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

	Date:
	[Date]

	Award Certificate No.:
	[Certificate Number]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Recognition Bonus – [Award Name], [Period]
Dear [Employee Name],
Congratulations once again on winning the [Award Name] for [Period]. The award recognises [short reason, e.g. your role in bringing three new enterprise customers on board and the care you showed in onboarding them]. As announced under our recognition programme, the award carries a recognition bonus, the details of which are given below.
	Award
	Gross Bonus (₹)
	Your Share (₹)
	Payroll Month

	[Award Name]
	[Amount]
	[Amount]
	[Month YYYY]



The bonus will be paid through payroll and is subject to TDS as per applicable income-tax rules. It is a one-time recognition payment and does not form part of your CTC.
We are proud of what you have achieved and grateful for the example you set for your colleagues.
Warm regards,

	______________________________
[HR Name]
HR Manager
[Company Name]


cc: Payroll / Finance
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