[Company Logo]   [Company Name]
SALES INCENTIVE LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Territory: [Territory / Region]
Subject: Sales Target and Incentive for [Quarter / Period]
Dear [Employee Name],
We are pleased to share your sales target and incentive eligibility for the period [DD/MM/YYYY] to [DD/MM/YYYY]. Your target is ₹[Amount] in [net invoiced sales / collections] for the [Product Line] range in [Territory].
	Achievement of Target
	Incentive Payable

	Below [Percentage]% (gate)
	Nil

	[Percentage]% to [Percentage]%
	[Percentage]% of target incentive of ₹[Amount]

	[Percentage]% to 100%
	[Percentage]% of target incentive

	Above 100%
	100% of target incentive plus ₹[Amount] for every 1% above target, capped at [Percentage]%



Conditions
1. Achievement will be computed on [net sales after returns / amounts collected] as per the company's sales system.
1. Incentive will be paid with the salary of [Month] following the close of the period.
1. You must be on rolls and not serving notice on the payment date.
1. Sales from orders found to be improper or in breach of company policy will be excluded.
1. The company may revise this scheme for future periods with prior written notice.
Incentive payouts are subject to TDS. We wish you a successful quarter.

Regards,

	______________________________
[Sales Head Name]
Sales Head
	______________________________
For [Company Name]
[HR Name]
HR Department
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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