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

	Date:
	[Date]



Strictly Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Retention Bonus Agreement
Dear [Employee Name],
Your role is critical to [Company Name] during [Event – e.g. the integration of the acquired business / migration to the new ERP]. To recognise this, the company offers you a retention bonus on the terms below.
1. Retention Period: [Start Date] to [Retention End Date], or completion of [Milestone], whichever is later.
1. Retention Bonus: ₹[Amount] in addition to your regular CTC.
1. Payout: as per the schedule below, provided you remain in active employment and are not serving notice on each payout date.
1. Forfeiture: any unpaid tranche is forfeited if you resign or your employment ends for misconduct before its payout date.
1. Termination without cause: if the company ends your employment without cause before the retention end date, unpaid tranches will be paid [in full / pro-rata].
1. Duties: during the retention period you will [Expected Duties – e.g. lead knowledge transfer and support the transition team].
1. Confidentiality: you will keep the existence and terms of this arrangement confidential.
1. This letter does not change any other terms of your employment.
	Tranche
	Condition
	Payout Date
	Amount (₹)

	1
	[Milestone / Date]
	[DD/MM/YYYY]
	[Amount]

	2
	[Milestone / Date]
	[DD/MM/YYYY]
	[Amount]

	Total
	 
	 
	[Amount]



Please sign and return a copy to confirm your acceptance.

Regards,

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