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

	Date:
	[Date]



Private and Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Performance Bonus for [Review Period]
Dear [Employee Name],
We are pleased to recognise your contribution during [Review Period]. In particular, [Achievement 1 – e.g. you delivered the Project Name rollout two weeks ahead of schedule] and [Achievement 2]. In appreciation, you have been awarded a performance bonus under the [Bonus Plan Name].
	Calculation Step
	Value

	Target Bonus (as per CTC)
	₹[Amount]

	Individual Performance Rating
	[Rating]

	Individual Performance Factor
	[Percentage]%

	Company Performance Factor
	[Percentage]%

	Bonus Payable (Target × Individual × Company)
	₹[Amount]

	Payment with Salary of
	[Month YYYY]



The bonus is subject to applicable TDS. It is a one-time, discretionary payment based on performance for the period stated, and does not form part of your fixed salary or create an entitlement for future periods. You must be on the company's rolls and not serving notice on the payment date, as per the bonus plan.
Thank you for your outstanding effort. We look forward to your continued success.

With appreciation,

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