
Bonus Scheme Announcement Letter

[Your Company Logo]

[Company Name]

[Address]

[City, State, ZIP Code]

[Date]

[Recipient's Name]

[Recipient's Title]

[Recipient's Department]

[Company Name]

[Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

Subject: New Bonus Scheme Announcement

We are pleased to announce an exciting update to our employee compensation package â€“ the

introduction of our new Bonus Scheme, effective [Effective Date].

At [Company Name], we are committed to recognizing and rewarding the hard work, dedication, and

contributions of our exceptional team. With this in mind, we have carefully crafted a Bonus Scheme

that not only reflects our appreciation for your efforts but also aligns with our strategic goals and

vision.

Key Highlights of the New Bonus Scheme:

1. **Performance-Based Bonuses:** The new Bonus Scheme will be closely tied to individual and

team performance. We believe that rewarding exceptional performance is vital in fostering a culture

of continuous improvement and innovation.

2. **Transparent Criteria:** The criteria for earning bonuses will be communicated clearly to all

employees, ensuring transparency and fairness across the organization. This will provide everyone



with a clear understanding of what is expected to qualify for the bonus.

3. **Frequency of Payouts:** Bonuses will be awarded on a [Quarterly/Annual] basis, providing you

with more frequent opportunities to earn rewards for your outstanding contributions.

4. **Tiered Structure:** The Bonus Scheme will have a tiered structure, allowing you to earn

increasingly attractive bonuses as you surpass performance targets and achieve milestones.

5. **Flexibility and Recognition:** We understand that different roles contribute differently to our

company's success. The Bonus Scheme has been designed to accommodate various roles,

ensuring that all employees have the opportunity to be recognized and rewarded.

We are confident that this Bonus Scheme will not only motivate and inspire you to excel but will also

foster a stronger sense of teamwork and camaraderie among all members of our organization.

In the coming weeks, the HR team will be organizing informative sessions to provide you with a

detailed overview of the Bonus Scheme and answer any questions you may have. We encourage

you to attend these sessions to gain a comprehensive understanding of how the scheme works.

We value your dedication and look forward to a future of shared success and prosperity. Thank you

for being an essential part of the [Company Name] family.

Best regards,

[Your Name]

[Your Title]

[Contact Information]

Cc: [HR Department]

    [Department Head]

    [CEO/President]


