[Company Logo]   [Company Name]
REFERRAL REWARD LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Referral ID:
	[Referral ID]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Referral reward for the successful hiring of [Candidate Name]
Dear [Employee Name],
Thank you for referring [Candidate Name], who joined us as [Designation] in [Department] on [Date of Joining]. We are happy to confirm that [Candidate Name] has completed the eligibility period of [Number] days under our Employee Referral Policy, and you are now eligible for the referral reward.
	Referral Slab
	Reward (₹)
	Instalment
	Payroll Month

	[Slab, e.g. Level 2 roles]
	[Amount]
	[1 of 1]
	[Month YYYY]

	 
	[Amount]
	[2 of 2, if applicable]
	[Month YYYY]



The reward will be credited with your salary and is subject to TDS. Good people bring good people, and your referral has strengthened our team. Please keep recommending talented people from your network.
With thanks,

	______________________________
[HR Name]
Talent Acquisition Lead
[Company Name]
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