[Company Logo]   [Company Name]
PERFORMANCE BONUS RECOMMENDATION FORM
	Company:
	[Company Name]

	Bonus Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Department:
	[Department]

	Recommended By:
	[Reporting Manager]



Payout Guideline (as per Variable Pay Policy)
	Final Rating
	Payout as % of Target Bonus

	5 – Outstanding
	[e.g. 120–150%]

	4 – Exceeds Expectations
	[e.g. 100–120%]

	3 – Meets Expectations
	[e.g. 80–100%]

	2 – Needs Improvement
	[e.g. 0–50%]

	1 – Unsatisfactory
	[e.g. Nil]



Team Recommendations
	Emp. ID
	Employee Name
	Eligible (Y/N)
	Final Rating
	Target Bonus (₹)
	Guideline Payout (₹)
	Recommended Payout (₹)
	Justification if Different

	[Employee ID]
	[Employee Name]
	[Y/N]
	[Rating]
	[Amount]
	[Amount]
	[Amount]
	[Justification]

	[Employee ID]
	[Employee Name]
	[Y/N]
	[Rating]
	[Amount]
	[Amount]
	[Amount]
	[Justification]

	[Employee ID]
	[Employee Name]
	[Y/N]
	[Rating]
	[Amount]
	[Amount]
	[Amount]
	[Justification]

	[Employee ID]
	[Employee Name]
	[Y/N]
	[Rating]
	[Amount]
	[Amount]
	[Amount]
	[Justification]



Summary
	Total recommended payout: ₹[Amount]
	 

	Approved bonus pool for department: ₹[Amount]
	 

	Variance: ₹[Amount]
	 

	Employees not eligible and reason
	[Details]



Approvals
	Role
	Name
	Decision
	Date

	Head of Department
	[HOD Name]
	[Approve / Modify]
	[DD/MM/YYYY]

	HR / Compensation
	[HR Name]
	[Approve / Modify]
	[DD/MM/YYYY]

	Finance
	[Name]
	[Approve / Modify]
	[DD/MM/YYYY]



Approved payouts will be processed in the payroll for [Month YYYY], subject to applicable TDS.

	______________________________
Recommended by
[Reporting Manager]
Date: [Date]
	______________________________
Final Approval
[Authorised Signatory]
Date: [Date]
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