[image: ]

Hi First Name,
I am pleased to inform you that you have been awarded a bonus for your contributions to Company Name during 2020. Based on our new titling framework, your new title will be xxxxx.

Salary Details
Your gross annual salary will remain at $xx,xxx, with a bonus target of x% of your gross annual salary. 

Bonus Award
If you started with Company Name after January 1, 2020, your 2020 bonus target was pro-rated based upon start date. Your bonus will payout in your March 12, 2021 paycheck. 

Based on company performance, the Company Name payout multiplier is xx%. You earned xxx% based upon your individual performance, for a total bonus earned of $x,xxx.  As a reminder, the formula to calculate bonus earned is:

Bonus Target Dollars x Company Performance % = Eligible Individual Bonus Target
Eligible Individual Bonus Target x Individual Performance % = Bonus Earned

Thank you for all that you do to drive our mission.
Sincerely,
Name
Title
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