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	Objectives (KPI)/Bonus Policy 

Owner /Department: Human Resources



	Brief
	SMSA Express Transportation Co. LTD sets objectives KPIs (Key Performance Indicators) to measure performance and results.

	Purpose
	To ensure SMSA is performance and results oriented. To monitor performance and results in a regular basis with employee, management, and top management. Putting corrective actions where results and performance are below the required levels.

	Scope
	This policy applies to all existing and potential SMSA Express Transportation Co employees. 

	Responsibilities
	· Corporate (KPI) objectives together with weight of each objective will be set by Top and Senior Management.
· Department objectives (KPI) and weights set by Department Heads based on corporate objectives.

· Individual objectives and weights to be set based on Department objectives (KPI).
· Top Management to review Corporate / Departments KPIs on a monthly basis with Senior Managers.

· Departments heads to review the individual objectives (KPIs) on a regular basis.

· QRM Department together with Internal Audits Department will audit KPI on a regular basis, and report on the findings. QRM will present Corporate Objectives in the Monthly Management Review Meetings. 
· Value of the bonus payment will be decided by top management.  

	Guidelines


	The Color coding of the KPIs   

Percentage
Color Name
Color
Greater than or equal to 96%
Green
Between 91% to 95%
Amber
Between 86% to 90%
Yellow
Less than 85%
Red
· Corporate KPI should be linked to department KPI which in turn should be linked to individual KPI.
· Each KPI will be set a weight factors in % based on importance (adding up to 100%).
· Records of all KPIs should be maintained both monthly & cumulative totals.
· Objectives (KPI) that requires plans must also be provided prior to the completion of the KPI. This must be maintained and uploaded on Guide.
· The objectives (KPI) will be linked to the company bonus.
· Core frontline objectives (KPI) will be linked to bonus on a monthly basis (couriers, CS agents, SMSA Service Center [SSC] executives, AR support coordinators, cash collector) figures set by Top Management and Finance (90% Individual 10% Corporate).
·  Other department bonus distributed as follows:-
· Grade 4 & 5 below (70% individual, 20% department, 10% corporate).
· Grade 6 7 & 8 (20% individual, 50% department, 30%corporate).
· Grade 9 & above (30% department/Individual, 70% corporate).

· Any member  of staff receiving disciplinary: 

· 1st warning: no impact.

· 2nd warning: deduction 50%.

· 3rd warning: deduction 70%.
· If any employee changes department through the year then the KPI will be calculated on a pro rata basis on the old and new department.

· If a department does not maintain proper records of objectives (KPI) then the management team including supervisors will not receive the bonus and disciplinary action taken.

· If errors are found during audit the correct figures will be used in the calculation and the purpose of bonus payment. Any over payment will be deducted.

· Changes will be allowed for KPI within 3 months ( based on business needs) after this date the KPI will be  frozen and will be  recorded as blue .the full weight of a KPI will be paid to blue recorded KPI.

· KPI will be recorded as red, amber, yellow, and green. Achieving Amber, yellow, and Green means the KPI is achieved.
· The color coding % will be set at the beginning of each year by Top Management. Color coding is there as an early warning signal for improvement.
· A department KPI change cannot exceed 15%.

· If an employee does not achieve 30% of his KPI during the first 6 months they will receive disciplinary (1st warning).

If an employee does not achieve 50% of the KPI during a 9 months period they will receive (2nd warning).

If an employee does not achieve 60% of the KPI by the end of the year this will lead to dismissal from the company.

· Corporate, Department, and individual KPI form will need to be filled in and signature of the employees Manager obtained for each KPI objective not being achieved on an annual basis.

	Method of Bonus Calculation


	Example No. 01 :

For Grade 9 and above
Grade 9 and above

Bonus Payable

Corporate

70%

62%

Department & Individual
30%

29%

Total Bonus Payable

91%

Corporate KPI Achieved

Weight

OPERATIONS

99%

24.79%

PEOPLE

92%

18.24%

FINANCE

82%

32.67%

CUSTOMERS

88%

13.21%

Total achieved

91%

88.92%

*Therefore 70% of 88.92% = 62.24%

Department KPI Achieved

Weight

92%

96%

*Therefore 30% of 96% = 28.80%

Example No. 02 :

For Grade 6 7 & 8
Grade 6, 7 & 8

Bonus Payable

Corporate

30%

27%

Department

50%

48%

Individual

20%

20%

Total Bonus Payable

95%

Corporate KPI Achieved

Weight

OPERATIONS

99%

24.79%

PEOPLE

92%

18.24%

FINANCE

82%

32.67%

CUSTOMERS

88%

13.21%

Total Achieved

91%

88.92%

Therefore 30% of 88.92% = 26.67%

Department KPI Achieved

Weight

92%

96%

Therefore 50% of 96% = 48%
Individual KPI Achieved

Weight

100%

100%

Therefore 20% of 100% = 20%

Example No 3:

For  Grades 4 , 5 & below
Grade 4, 5 & below

Bonus Payable

Corporate

10%

9%

Department

20%

19%

Individual

70%

70%

Total Bonus Payable

98%

Corporate KPI Achieved

Weight

OPERATIONS

99%

24.79%

PEOPLE

92%

18.24%

FINANCE

82%

32.67%

CUSTOMERS

88%

13.21%

Total Achieved

91%

88.92%

Therefore 10% of 88.92% = 8.89%

Department KPI Achieved

weight

92%

96%

Therefore 20% of 96% = 19.2%

Individual KPI Achieved

Weight

100%

100%

Therefore 70% of 100% = 70%


	General
	Any exception to this policy must be approved by the Managing Director.
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