CODE: 06.02.015

RESOURCE LIBRARY
SALES AND MARKETING EDITION: 1
Sales Incentive Scheme

PAGE 10F2

Purpose:- H ¥
To motivate the Sales staff to put more efforts for maximizing hotel revenue.
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Policy: BUE
Target H¥x

1. Monthly complex target (room/banquet) will be setup for sales team based on forecast and budget.
Revenue Manager will prepare a forecast on revenue on or before 25"0f each month. DOSM, FC and
GM will decide the monthly target for next monthly based on the forecast taking into consideration the
budgeted revenue. Monthly target should be based on the agreed budget or forecast, whichever is
higher.
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2. Team target room/banquet) will be allocated to each individual sales person based on the

production of the client/market in same period of previous year. DOSM will prepare the individual
target sheet and submit to FC/ GM for final approval on or before 27th of each month.
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Incentive for Sales Person 458 A\ R %4

See Attachment

Note : The accumulated incentive for an individual sales person shall not exceed 2 times of his/her
monthly salary.
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Incentive for DOSM/DOS/DOC izt & B BB B/ ESHEL R Y &

See Attachment.
Note :  The incentive shall not exceed 1.5 times of the monthly salary of DOSM/DOS/DOC
T & S B B AR e AR H B TR 15 fi.

Incentive for Sales supporting team T B8 & N\ R &

If the monthly team target is achieved, the sales supporting personnel (secretary, coordinator and
other sales support members) will be rewarded a fixed incentive of RMB300.
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Deduction of Incentive FIfE% 4

The individual sales incentive will be subject to deduction(s) according to the performance evaluation by
the Director of Sales & Marketing.

WRIE T B S LGP, R IU e IT R e, T RBUR

Proceduresf& %
1. Revenue Manager will summarize the result of sales performance monthly and submit to
DOSM. After review, DOSM will submit to FC and GM for approval on or before 10t of each
month.
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2. The incentive will be paid together with the salary of the following month if all payments are properly settled.
Otherwise, the incentive of the related sales executive will be temporary held up until the outstanding
balanced is cleared.
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3. Theincome tax incurred will be bome by the employee.
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The policy may be suspended or terminated subject to hotel management’s decision.
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