[Company Logo]   [Company Name]
VARIABLE PAY LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Private and Confidential
To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
Subject: Variable Pay Payout for [Period]
Dear [Employee Name],
As you know, your compensation includes a target variable pay component linked to performance. We are writing to confirm your variable pay for [Period], determined as per the [Variable Pay Policy Name].
	Particulars
	Details

	Annual Target Variable Pay (as per CTC)
	₹[Amount]

	Target for this Period
	₹[Amount]

	Months Eligible in Period
	[Number]

	Individual Performance Achievement
	[Percentage]%

	Business Performance Achievement
	[Percentage]%

	Overall Payout Percentage
	[Percentage]%

	Variable Pay Payable
	₹[Amount]

	Payable With Salary of
	[Month YYYY]



[Explanation – e.g. The business achieved Percentage% of its annual plan, which resulted in a payout below target for all employees. Your individual achievement was strong, and this is reflected in your individual factor.]
The payout is subject to TDS. For any clarification, please speak to [Reporting Manager] or [HR Name].

Thank you for your contribution.

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
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