[Company Logo]   [Company Name]
SPOT AWARD LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Approval Ref.:
	[Approval ID]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Spot Award for your contribution on [DD/MM/YYYY]
Dear [Employee Name],
We want to recognise you right away for what you did on [DD/MM/YYYY]. When [situation, e.g. the order management system went down during the festive sale], you [action, e.g. stayed on the call through the night, identified the failed service and restored operations before the morning peak]. Your quick thinking prevented a major disruption for our customers.
In appreciation, you have been granted a Spot Award as below:
	Award
	Value
	Mode of Payout
	Payout Month

	Spot Award
	₹[Amount]
	[Gift voucher / Payroll / Reward points]
	[Month YYYY]



Where paid in cash or through payroll, the award will be subject to applicable tax deduction. This award is a one-time recognition and does not form part of your fixed CTC.
Thank you for showing the ownership we value so much. Well done!
With appreciation,

	______________________________
[Reporting Manager]
[Designation]
	______________________________
[HR Name]
HR Business Partner
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