



EMPLOYEE REFERRAL PROGRAM

Form

Employee Referral form to be filled and submitted to the HR Dept/RM along with the Resume, before or at the time of interview:

Name of the Applicant: ______________________________

Position Applied For: ________________________________

Applicant’s Address: _____________________________________________

_______________________________________________

__________________________Pin; _________________

Contact No: Land line: ____________________

Mobile: ___________________

Email ID: ___________________________________________

Current Organization, if any: ____________________________________
Current Designation, if any:______________________________________
Total Experience: __________________

Employees Information
Referred By:  ___________________________

Designation of the referring employee: _________________________

Reporting to: _____________________________

Email ID of referring employee: ______________________________
FOR HR USE ONLY
Form Recd by: ______________________________________

Date: ______________________________________________

Comments: _______________________________________________________________


_____________________________________________________________



_____________________________________________________________

The Employee Referral Program
· The program

The employee referral program is an opportunity for the employees to earn extra bonus and be able to contribute in creating the best team of qualified and efficient people, working for the success of the company, making “______________” a desirable place to work.
· Eligibility

All current employees of ______________ are encouraged to provide references for Company.
Employee should not have worked with the company before.

· Minimum Qualification required

The referred should be a graduate, with good communication skills and should be willing to work with targets. Or,

Otherwise, whatever is conveyed as per the requirements for the posting at that time.

· Payoffs

As an Incentive, the referring employee would be entitled to receive Rs.10,000/- per candidate hired.

The amount would be given out in two installments, first 30%, when the candidate joins the organization and the rest 70%, to be given after he/she has completed 3 months with the organization.
The bonus amount would be paid out with the monthly salary, received after the employee’s joining date.

· Procedure

Employee can refer when the Jobs is announced as per the companies requirement or if otherwise the employee thinks a candidate would be appropriate to work with the organization
In order to refer a candidate the employee needs to fill up the form, which can be obtained by the Hr personal. 

The same has to be duly filled and submitted along with an updated resume of the candidate, to either the HR personal or the immediate manager he/she is reporting to.
· Terms & Conditions
The bonus will be given only if the newly recruit completes the above mentioned time period with the organization.

There can be max. of two candidates; an employee can refer in a month.[image: image1.png]




