Sales commission plan: [team or role]
Plan period: [from] to [to]  Written: ______  Next review: ______
The plan in one sentence
• You earn [rate] on [what counts], paid [when], and [the higher rate] on everything above quota.
Who it covers
• Roles: ____________
• A new rep's first months: ____________ (e.g. half the quota for the first two)
Pay
• Base salary a month: ______
• Target commission a month: ______
• On-target earnings a month: ______ (base plus target commission)
• Quota a month: ______
The rates
• Commission rate up to quota (%): __
• Accelerator above quota: __ (1.5 means one and a half times the rate)
• Rate above quota (%): __
• Most a month can pay: ______ (blank means no cap)
What counts
• A deal counts when: ____________ (signed, invoiced or paid)
• Commission is worked out on: ____________ (the first year's contract value, the invoice or the margin)
• Deals that don't count: ____________
• Two reps on one deal: ____________
When it's paid
• Paid on: ____________ (e.g. the 15th of the next month)
• The statement lists each deal, its value and its commission, and goes out on: ______
Clawbacks
• Clawback period in days: __ (if a customer cancels or doesn't pay within it, the commission on that deal comes off the next payout)
• Leaving: deals that counted before the last day are paid on: ____________
Questions and changes
• Days to raise a question about a payout: __
• Who to raise it with: ____________
• Notice before the plan changes, in days: __ (changes are made in writing)
The months
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Signed
• Rep: ______  Date: ______
• Manager: ______  Date: ______
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