
Preliminary Letter

Dear Team,

We are in the process of introducing a new bonus scheme and wanted to give you a preliminary

heads-up. The final details, including performance metrics and eligibility criteria, will be shared soon.

This notice is to keep everyone informed so you can prepare and understand how this scheme may

benefit you.

Sincerely,

[Your Name]

[HR Department]

Get more templates here: 

https://www.lettersandtemplates.com/letters/bonus-scheme-announcement-letter


