
Salary Planning Process
Suggestion for an Annual Process
Most salary planning projects fail because those charged with achieving the plan become overwhelmed with the amount 
of work that must be done over a concentrated period. We suggest that you look at this as a seasonal process, and pre-
pare your work year using the following “calendar.”

!Review job descriptions for accuracy and inclusion of newly created jobs.
!Collect and prepare your data 
!Select jobs to be surveyed.
!Select surveys for participation.
!Analyze data  of surveys.
!Submit your data using survey vendorsÕ format.
!Vendor closes data collection.
!Vendor scrubs, corrects, and analyzes data to prepare reports.
!Vendor publishes data.
!Conduct analysis of individual survey results.
!Conduct analysis and weighting of combined survey results.
!Conduct analysis and weighting of hybrid jobs.
!Compare and analyze internal equity and market data.
!Analyze salary increase results for impact on budgets.
!Publish and present internal results for compensation updates.
!Adjust plans.
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Use this worksheet to plan your survey year. Use at least two surveys to define your market position. The reverse side 
outlines a salary planning process.

Fill in the above table with your planning survey information. The legend below provides symbols with usage. Organizing 
your year in one place provides easy overview of the schedule, permitting easier workload estimation. 

The symbols are defined for the process 
after the "Select Surveys" phase of the 
Salary Planning Process. 

For more on the how-why-and-details 
contact us at: 650.302.8693.
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Legend Meaning

△ Survey “As Of” (effective) Date

! Data submission date

◇ Survey “Closed” Date (Vendor determines)

" Survey Publish Date

◫ Begin Our Analysis Of Survey(s)

Survey Cost Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec


