
Service Bond Requirement Process 

Clarification 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Clarification on Service Bond Requirement 

Dear [Employee's Name], 

I hope this message finds you well. I am writing to provide clarification regarding the service 

bond requirement associated with your position. 

Overview of the Service Bond 

The service bond is a formal agreement between you and the company that requires you to 

remain employed for a specified duration. This is to ensure that the investment made in your 

training and development is mutually beneficial. 

Process for Signing the Service Bond 

1. Review the bond agreement thoroughly. 

2. Address any questions or concerns to [Contact Person's Name/Department]. 

3. Once satisfied, sign the agreement and return it to [Submission Department/Email]. 

Important Points to Consider 

• The duration of the service bond is [Insert Duration]. 

• Failure to fulfill the bond may result in [Insert Consequence]. 

• Exceptions may be considered under [Insert Conditions]. 

If you require further assistance or clarification, please do not hesitate to reach out to me directly. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


