue
	Net invoiced value per Accounting records after credit notes. The Accounting figure governs; CRM or departmental figures are for reference only.

	Collected Invoices
	Cash actually received against those invoices within ninety (90) days of the invoice date. Amounts received after that ninety (90) day period are excluded from Collected Invoices and do not count towards commission, even if collected in a later quarter.

	Achievement %
	Invoiced Revenue ÷ Quarterly Target.

	Collection Rate %
	Collected Invoices ÷ Invoiced Revenue.

	Monthly Salary
	Basic monthly salary of the employee, used as the unit of commission.




4. Commission Entitlement
Gross entitlement is determined by the employee's Achievement % for the reporting quarter, expressed as a multiple of Monthly Salary:
	Achievement %
	Gross Entitlement

	Below 90%
	No commission

	90% to below 100%
	0.50 × Monthly Salary

	100%
	1.00 × Monthly Salary

	Each fully completed additional 10%
	+0.10 × Monthly Salary

	Maximum (cap)
	2.00 × Monthly Salary per quarter


Only fully completed 10% increments count; partial steps are disregarded. For example, an achievement of 128% is treated as 120% and yields 1.20 × Monthly Salary. The cap of 2.00 × Monthly Salary applies to the final net commission for the quarter. All tiers in the table above, including the 0.50 × Monthly Salary tier for achievement of 90% to below 100%, are subject to the collection adjustment in Section 5.
Where an employee achieves 70% or below of their Quarterly Target for two consecutive quarters, the employee will be referred to Human Resources for performance review, which may result in a Performance Improvement Plan (PIP) or a formal warning. This provision does not apply to newly hired staff with less than six (6) months of service.
5. Collection Adjustment
Gross entitlement is then scaled by the rate at which invoiced revenue has been collected:
1. Collection Factor = MIN(100%, Collection Rate ÷ 90%).
1. At a Collection Rate of 90% or above, no reduction applies.
1. Below 90%, the gross entitlement is scaled down proportionally. There is no all-or-nothing cliff.
1. Collection-Adjusted Payout = Gross Entitlement × Collection Factor.
1. Any invoice that remains uncollected ninety (90) days after its invoice date is permanently excluded from Collected Invoices. Collection of that invoice in a later quarter does not restore, revive or create any commission entitlement in respect of it, and no retrospective recalculation will be made.
6. Net Commission
Net Commission = Gross Entitlement × Collection Factor, subject to the cap of 2.00 × Monthly Salary per quarter.

7. Measurement Period and Payment Timing	
Sales performance and collection performance are measured over different windows:
1. Revenue achievement is measured for the reporting quarter itself.
1. Collection performance is not measured at the close of the reporting quarter. A one-quarter collection window is allowed: collections and the Collection Rate for a quarter are measured after the close of the following quarter, capturing all cash received up to that date.
1. Illustration: for any reporting quarter, the Company waits until the following quarter is closed, then calculates the collections and collection ratio relating to that reporting quarter's invoices, subject to the ninety (90) day collection cut-off.
1. Finance prepares the calculation, which is then reviewed and approved by management.
1. Approved commission is paid with the next monthly salary following completion of the calculation. Commission for a reporting quarter is therefore calculated after the close of the following quarter and paid in the following payroll run.
8. Eligibility Conditions
1. The employee must be in active service and not under notice on the payment date, unless otherwise approved by management.
1. Employees who resign or are terminated are not entitled to commission during the notice period. The last commission quarter closed prior to the notice date constitutes their final commission payout.
1. Targets, salary figures, revenue and collection data are taken from approved Company records. The Finance calculation is final.
1. Credit notes, write-offs, reversals or invoice cancellations arising after payment are recovered from subsequent commission entitlements.
1. Commission is not payable on inter-company transactions, or on revenue not recognized by Accounting.
9. Compensation Package Changes
Where an employee's compensation package changes during a commission quarter — including, without limitation, salary adjustments, promotions, or changes to commission eligibility — the commission for that quarter is calculated using the compensation package, including the Monthly Salary, that was in effect during the reporting quarter in which the revenue was earned.
A revised compensation package applies to commission calculations from the beginning of the following commission quarter onwards. It is not applied retroactively to sales achieved in the current quarter.
10. Governance
Management reserves the right to amend targets, the entry threshold, the partial-achievement tier (90% to below 100%), the overachievement step, the payout cap, the collection threshold and the sustained-underperformance review trigger, and to amend this policy, with prior notice to staff. This policy supersedes any prior commission arrangement, whether written or verbal.
Appendix A — Worked Example
Employee with a Monthly Salary of KWD 800 and a Quarterly Target of KWD 53,087:
	Step
	Calculation
	Result

	Invoiced Revenue (after CN)
	Per Accounting
	KWD 74,796

	Achievement %
	74,796 ÷ 53,087
	140.9%

	Payout multiple
	1.00 + (4 completed steps × 0.10)
	1.40 × salary

	Gross Entitlement
	800 × 1.40
	KWD 1,120

	Collection Rate
	66,204 ÷ 74,796
	88.5%

	Collection Factor
	MIN(100%, 88.5% ÷ 90%)
	98.3%

	Collection-Adjusted Payout
	1,120 × 98.3%
	KWD 1,101

	Quarterly cap
	800 × 2.00
	KWD 1,600

	Net Commission payable
	Below the cap, so paid in full
	KWD 1,101




Approval
By signing below, the parties confirm this policy has been reviewed and is approved for publication to sales staff.
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