+ Financial commitment from managamant

Incentive axperts recommeand spending a
maximum of 50 percent of the anticipated
EAVINGS you expect vour program will pro-
duce. This is generally compuled by mulli-
plying the cost-per-accident amount by the
parcant reduciion. The final figura will repre-
sent your working budgaet.

Az a rule of thumb, awards should make up
60 o 7O percent of the tolal budgel, with
gach prize representing 2 to & percant of
sach participant's total income (i.e., a $600
award for a machinist who aarns 330,000 per
vear). In a short program (three months) the
award should be of higher value lo produce
quick results. Another rule of thumb: the
higher the participant's income, the more
valuable the award should be to motivate
aulstanding performance.

Training should acoount for 10 percent of
the budget, depanding on the amount and
complaxity of the safety goals. Budget anoth-
ar 10 percent for program promation with the
remainder going for administration. This is
an important elament of an incentive pro-
gram, espacially if participants naad training
to improve their performanca.

4. Administenng the HFrogram

If your program does not require the sarvices
of an incentive house or spacial safety
administrator, administrative costs will simply
be part of your current costs of doing busi-
Nass.

Administration includes enrollment and
database maintenance, points and award
tracking. updating and mailing of perfor-
mance standings reports, preaparing manage-
mant raports, collecting data for 1099 and/or
W-2 forms for winners and conducting a
post-program avaluation. Following is a
checklist of thase important administrative
tasks:

Enrollmant: Have each participant fill out
an enroliment form or card with information
including his of her name, addrass and
social security number.

Participant Database: Use the enrolimant
cards 1o create a database of participants.

Send promotional mailings:  Informatian

Know the Players
Biafore e program is lsnched, pinpaint your taget
audience—those wha will paicipats in lhe salely
program and help the compary achies e b
lives cullined in Sep 1. Youll nesd o do somes
research al (his poil. Knawing (e role he lagel
audience has in the company is crucial becauss
you can fhen determine if the safely objeclives ane
apprepriale and altairable. I pal, you may deside 1o
come g with @ new sel of abjectives alogether.

Besgint by developing & profie of the players infhe
Larged addence and nplling the infarmation in a
compuber databass, How is sach persan involved in

day-lo-day aperations and whal are [he ks
innvalved in their job? A particpant prafile will give
yo @ Broad picture of sach person’s conlributien Lo
Erusiness, B sabely hazards mvelued in heir jobs,
andd show you exaclly who nesds o work most al

o1 Ahejob behavional change.

from the database can be used to generate
labels for promotional mailings. Promational
mailings keap interast in the program alive.

Track awards: The database tracks award
cradits or poinls and notifies winners quickly
of thair slalus. Fast, accurate payoff helps
maintain motivation—of the winner and his or
her co-warkars.

Distribule management raporls: Keap
reports for top managemant on the progress
of tha overall program and participants.

Gather earningsiiax reparting information:
Al the program's completion, 1099 and/far W-
2 sarnings dala must be provided for tax pur-
pases. Don't wail until the program's end Lo
collect this information.

Analyze program rasults: Set up a system
that will halp you evaluate resulls.
Compilation and comparison of your tracking
data will ba critical hare, bul you should also
creale a queslionnaire lo solicit inpul from
parficipants.

5. Selecting the Right Award
Award selection criteria rarely varies from



