[Company Logo]   [Company Name]
INCENTIVE STRUCTURE LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Incentive Plan for [Role / Team] – [Plan Year]
Dear [Employee Name],
You are eligible for the [Plan Name] incentive plan from [Effective Date]. Your incentive opportunity is up to [Percentage]% of your monthly fixed gross, paid [monthly / quarterly], based on the scorecard below.
	KPI
	Weight
	Target
	Measured By

	[KPI 1 – e.g. Output / Tickets Resolved]
	[Percentage]%
	[Target]
	[System / Report]

	[KPI 2 – e.g. Quality Score]
	[Percentage]%
	[Target]
	[System / Report]

	[KPI 3 – e.g. Customer Satisfaction]
	[Percentage]%
	[Target]
	[System / Report]

	[KPI 4 – e.g. Attendance / Adherence]
	[Percentage]%
	[Target]
	[System / Report]

	Total
	100%
	 
	 



	Weighted Score
	Payout as % of Incentive Opportunity

	Below [Number]
	0%

	[Number] – [Number]
	[Percentage]%

	[Number] – [Number]
	[Percentage]%

	[Number] and above
	100%



Eligibility and disqualifiers
1. Minimum [Number] working days in the period.
1. No incentive for a period in which a written warning is issued for a confirmed compliance, data-confidentiality or safety breach.
1. Must be on rolls and not serving notice on the payout date.
1. The company may review the plan annually with prior notice.
Your monthly scorecard will be shared by [Reporting Manager]. Payouts are subject to TDS.

Regards,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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