Client Offer Check List

DISCLAIMER: Not all of the following issues may relate to the offer of employment you’re preparing. However for the issues that do relate, please be prepared to address them in a comprehensive manner during the verbal presentation of the offer and/or in detail within the context of the written offer and/or with the attached documentation.

The candidate will use all of his/her past compensation, benefits, and relocation experiences to compare the offer you’re preparing. So understanding his/her current situation and his/her past experiences can be crucial in understanding his/her expectations and reasons for wanting to negotiate certain issues.

From the moment you select a candidate to the time you make an offer, this period is well recognized as the most crucial for courting and paying attention to detail prompt follow up Therefore, this point forward will prove to be the most valuable investment of your time to date in regards to completing this process. Nine out of ten deals fall apart at the last minute because candidates perceive delays and lack of attention to detail very negatively. 

Emotions are high at this point for the candidate, his/her spouse, family and friends. So delays and missteps are looked upon with much more suspicion and given amplified weight. Bureaucracy, dropped balls, and miscommunications within your company are simply looked upon by the candidate, family, and friends as unpreparedness, unprofessional in the worse case sloppy or careless. Who wants to join a company that looks like that? If the candidate has more than one offer on the table, the client who shines and makes no mistakes takes a huge lead at this point.

When preparing the offer, ask yourself the following questions-and if you don't have the answers, try to get them ASAP and address them in the offer, or verbally, at the time the offer is made.

Salary

· What is the candidate’s current salary?

· When does the candidate’s next salary review with his/her current employer take place and what percentage increase does the candidate expect?

· What has been the candidate’s past experiences when making job changes as it relates to an increase in compensation? How big of a percent increase has he/she seen in the past? 
Why and where?

· If you make a salary offer, what’s a realistic raise likely to be, and when would the next raise 
take place?

· Is there any possibility you can do a six-month review with the first raise taking place then?

Bonus

· Is this position a bonus-qualified position?

· What is the bonus payout based on? How does the bonus program work?

· When does the bonus actually get paid?

· What is a REALISTIC bonus payout likely to be for the first year?

· If your salary offer is low, can you guarantee all or a portion of the first year bonus?

Vacation

· How many weeks of vacation does the candidate get from his/her current employer?

· If you can't match the candidate’s current vacation situation, how long will it take the candidate to catch back up to his current situation within your company’s vacation schedule?

· If you can't match the candidate’s current vacation situation because of “corporate policy,” can you work out the difference between yourself and the candidate on the side?

Standard Benefits

· What insurance coverage do you provide? (health, dental, vision, life, disability-family 
or individual only?)

· What is the cost for insurance to the employee for individual and/or family coverage?

· How does this compare to the costs individual/family is incurring for benefits now?

· Does the company provide Life Insurance? How much, and who pays?

· Does the company provide Disability Insurance? How much, and who pays?

Special Benefits

· Does this position qualify for a company car or car allowance? If so, what kind of car is 
available—new or fleet?

· If car allowance, how much, and what’s it supposed to cover? (Insurance, Maintenance, Gas, Tolls)

· Does your company offer any health club benefits?

· Does your company have a corporate membership to a country club?

· Does your company own or have access to a corporate jet?

· Does your company offer any other special benefits we should be aware of?

Employee Savings Plan:

· What is the amount/outline of the company contribution to the 401k plan?

· Are there any other savings plans available that the candidate should be aware of?

Pension Plan

· Can you please provide a review of your pension plan in the offer packet?

Stock Options

· Does this position qualify for stock options?

· If the company is privately owned, are there any sort of ownership programs available?

Relocation Program

· What has been the candidate’s past experiences as it relates to getting relocation benefits?

· How does your company handle the moving of household goods and vehicles?

· How does your company handle home shopping trips?

· Does your company have a relocation coordinator and/or realtors lined up to help the candidate and their spouse?

· How does your company handle temporary living expenses?

· How does your company handle temporary storage expenses?

· Does your company pay realtors fees on the selling end?

· Does your company pay points and closing costs on the buying end?

· Does your company offer an incidentals cash sum to cover unexpected items needed for new home?

· Does your company offer a home buyout program if the house doesn't sell in x number of days?

· If you don't offer a home buyout program, will you cover the possibility of a double mortgage situation until the candidate’s current home sells?

· As a last resort, will your company provide a bridge loan to help cover a second mortgage until 
home sells?

Employment Contracts and Severance Plans

· What kind of employment contract do you use when hiring new employees?

· Does your company require a Non-Compete Agreement to be signed?

· Does your company require a Confidentiality or Non-Disclosure Agreement to be signed?

· What does your company typically offer as a severance package to departing employees?

· Will your company insert a severance package into an employment contract?

Start Date and Contingencies

· Is there a specific start date that you would like to target, and why?

· Are there any special upcoming meetings or events that you’d like the new employee to attend?

· In the offer, don’t over extend the date that the offer should be accepted by-make it 3 to 5 days max.

· Is there anything you can do right away to make sure that the new employee feels a part of your company right away?

· Can you send training materials to start studying or preparation materials to start reviewing?

· Has the degree confirmation and all reference checks been completed to your satisfaction?

· Does your company require a Physical and Drug Screen before the start date? If so, where does the candidate have to go to get the Physical and Drug Screen completed?

· Is there any paper work that the candidate needs to take to the doctor’s appointment?

· Who coordinates the scheduling of the Physical and Drug Screen and how soon can it be scheduled?

Sign On Bonus

· Are relocation benefits GROSSED UP to cover taxes? If not, use a sign on bonus to address the losses for their taxes?

· Use a sign on bonus to cover any additional expenses in relation to benefits.

· Does the car allowance get assigned as income and therefore taxed? If so, gross up or use a sign on bonus.

· Gross up a sign on bonus to cover the taxes that will be charged.

· VERY IMPORTANT: Ask yourself, “Why does the candidate want this job?”

· If he's/she’s currently employed and happy in his/her job will you court him/her more than if he's/she’s in outplacement and therefore more likely to be motivated to accept less?

· Do you really understand the candidate’s position on other competitive job prospects ? How much ISN’T he/she telling you about other interviews? 

· What happens if you loose this candidate? Are you prepared for the reaction from your hiring team and your boss? 

· Ask yourself: Why do you want this candidate? If you really like and believe there's real value in hiring this candidate, do you really want to risk losing this person over a few thousand dollars?

· What dollar figure would you put on your time, as well as the time of others that are involved in interviewing all the candidates to date? Add that to the cost of plane tickets, meals, hotel rooms, etc… that will be needed in order to interview more candidates-if there are more candidates that are 
as well qualified. Then ask yourself again: Do you really want to risk losing this person over a few thousand dollars?

· How do you want to be perceived? During the interview process did you present an image of a progressive company willing to invest in the right assets such as special equipment, marketing programs, and related sales resources necessary to be highly successful? If you did, but now you’re thinking you'd like to low ball or squeeze an offer by the candidate, aren't you sending a mixed message and creating a red flag regarding your commitment to achieve success?

· Do you believe in insurance? Then you may want to look at a sign on bonus as a form of Counter Offer or Competing Offer insurance.

In the roaring 80’s, we were very concerned about companies retaining employees with aggressive counter offers. Now, with the amount of baby boomers retiring companies are going to new heights to keep from losing their top talent to the competition. We are entering a TALENT WAR. Due to this trend over the next ten years we will seeing incredible pressures to keep our best people. So don’t be surprised  if your top finalists have multiple other offers they are considering when your in the interview process.

The bottom line is… The Company who COURTS the candidates before, during, and after the interviews is going to have the greatest success in recruiting and hiring top talent.
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