
3 Essentials for 
Drafting a Compensation 
Commi ee Calendar

The third step is to prioritize the 
agenda for each meeting to ensure 
that suffi cient time is spent on deci-
sion items, with discussion/review 
items positioned closer to the end of 
the meeting. In many cases, consent 
agendas are used to group standard 
reporting items together without having 
specifi c discussion at the meeting, 
unless questions are raised on these 
items by committee members.

We then suggest that suffi cient time 
be provided for everyone to prepare 
and review the materials in advance 
of the meeting. This includes an initial 
meeting to review and confi rm the 
agenda items six to eight weeks in 
advance, draft materials shared with 
the committee chair two to three weeks 
in advance and send fi nal materials to 
the committee one week in advance. 
Depending on internal review cycles, 
materials might need to be ready 
earlier for review by the CEO and exec-
utive management.

A committee calendar that articulates 
the agenda items, timing and respon-
sibilities, ensures that all stakeholders 
in the process have suffi cient time 
to review and discuss, and that the 
committee can effectively oversee 
the process with suffi cient input and 
dialogue with management. 

Ryan Resch is managing director, executive 
compensation at Willis Towers Watson. He can be 
reached at ryan.resch@willistowerswatson.com. 
Connect with him on LinkedIn at linkedin.com/in/
ryanresch/.

The agenda for each compensation committee meeting follows 
a natural cadence that aligns with both the company’s fi scal 
year and compensation cycle. As articulated in its charter, 
the committee is directly accountable for overseeing the 
company’s executive compensation programs. This includes 
the development of a compensation philosophy that aligns 
with the company’s business strategy, the annual review of 
company and senior executive performance and its impact 
on pay, and regular monitoring of the executive compen-
sation programs relative to market and governance trends. 
Increasingly, the charter is expanding to provide for greater 
oversight of the company’s various human resource programs, 
including succession planning and talent development.

The fi rst step in drafting the calendar is to confi rm that the 
charter is up-to-date and then to break it down into specifi c 
items. A responsibility matrix can be developed to clarify when 
and how each item needs to be addressed. The matrix includes 
the role of the committee, management and their advisers 
on each item, and when each item needs to come forward for 
input, review, approval and/or recommendation to the board.  

The second step is to allocate each item to a specifi c 
committee meeting, with some items being brought forward 
numerous times for input, review and approval. Most commit-
tees meet four times per year, and each of the items can 
generally be aligned with the following timing:
 • Q1: review prior year’s performance, approve base salary 
increases, annual incentive awards, long-term incentive 
grants and other compensation changes, and fi nalize 
year-end disclosures

 • Q2: review pay program design for effectiveness and 
compliance, and identify potential areas requiring
further review

 • Q3: evaluate input received at annual general meeting, review 
peer groups and benchmarking approach, and identify poten-
tial plan design changes for next year

 • Q4: review executive compensation benchmarking, approve 
plan design changes and understand how performance is 
tracking for the yearRyan Resch
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T H E  L E G E N D  C O N T I N U E S …

See the schedule and reserve your spot now. They go fast.
worldatwork.org/excel-skills

It’s all there in the latest installment of 
Dianne Auld’s top-selling course:

COMING SOON TO A CITY NEAR YOU …

of saving time and increasing productivity.
THE THRILLS

of streamlining compensation tasks.
THE CHILLS
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