
Exceptional Performance Bonus Recognition 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Department: [Employee's Department] 

Dear [Employee's Name], 

We are pleased to inform you that in recognition of your exceptional performance and 

remarkable contributions to our team over the past year, you are awarded a performance bonus of 

[Insert Amount]. Your commitment to excellence and dedication to your work have not gone 

unnoticed. 

Your efforts in [specific project or achievement] have significantly impacted our success, and we 

are truly grateful for your hard work and perseverance. This bonus is a token of our appreciation 

for everything you do to make our company a better place. 

Thank you for your outstanding performance. We look forward to seeing your continued success. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


