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Commission Specification
I. General information
A. User name, company, and contact information
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
B. Accounting system & database type
_________________________________________________________________
C. Background

1. Type of business. (product or service provided) _______________________________
2. Commission frequency. (e.g. monthly) ______________________________________
3. Transaction volume (invoice lines per month) _________________________________
II. Commission Rules

A. Salesperson Categories. Who receives commission and how will these recipients be identified?
_________________________________________________________________
_________________________________________________________________
B. Splits & Overrides. If there are multiple salespeople, do all get the full commission, or do they share the commission? If the latter, how is it split? 

_________________________________________________________________
_________________________________________________________________
C. What is the base amount on which commission is computed?
1. (  Gross Price  

2. (  Price net of discounts 


3. (  Gross profit 


4. (  Quantity 

5. (  Gross payment received. (NB: Select this option only if commission is paid on the entire amount received, without deduction for freight, tax, etc. If receipt of payment affects only the timing of the commission payment, indicate that in the timing section below.)

6. (  Other. Please define ____________________________________________________
_________________________________________________________________
With the following adjustments:
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
D. How is the commission rate determined? 
1. If it uses a quota or tiered rates, pleased describe them

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
2. What other factors affect the rate?
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
E. Changes to prior periods
1. Most companies charge back commissions on returns/order-entry credit memos. Usually credit memos entered via the accounts receivables module do not affect commissions. If that is not your procedure, please explain how this should be handled: _________________________________________________________________________
2. When a credit memo/return is entered via the order entry module, do you always apply it to the invoice on which the returned goods were originally shipped? Alternatively, do you sometimes receive payment for the original invoice and apply the credit memo/return to a different invoice? ___________________________________________________________
3. If a payment is voided in a period after commission was paid on that payment, must commission be adjusted automatically? (NB: With many accounting systems, this requires a modification to the accounting database.)  _______________________________________
4. If a payment or other document is unapplied (perhaps because it is reapplied to a different invoice), is it necessary to automatically recompute the commission on the invoice to which the document was initially applied? (NB: With many accounting systems, this requires a modification to the accounting database.) _______________________________
5. If (a) you use a multi-period quota or tier plan and (b) a change to a prior period affects quota achievement, is an adjustment required to commissions computed between the changed transaction and the current time?___________________________
6. Do you ever change commission parameters (e.g. rate tables) between the time a commission is computed and the time it is cancelled due to a credit memo, etc.? 
7. If you accrue commission expense on invoicing but pay salespeople of receipt of customer payment, do you ever change the commission rate or other factors between the time the expense is accrued and the time the payment is made? If so, should the accrual be changed or will the originally accrued amount be paid? _____________________________ 
F. Timing

1. When is commission due? (Examples: When invoice is posted, when invoice is posted except charge back the commission if payment is late, when final payment is received, when any payment (including partial) is received.) _________________________________
2. When is commission charged back on a return? (Examples: When returns are posted. When returns are applied to invoices. When invoices to which returns are applied are fully paid.) (If you don’t care which of these options is used, please so state..) ______________
3. Expense accrual. (If commission if paid on receipt of payment, is commission expense accrued when the invoice is posted or when the commission is paid?) _________________
4. Terminations. (If you pay commission when partial or full customer payment is received, and if a salesperson is terminated after an order is entered but before commission is due, does the salesperson receive commission on the order? If not, should the expense accrual be reversed when payment is received?) ________________________________________
5. Time-Dependent Parameters. (Sometimes commission rate or other parameters depend on when a transaction is processed. For example, commission rate might be based on year to date sales. As another example, special rates might apply during a promotion. If any of your parameters change with time, please specify at what point they should be measured -- e.g. when the sale is made, when payment is received, or when CommissionCalc computes commission.) ______________________________________________________________
6. Historic data. If you use a multi-period quota or tier plan, will all historic transactions required to compute commission be in the accounting database? (This question is usually relevant if CommissionCalc is installed soon after a new accounting system is installed and if transactional data is not converted. It can also be relevant if you purge transactional data frequently.) If not, will you provide quota achievement amounts as of the cutover date? If a credit memo or voided check affects commission on a transaction prior to that cutover date, how shall CommissionCalc handle this? __________________________________________
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