APEX MANUFACTURING
Pay Information
Compensation structure, payroll frequency, overtime status, and incentive pay
	Employee
	Role
	Pay status
	Base pay
	Overtime
	Payroll

	Jordan
	President & CEO
	Salary
	$110,000 annually
	Exempt / N/A
	Biweekly

	Maria
	Operations Manager
	Salary
	$82,000 annually
	Exempt / N/A
	Biweekly

	Rachel
	Sales & Account Manager
	Salary
	$72,000 annually
	Exempt / N/A
	Biweekly

	Ethan
	Production Supervisor
	Hourly
	$31.00/hour
	Eligible
	Biweekly

	Priya
	CNC Machinist
	Hourly
	$27.50/hour
	Ineligible
	Biweekly

	Noah
	Fabrication Technician
	Hourly
	$25.50/hour
	Eligible
	Biweekly

	Lena
	Quality Technician
	Hourly
	$26.50/hour
	Eligible
	Biweekly



Bonuses and Differentials
	Employee
	Incentive pay

	Jordan
	Annual performance bonus up to $15,000 based on profitability, cash flow, safety, and customer performance.

	Maria
	Quarterly operations bonus up to $1,500 based on safety, on-time delivery, scrap control, and productivity.

	Rachel
	Quarterly sales incentive based on gross margin and collected revenue under the current written plan.

	Eligible hourly staff
	$1.50/hour second-shift differential for qualifying hours assigned between 2 p.m. and 10:30 p.m.



Payroll Standards
Pay period: A two-week pay period applies to all employees. Payroll is processed every other Friday.
Timekeeping: Hourly employees must clock in and out for all working time, including setup, training, inspections, and approved overtime.
Overtime: Hourly employees are eligible for overtime under applicable law. Advance approval is expected whenever practical.
Bonuses: Bonuses and sales incentives are discretionary unless confirmed in writing for a specific performance period.
Differentials: Shift differentials apply only to hours specifically assigned as qualifying second-shift work.
Compensation Review
Pay rates are reviewed annually in January and may also be reviewed after a significant role change. Any change to pay, bonus structure, commission plan, or differential must be approved by authorized management and documented before it takes effect.
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