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Compensation Change Request

Use this template to document salary, bonus, equity, or job level changes for approval.

Template Metadata
Field Details
Category HR & People Ops
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly [ Annual / Event-based]
Status [Draft [ In Review [ Approved]

Request Summary

Identify employee, role, department, manager, proposed effective date, and change type.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]
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Current Compensation

List current salary or hourly rate, bonus target, equity, job level, location, and pay band.

Item Details
[Item or [Describe the relevant detail, evidence, or
requirement] decision]
[Item or [Describe the relevant detail, evidence, or
requirement] decision]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Proposed Change

Document proposed pay, bonus, equity, title, level, and any retroactive treatment.

Item Details
[Item or [Describe the relevant detail, evidence, or
requirement] decision]
[Item or [Describe the relevant detail, evidence, or
requirement] decision]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Business Rationale

Explain promotion, retention, equity adjustment, scope change, market correction, or performance

basis.
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Owner

[Owner]

[Owner]

Owner

[Owner]

[Owner]

Status

[Open /
Complete]

[Open/
Complete]

Status

[Open /
Complete]

[Open /
Complete]
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

Compensation Change Request

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Market and Internal Equity Review

Compare pay band, compa-ratio, peers, location, and budget impact.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Approval Workflow

List required approvals from manager, HRBP, compensation, finance, and executive owner.

Item

[Item or
requirement]

[Item or
requirement]
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Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

3/4



5/5/26,2:40 PM Compensation Change Request

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Implementation Steps

Specify HRIS entry, payroll timing, letter generation, employee communication, and audit records.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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