
Preliminary announcement subject to approval

Dear [Employee Name],

Subject: Provisional Bonus Notification

We are pleased to inform you that you are eligible for a provisional bonus of [Amount/Percentage],

pending final review and approval by the management. This recognition is based on your significant

contributions over the last quarter.

You will receive confirmation of the finalized bonus shortly.

Best regards,  

[Your Name]  

[Designation]

Get more templates here: 

https://www.lettersandtemplates.com/letters/bonus-or-incentive-announcement


