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Incentive Policy Components
Below are some of the major components that should be in an agency’s Incentive Policy:
1. Rationale:

Provide a brief description that justifies the use of incentives for the program. Simply, give an overall reason for the use of incentives.

2. Type of Incentive Instrument:

List the type of incentives that will be offered to clients (E.g., Visa Gift Cards, Retail Gift Cards – Target, Wal-mart, K-Mart,; Food Cards – Cub/Rainbow; Gas Cards)

3. Disbursement of Incentive:

· State the maximum value of an incentive instrument that will be purchased and given per individual per occurrence and per fixed time frame (E.g., No more than $XX per person per six months or year).  
· Have an excellent tracking system to document the disbursed Incentive Instrument that shall include: Instrument number, value or amount, client name, signature and date.
4. Management of Incentive Instruments:
· Incentive instruments must be under lock and key all the time in a secured place in the office. 
· More than one person must be involved in handling the Incentive Instruments. For example:

One person requests the order (just enough for a limited time frame); 

Another person purchases the order (and locks them in a secure place in the office);  

Another person distributes the Incentive Instruments and keeps track of clients who receive and sign for them.  
5. Reconciliation:

· Conduct quarterly reconciliations to monitor distribution of the incentive instruments before ordering more. This may include, documenting incentive instruments purchased and distributed and who received them.   
· Always keep a paper trail of the movement of the incentive instrument.
· Conduct random physical counts of Incentive Instruments and compare with inventory log.
