
 

Referral Award Program Policy  
 

 
 

Policy 

In an effort to hire the best, highly qualified, productive employees, [COMPANY]. Will 

pay a referral award to employees who refer a friend, family member, or professional 

associate who is subsequently hired by [COMPANY]. 

 

Eligibility for Awards 

Anyone who is a regular employee with the following exceptions:  Any Human Resource 

department member, executive staff, and the hiring manager are not eligible to receive 

payment for hired referrals.  The referring employee must be an active employee at the 

time of award payout.  All decisions concerning eligibility are subject to final review by 

the Human Resource Department. 

 

Candidates who qualify 

The candidate must possess the skills, qualifications and minimum requirements to fill 

regular, full-time positions.  A reward amount will be set at the time recruitment for the 

position begins and will be listed on the job posting on HR Express.  The bonus amount 

will be set based upon the level of position and perceived difficulty in filling the position. 

 

Candidates who do not qualify 

 Candidates of whom HR has prior knowledge such as:  candidates who surface 

through company-initiated sourcing efforts like recruiting advertisements, third 

party firms or any other resource where the candidate’s resume is already on file. 

 

 Candidates for part-time positions, internships or irregular employment. 

 

 Candidates for positions in which no referral award was advertised. 

 

Payment of Awards 

Referred candidate must be employed with [COMPANY] for 90 days to receive award.  

HR will inform the Payroll department of the award payout.  Reward will appear as a 

separate line item on the pay stub during the next payroll cycle.   

 

Payment of award will be charged to the New Recruit’s department, not the referring 

employee’s. 



 

 

Process for Payment of Referral Bonus: 
 

 

The following e-mail will be sent to the referring employee: 

 

Dear EMPLOYEE: 

 

Thank you for your recent referral under our [COMPANY] Employee Referral Program 

of REFERRED EMPLOYEE.  Your candidate has reached 90 days of service, and you 

are now eligible for the bonus payment.   

 

Your bonus in the gross amount of $REFERRAL AMOUNT will be included on your 

paycheck dated DATE.  This bonus will be considered income for IRS purposes, and 

necessary taxes and deductions will be made. 

 

Thank you again for your referral.  [COMPANY] puts forth our best effort to hire the 

best, highly qualified, productive employees.  Your contribution and help towards 

achieving this goal is much appreciated. 

 

Sincerely, 

 

HR Generalist 

 

 

A copy of this e-mail will then be sent to payroll instructing them to pay the bonus with 

the correct costing/charged department codes included (department of the new hire 

should incur the cost of the bonus). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

[COMPANY] Corp. 

Employee Referral Program 
Earn cash for bringing a qualified candidate on 

board to [COMPANY]! 

 

Four easy steps to FREE MONEY!! 
 

1. BE AWARE 

From your network of friends, family and business 

acquaintances, get to know the strengths of these 

individuals and their job satisfaction.  Check out the 

[COMPANY] Website to see if there might be a match 

between your candidate and open positions. 

 

2. GET THE INFORMATION 

Simply instruct the individual you know to visit our 

Career Page on the Corporate Website and apply for 

the position.  You will then complete this referral card 

and turn in to Human Resources.  You can print this 

referral card from HR Express or obtain a hardcopy 

from the Human Resource Department. 

 

3. SEND IT IN 

Forward the referral card to HR.  Your referral 

information will be screened by Human Resources, as 

would any other candidate from any other source.  The 

award will be paid if the individual is hired within 

twelve (12) months of the original application date.  A 

referral will only be considered for the position it was 

submitted.  To have a referral considered for an 

additional position, you must resubmit the resume with 

a new referral card. 

 

4. COLLECT THE REWARD 

Once your referral has been employed for ninety (90) 

days, HR will inform payroll that you qualify for the 

appropriate reward.  Your reward will appear during 

the next appropriate payroll cycle. 

 

Program Rules 
You and your referral must meet the qualifications 

below to participate in this program. 

 

Employees who qualify: 
Anyone who is a regular employee with [COMPANY] 

with the following exceptions:  Any HR department 

member, executive staff, and hiring manager.  You and 

the referred employee must be actively employed at 

time of award payout. 

 

Candidates who qualify: 
The candidate must possess the skills, qualifications and 

minimum requirements to fill regular, full-time positions.  

A reward amount will be set at the time recruitment for 

the position begins and will be listed on the job posting on 

HR Express.  The bonus amount will typically be set based 

upon the level of position and perceived difficulty in filling 

the position. 

All decisions concerning eligibility are subject to 
final review by the HR Department. 
Candidates who do not qualify: 
 Candidates of whom HR has prior knowledge such as:  

candidates who surface through company initiated 

sourcing efforts like recruiting advertisements, third 

party firms or any other resource where the 

candidate’s resume is already on file. 

 Candidates for part-time positions, internships or 

irregular employment. 

 Candidates for positions in which no referral bonus 

was advertised. 

 
Your Name:______________________________ 

 

Title:___________________________________ 

 

Location:________________________________ 

 

Phone #:________________________________ 

 

Date Referred:___________________________ 

 

Your Referral’s Information 
 

Name:__________________________________ 

 

Address:________________________________ 

 

_______________________________________ 

 

Phone #:________________________________ 

 

Open Position Title:________________________ 

 
 

All decisions concerning eligibility are subject to final review by 

the Human Resource Department. 

Equal Opportunity Employer 

 


