[Company Logo]   [Company Name]
ANNUAL BONUS LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Annual Bonus for Financial Year [FY YYYY-YY]
Dear [Employee Name],
Thanks to the collective effort of our teams, [Company Name] closed the financial year [FY YYYY-YY] with [Brief Result – e.g. growth in revenue and successful launch of two new product lines]. The Board has approved an annual bonus pool to share this success with eligible employees.
	Particulars
	Details

	Eligibility Rule
	On rolls as on [DD/MM/YYYY] with at least [Number] months' service in the year

	Your Service in the Year
	[Number] months

	Full-Year Bonus Entitlement
	₹[Amount]

	Pro-rated Bonus (Entitlement × Months ÷ 12)
	₹[Amount]

	Less: TDS
	₹[Amount]

	Net Annual Bonus
	₹[Amount]

	Payout Date
	[DD/MM/YYYY]



This annual bonus is discretionary and is in addition to any statutory bonus or performance incentive due to you under separate policies. Payment of this bonus in one year does not create a right to a bonus in future years.
Thank you for being part of a successful year. Here's to an even better one ahead.

Warm regards,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
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