Sample Salary Review Schedule

	
	Sample Dates

	Salary ranges, salary increase budget, and merit increase guidelines developed and approved
	12/1 - 2/1

	Salary worksheet guidelines, salary increase schedule, salary review worksheets, and instructions developed and distributed
	2/1 - 2/15

	Final Performance Management Review conducted for all employees
	1/1 - 2/15

	Managers complete salary review worksheets 
	2/15 - 3/20

	Human Resources reviews salary increase recommendations
	3/20 - 3/28

	Final management approval of salary increase recommendations
	3/28

	Human Resources delivers salary increase documentation to payroll
	3/29

	Salary increase effective date
	4/1

	Human Resources generates salary letters and delivers to managers
	4/1 - 4/3

	Managers communicate increases to employees
	4/3 - 4/15

	Salary increases appear on paychecks
	4/16



