On Business Letterhead

CHRISTMA BONUS LETTER TO EMPLOYEE
      Date ................................. 
Employee Name: ___________________________,
SUBJECT: CHRISTMA BONUS CONFIRMATION LETTER
We are pleased to informed that we _________________ have exercised our discretion to pay you a
__________________________ sum as bonus on this Christmas. This decision is made by following a review of the Company’s performance and profitability. We also considered your own performance and conduct during the year. The one-off Christmas bonus covering the assessment period from: ________ to: ________________. 

Therefore, we are delighted to confirm that you will receive the bonus payment of $________ along with your current month’s salary which will transfer into your bank account on _____________________.
We would like to take this opportunity to thank you for the contribution you have made to the success of the _________________________ (Business Name) over the last_________________ (time period).

Yours sincerely

...................................................

(Insert signature and name of authorized official)

