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Bonus letter
[Insert name]
[Insert address line 1]
[Insert address line 2]
[Insert address line 3]
[Insert postcode]
[Insert date]

Dear [insert name],

Bonus payment
We are pleased to tell you that you will receive a bonus. This bonus is [insert amount] or [insert]% of your basic annual salary on the date we award the bonus.
We give you this bonus to recognise your excellent contribution and hard work.
We will pay your bonus with your [insert month and year] salary. It will show on your payslip. We will deduct the usual tax and National Insurance from the bonus.
Thank you for your hard work. [Optional: thank you also to your colleagues in [insert team or role] for helping our business keep running during a difficult time.]

Yours sincerely,

[Insert name]
[Insert role title]
[Insert company name]
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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